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Abstract
The report has analysed the role of academic skills in the academic and professional life of a person.  The discussion was made on how academic skills affect different parts of students' and professionals’ life. The first skill that was discussed in the report is that of time management skills. How time management skills help in academic as well as professional life were discussed herein. In the next part of the report the definition of teamwork and the importance of teamwork in professional places as well as academic places, has been analysed. The next skill that was described was the referencing skill. The definition and its importance in academic and professional life were discussed as well. The final skill was analytical and critical thinking skill. The definition was given along with its varied uses in academic and professional life were analysed. 
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[bookmark: _Toc141188132]1. Introduction
A student needs to work hard to achieve academic success. However, hard work alone is not sufficient to succeed. There is a need for various soft skills for the successful completion of an academic career. These skills are referred to as academic skills. More precisely it can be said these are the academic strategies and traits that help in the betterment of a student’s life. An understanding of these skills and active use of them is helpful to perform better and to remember more information systematically (Talwar et al., 2023). Academic skills are not only helpful to study better but also help in professional life for long-term success.
This report will analyse how academic skills prepare students for building their careers. In addition to providing back support for a student's career, the role of academic skills is to stay motivated and focused. There will be an analysis of these roles of academic skills with the help of some examples of it. Some of the academic skills which are discussed in this report are time management, teamwork, referencing, analytical and critical thinking. The above-mentioned skills are well-defined in this report. In addition, there is an analysis of these skills’ importance for professional success and importance for academic success. This report will provide a complete overview of academic skills with some fruitful important examples. 
[bookmark: _Toc141188133]2. Time Management 
2.1 Definition of skill
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Figure 1: Time Management Skill
(Source: Uga, 2023)
Time management refers to the ability to use time both efficiently and productively. This can also be thought of as the art of time allocation in which a person has enough time to do all the work that he or she needs to do without stressful feelings about the work.  People with good time management skills get enough time at getting on and doing their daily jobs. They can also prioritise things according to their need and preference. Thus, including the timely completion of daily work, time management plays a great role in the professional and academic career of a person. 
2.2 Importance of skill for professional success 
A professional who does smart rather than hard work will get better results with less effort and time. Thus, smart work helps to get more fruitful completion of work faster and quick achievement of goals. Efficient time management can surely level up productivity and overall performance. Some of the important roles of time management for professional success are described below. 
· Less stress: Evidentially, time management reduces the stress level and improves the confidence of a person (Linnér, Stambulova and Ziegert, 2021). Taking control of time actively reduces anxiety and stress. A professional person needs to achieve one or many deadlines every day. Thus efficient use of time helps in meeting the tight deadline while others feel discomfort and anxiety without time management. 
· Improving work-life balance: Work-life balance is one of the most important benefits of time management. A good work-life balance of a professional helps him or her in the creation of a good balance in personal and professional life. Most IT professionals spend the maximum time of the day at work and risk burnout with the tired feeling all the time. 
· More Focus: In organisations, some employees are more focused than others in work. This is due to good time management. More focus helps to capture better opportunities. 
· To be Enthusiastic: There can be sluggishness in a person's professional life or the surrounding atmosphere if time is not managed properly. I feel enthusiastic and less distracted on those days when I manage my time efficiently. 
· Time for Thinking: Professionals get more time to think and plan for their next steps (Koekemoer, Olckers and Nel, 2020). A planner in any field who needs to be more focused can make fine strategies with better management of time. 
2.3 Importance of skills for academic success 
Effective time management is necessary for the academic life of a person. Many students struggle to manage their time and face issues such as decreased levels of productivity, an indisciplined lifestyle, stress, and many more. As said earlier, the role of time management is undoubtedly highly important for students. Hence, some crucial importance of time management in academic life is described below.
Increase in productivity: In our daily lives our productivity level improves and our academic career walks in the path of success as we plan our daily lifestyle properly. 
Healthier Lifestyle: To be academically successful, students need to prioritise their health. Efforts in good time management reflect on the student's health. A healthier person surely performs greatly. 
No last-moment Cramming: Some students repeatedly face incompletion of projects, and syllabus timely. This can lead to resulting in lower scores than their expectations. On-time projects and syllabus completion have helped in getting some time for review and revisions.  
Time for Extracurricular Activities: Students who plan their daily schedule properly get an idea of time for how to manage schedules for their hobbies. Doing the work they love provides some relaxation in a busy life.
