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[bookmark: _ftw5a1otppdo]Introduction 
Possessing a good understanding of academic and professional skills is very important for students as it allows them to progress successfully not only on an academic, but also on a personal and professional level (McMillan and Weyers, 2012). Each student should take personal and professional development seriously and make the necessary steps towards it. That means performing self-reflection on a regular basis in order to discover knowledge gaps and areas for improvement; setting short, medium and long term goals that are in line with the desired life outcomes; and setting an appropriate personal development plan which features details about the accomplishment of the chosen goals. 
Some of the most important skills a student can gain include time management, teamwork, communication, motivation, reflection, critical thinking, problem solving, and decision making. All these are transferable skills, meaning that they can serve the person throughout all their life, including personal and professional. According to Keck (2014), other skills that a student should have in their possession are academic writing, copying and paraphrasing. Presentation skills are also quite important (Bradbury, 2006). As are important research skills and the use of the appropriate research methods (Saunders, Lewis, and Thornhill, 2016). These skills are more specific to the higher education process, even though they too can be useful later on in life. 
This report will discuss in greater detail 4 of the transferable skills mentioned above. These are time management, teamwork, motivation, and reflection. Each of the four skills will be explored by a different student who will share their thoughts and knowledge on the topic. In the process, each student will examine the relative importance of the particular skill for the future academic or professional work and will present real-life examples in which the given skill has proven helpful. The report will end with a conclusion and a relative comparison on the importance of each of the four skills. 

[bookmark: _w4oh97ii76e2]Time management 
Time management is perhaps one of the most important skills a student can have in his or her skill set (Al Khatib, 2014). After all, without enough time, we would not be able to achieve much in our personal and academic lives. By adopting appropriate time management practices, students are not only able to be on time for lectures, submit their coursework before the deadlines, and manage to allocate enough hours for self-study, but they are also able to achieve a more positive academic - personal life balance. The last aspect is especially important, as otherwise students might encounter high levels of stress and eventually get into burnout. By becoming an excellent manager of our own time we as students can benefit from the accomplishment of more tasks in a single day and much more organised agendas. This is why we should strive to gain time management skills from as early in life as possible. 
For example, a good way to start is by the adoption of several practices which would make the acquisition of time management skills way easier. Some of the best examples here are keeping a detailed weekly diary containing all the tasks and duties that should be done during the week, as well as having a timetable on a visible pace around the house so we can always have an idea of the daily agenda. Setting reminders for the more urgent or serious tasks is also a great idea in that regard. Another important aspect towards this is to stick closely to the time schedule and to make sure all tasks are completed within the allocated time slots. Of course, in order for that to happen, we should use common sense and try to avoid setting unrealistic timelines for our tasks. Furthermore, when it comes to proper time management, Cottrell (2019) argues that we should keep track of our time as much as we can. In order to achieve this we need to have a good idea of where we should be at a given time of the day, know precisely our deadlines, and stick to our daily schedules strictly. 
For me personally, time management has always been among my priorities when it comes to skill set enhancement. I have realised the importance of keeping good time management since I was younger and ever since I have been acquiring the necessary knowledge and practice in that direction. For example, I have noticed that since I became a better manager of my own time I started to achieve more daily tasks in less time and have rarely been late for meetings or classes. Keeping good time management has also benefited my personal - academic life balance which led to reduced stress and more positive social relationships. I also feel more confident in my own abilities and approach academic deadlines in a much more relaxed manner. For that reason, I believe time management should be considered as the most important skill among the four skills explored in this report. 

[bookmark: _9vnr18iu1cf7]Teamwork
In their paper, Wiley and Bailey (2006) postulate that students who have the ability to collaborate with others and work effectively as part of a team are capable of performing much better during their studies, compared to their peers who do not have adequate teamwork skills. In fact, teamwork is a valuable transferable skill which extends beyond academic life and can be very useful in personal and professional life. This is particularly true when we need to work as part of a team on our jobs after graduation or to participate in company group projects. As to the academic setting, teamwork is very important when we need to produce a group presentation or a group report, such as this one. Regardless of the life stage or the situation we are in, possessing proper teamwork skills will always be useful and can save us a lot of stress and effort. 
Obviously teamwork itself is a complex matter which comprises other competencies. For instance, to be good team players, people should have good communication abilities, be good listeners, and have the capability of observing the situation through the eyes of their teammates. It is in our nature as social human beings to live better and achieve greater results when we are a part of a group. This is further supported by Kozlowski and Ilgen (2006), who state that students and people in general who exhibit outstanding teamwork skills are able to achieve greater results in university and life as a whole. Throughout the years the teamwork competence has gained such an importance and has proven useful in so many situations that today it is one of the most demanded skills by employers (Khawama, DiDonab, and Hernándezc, 2017). There is rarely a job advertisement which goes by without mentioning teamwork as a must-have by the job candidates. And there is a good reason behind that. When colleagues get along with each other, establish good communication practices, listen, respect and help each other, and are willing to work together towards achieving the common company goals, then they manage to establish a positive working environment which leads to better productivity and overall company success.  
I have found the teamwork skills very helpful throughout my personal and academic life so far. I have been fascinated by the ability to work well with others since I was in high school when I decided that I will master this skill as much as I can. For that purpose I engaged in reading relevant literature on teamwork and collaboration, enrolled on several online courses on teamwork, and watched online videos on the subject. Additionally, I made use of every situation where I had the chance to join a team and to practice my knowledge on the topic. I was very happy to find out that one of the assessments of the current module was related to group work, namely this report. I was sure that I will perform well on the task and will be able to contribute to the rest of my peers in terms of tips and advice on teamwork. Once we knew the team members of our team, we gathered together to discuss all the aspects of the task. Then we agreed on the different parts of the report and promised we will keep up with the deadlines and time slots. Another important aspect was to make sure everyone of us will be on time for meetings. 