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Figure 2: Teamwork
(Source: Kajabi, 2023)
3.1 Definition of skill 
Teamwork is the most important thing for getting success anywhere whether it can be in professional success or academic success. Teamwork is not only a bunch of people working together but also, they need to have the ability to help each other to achieve the goals that the leader has set for a project (Waters, 2022). The most desirable skills of the leaders for the employees are to understand their problems and to resolve the problems. One of the major reasons that teamwork is important for the workplace is because this can build trust between the employer and the employees. It builds trust among all the employees also. 
3.2 Importance of skill for professional success 
· Better problem-solving: Teamwork can make problem-solving better among the employees as well as the leaders. It can also increase critical thinking quality in the employees so that they can solve their problems on their own and can also help other employees with some effective solutions to the problems (Ogbonnaya, 2019). Teamwork can also make the employees communicate with each other about all the problems that they are facing while doing the work. 
· Unlock the innovations: Teamwork can enhance the innovation quality in the employees because it can help the employees to think critically to solve problems. However, the employees can also think about some innovative ideas that can help them to reach the goal that the leader has set for them. True success can encourage innovations and the innovations can cause discomfort and because of the discomfort people take the initiative to change. However, if I will be facing any problem related to the work in future this innovation skill can help me to go through it. 
· Employee satisfaction: Teamwork can increase the possibility that the employees who are facing problems can resolve them with the help of others and also the leaders. It also helps the employees to get satisfaction from the work because this will make them think that they are important to the company. Having employees who are satisfied and happy can increase loyalty towards the company. 
· Enhances personal growth: Teamwork helps employees to grow their interpersonal skills like communication skills, problem-solving skills, critical thinking skills and many more (Bojuwoye, 2019). For that reason, the employees can grow personally which will help them in future when they will be doing jobs in another organisation. Therefore, it can be said that personal growth can also help me in the future to solve my problems. 
3.3 Importance of skills for academic success 
· Important social skill training: Teamwork can be useful for academic institutions also because it can help the students to enhance some social skills like communication skills, active listening skills, problem-solving skills and many more (Marlborough, 2019). However, when the students work like a team they can learn how to get their active listening to improve so that they can listen to what their coach or the leaders are instructing them to do. This skill can also help me to listen to my leaders and teachers in the classroom so that problems can be solved. 
· Self-Confidence Improving: Another importance of teamwork is it can help the students to improve their self-confidence. The sustainable process of self-development is the most important thing for enhancing the power to present ideas and innovative answers to the questions in the class (Chandrashekar and Mohan, 2019). This can also help the students to learn from the teachers how they can improve their communication with the teachers as well as the other students. I can also get the advantages from the self-confidence enhancement that can help me in future. However, when the teacher is asking any difficult question, I can at least try to answer it. 
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4.1 Definition of skill
[image: ]
Figure 3: Referencing
(Source: Charles Stuart University, 2023)
Referencing a skill that holds convincing opinions increases the probability of acquiring job roles at new workplaces and chances of admission to educational institutions. A written or recorded reference includes information for referring candidates as per relevant qualities, skills, and educational background. work reference, character reference, and academic reference are the three common references. It includes short basic details regarding individuals' working experience and opinions. In organisations managers, team leaders, project coordinators, and departmental heads write references. However, in educational process principles, college professors, and school teachers acknowledge students’ ability to further progress in their new institutions.      
4.2 Importance of skill for professional success 
· Advanced work experience: In the professional field references come from previous co-workers who can refer someone in place of them after getting a promotion in other companies. In this case, this skill becomes important as it helps in gathering in-depth knowledge, and job roles from the previous workers. It helps the new employees in adopting new capabilities. 
· Smoothen the hiring process: Referencing is important in the case of the hiring process and interviews as it gives a higher probability of getting hired with relevant skills, subject knowledge, and expertise. 
· Enhance verification process: Besides that, some organisations maintain specific functions for which they require verification of candidates’ personalities. In that case, they want the reliability of approaching candidates for employees. These people can recommend employees based on honesty, trust, dependability and belief. It is observed in confidential intelligence authorities, government offices, police departments and others. They rectify character references of the new employees from their existing employees. Moreover, the political parties and committees prefer character references of new workers.  
· Increase productivity: It can be understood by having an example. Workers leave a company or get promotion from other organisations and in this case, they refer someone in their place. In that case, the newly joined employees know their responsibilities. It becomes quite helpful for them to clear the interview process also. They have advanced knowledge and are preferable for team leaders too. It helps in increasing the productivity of team members. In the long term, employees who have advanced working knowledge will be preferred for job promotion.  
4.3 Importance of skills for academic success 
· Beneficial for approaching new institutions: Referencing benefits for candidates who approach internships at new companies or any organisations. It also helps them in getting admission to universities and colleges from the references of seniors and family members (‌University of Birmingham, 2020). It becomes easy for them to enter reputed organisations.
· Giving authenticity of resources: In the case of research work authenticity becomes important for scholars and students. It is a good academic skill as it supports arguments, thesis, and conclusion. It allows individuals to find and check sources for further project work. Referencing gives weightage to assignments which approve research authenticity. Several citation software is used for generating references recently (Newcastle University, 2019).
· Avoiding plagiarism: Plagiarism is an act of copying topics or someone’s work. Therefore, by implementing appropriate references, plagiarism can be avoided. Besides that, it gives a clear understanding of assignments’ topics. It gives supportive ideas and opinions on topics for which scholars can explain their research in future too. 
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Figure 4: Analytical and Critical Thinking
(Source: Peakperformancecenter, 2020)
5.1 Definition of skill 
Analytical thinking is an important skill which enhances the capabilities of a person to think more logically before analysing a situation. This skill includes multiple professional qualities such as critical thinking ability, data analysing, decision making and solving several critical problems and so on. Analytical thinking defines a situation after reviewing every piece of information by breaking them into fundamental parts. 
On the contrary, Critical thinking ability involves that kind of capacity where an individual makes a judgement after questioning, analysing and evaluating information properly (Monash University, 2023). This skill is important to think logically and clearly to find the logical connection between various pieces of information. Critical thinking helps to arrive at the best solutions because it does not accept any information at face value and directly analyses the questions and assumptions before making judgements. 
5.2 Importance of skill for professional success
Analytical and Critical thinking skills are the most important skills for getting success in professional life. Some of the important aspects of this skill are,
· Adoption and overcoming of new obstacles: Analytical and Critical thinking skills play an important role in adopting new obstacles with a calmer approach and also help in overcoming them. For example, employees with analytical and critical thinking abilities can examine a sudden shift in the market condition in a more practical approach by analysing proper data. Therefore, employees with these two skills can easily get success in their professional careers. 
· Improves decision-making: These two skills improve the capability for decision-making (Helen., 2022). Analytical and Critical thinking skills are associated with proper analysis before jumping to a conclusion. Therefore, it is necessary to evaluate all the data and information logically to find the interconnections between the problems and possible solutions. Generally, Large companies desire employees with these skills because they can help make important decisions. 
· Increase self-evaluation and self-reflection: These two skills help to evaluate the self-growth of an employee. For example, if a certain company sets a specific target for its teams, employees with analytical and critical thinking abilities will be able to evaluate their contribution to the team. Therefore, they can make a list of the scope of improvement and then work according to that. The capacity of checking progress through self-reflection methods is an important quality of employees with these two skills. 
5.3 Importance of skill for academic success 
Academic years are the most important life stage for students that prepares them for their future professional life. Therefore, the development of skills is ensured from academic years because of its important contribution to student’s life for achieving successful academic years. Analytic thinking processes are more beneficial because they depend on working (Bronstein et al, 2019). Analytical and Critical thinking skills are two of the most important skills that increase the rate of success in the academic years of a student. Some of its major importance are,
· Enhances Curiosity and Creativity: Analytical and critical thinking increases the analytical power of a student. Therefore, it increases curiosity among students on various matters. They tend to feel more rational and logical while solving any problems and analyse all information before making any judgements. For example, our class teacher once asked about the impact of social media. After going through all the judgments of my classmates, I had given my answer based on the analytical approach and my teacher was extremely happy with my answer. 
· Promotes self-assertion: Critical thinking along with Analytical thinking ability enhances self-correcting and self-monitoring approaches in students. critical thinking is an intellectual discipline approach (Seibert, 2021). These two skills help a student in thinking more independently based on his perception of various information and judgements. 
[bookmark: _Toc141188137]6. Conclusion 
In conclusion, it can be said that this report was based on various skills and their importance in academic and professional life. skills referred to those qualities that help an individual in getting successful academic and professional years. To understand the importance of skills, various skills such as time management, teamwork, referencing, analytical and critical thinking skills were discussed elaborately. Each discussion emphasised the importance of these skills in professional and academic life. various examples of utilising these skills had been provided in the discussion as well. Time management and teamwork skills were discussed to show their importance in increasing the productivity and efficiency of an individual. On the contrary, analytical and critical thinking skills emphasised the importance of logical and rational thinking in making any decision or judgements. All these skills were briefly discussed to provide an overall overview of those methods which enhances the potential of an individual. 
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