[bookmark: _m2796i7nld92]Motivation
According to Psychology Today (2022), the term “motivation” refers to one's desire to take the necessary actions towards the service of a specific goal. In other words, motivation is the integral element when it comes to setting and attaining a certain objective or objectives. The Psychology today team (2022) continues by adding that motivation is among the major driving forces of our behaviour as human beings. Motivation ignites competition and strengthens social relationships. Reeve (2015), continues by stating that motivation provides humans with particular skills and tools (direction, drive, etc.) that are necessary for the performance of a specific task or the achievement of a given goal. In fact, it is so important for humans that its lack can result in the development of mental illnesses like chronic stress and depression. The topic of motivation has long been discussed and explored by many scholars, philosophers, and psychologists. It has gained such a huge interest over the years that there are now many theories on motivation, including motivation theories in the workplace. Perhaps, some of the most popular theories in that direction are Herzberg’s Two-factor theory, Maslow’s Hierarchy of needs, McGregor’s X and Y Theory, McClelland's Human Motivation Theory, and Vroom’s Expectancy Theory (Saif et al., 2012).  
When we talk about motivating factors, there are two main types of motivation - extrinsic and intrinsic (Psychology Today, 2022). Extrinsic motivation is observed when a person is inspired to engage in a particular act by outside forces, such as the behaviour of other people or materialistic rewards. Intrinsic motivation, on the other hand, is observed when the person's inspiration is born from within him or her. This is mainly due to that person’s desire to improve themselves or to master a specific activity. From the two types of motivation, intrinsic motivation is the one that tends to push humans stronger, which leads to the accomplishment of more fulfilling results (Psychology Today, 2022). For example, if a student wants to get higher marks at university and be among the top achievers on their course, they would be able to do that better if they are motivated by intrinsic factors. In order for that to happen, the student must want to be among the top performers in class purely for their own satisfaction and confidence, and not because of the possibility of gaining some form of a reward or recognition by the others. 
I believe in the power of motivation and think that people can accomplish anything in their lives as long as they have the right type and dose of motivation. If I have to provide a personal example in that regard, perhaps I should share my experience during the application process for the current course. Back then, I decided that this course would fit perfectly my future life plans which is why I enrolled on it. I knew that if I wanted to succeed during the application I needed to equip myself with adequate motivation so that I can keep going and overcome any obstacles along the way with ease. What motivated me the most was the thought that I want to join the course so that I can grow more as a human being and be able to better help others in need. 

[bookmark: _621fv8we3fe0]Reflection
In her book “Skills for success” Cottrell (2010) asserts that reflection is a precious skill which makes it easier for us humans to reflect upon our current situation and our future life, as well as to discover weak traits in our personality or skill toolbox, which need to be improved. Reflection is a continuous endeavour which should be practised on a regular basis. Once we make sense of a given happening or life experience, or we uncover gaps in our knowledge that we should work on as part of our future growth, we should then create an appropriate plan that will bridge the gap between our present and our desired future. For example, if a student wants to improve their grades at university, they should reflect on their personal circumstances, their academic experience, and all other aspects that might be directly related to their poor marks. Once the student explores the issue from all possible angles, they should be able to understand what has led to their unsatisfactory performance and what should be done in order for them to improve their academic performance. 
One of the best models for reflection that students and everyone else can make use of is the Gibbs’ reflective cycle. According to Gibbs (1988), the cycle comprises 6 major elements, namely: 1) Description (of the event or experience); 2) Feelings (of the given event); 3) Evaluation (of the positive and negative aspects of the event); 4) Analysis (of the sense that can be made from the event); 5) Conclusion (of what else could have been done); and 6) Action plan (next steps and insurance if the event occurs again). The model is indeed very helpful and can be used in all sorts of situations, life events, and experiences. It makes it easier for us to gain a thorough understanding of the event and our feelings, and to set proper future actions so that we can improve or decrease the chances of the same event happening again in the future. Once we have performed a reflection on a given matter, we should then produce a detailed personal development plan that features all the aspects that need to be worked on.  
One of the more recent examples when I used the Gibbs’ reflective model as part of my academic life was to do with the current group report. When I found out that I will have to take part in a group assignment I felt a bit nervous and stressed. The main reason being here was the fact that I do not have much of an experience working in a team and was not sure whether I will manage to perform well and not let my student mates down. However, instead of giving room for negative thoughts and feelings, I decided to reflect on the event so that I can make full sense of the situation. Following the reflection I have realised that there is nothing to worry about as I will be able to ask my teammates for support and advice when unsure. Further, I decided that I will enhance my teamwork knowledge prior to the group task so that I can be better prepared. 

[bookmark: _8tngneokl8ij]Conclusion
Having an adequate set of hard and soft skills is of paramount importance for every student who wishes to perform great at university, graduate with Honours, and follow their desired professional path. Among the most important skills in that regard are academic writing, research, presentation, communication, critical thinking, decision making, problem solving, and self management, among others. Each person should start acquiring these skills as early as possible and make sure they engage in regular practice so as to avoid forgetting the gained knowledge. 
Other important competencies which have been explored in greater detail in this report are time management, teamwork, motivation, and reflection skills. As it can be seen from the report, each of these skills carries its importance and comes in very helpful under different circumstances. It is difficult to say which of the four skills is most important, however if we have to put them in the context of producing the current group report, perhaps the most important skill would be teamwork. Time management probably would come in second, followed by motivation and reflection. Nevertheless, we should not aim to rate the above mentioned skills but rather consider which ones would be most suitable provided our personal circumstances and set adequate steps towards their acquisition. 
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