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1. Introduction – Denisa Pop
According to University of Leeds (updated 2017) academic skills are general and transferable skills that butters the learning expansion of people, allowing them to gain more confidence, independence and reflectiveness. Therefore, academic skills are mandatory for students to succeed within their study period of time and develop a professional career.
Being effective associates with a positive result covering numerous factors that conducts to being successful in your life. Nonetheless, capable people in fact struggle due to lack of academic competence with achieving what they wished for in their life, academic wise or work wise. The main cause of the difficult experience is that most of the students or professionals are not aware of the tricks that can be learned to minimise the stress and anxiety and they do not know how they can improve their productivity (Topalov, Radic-Bojanic, 2013 ; Gettinger, Seibert, 2002).
A study created to improve the academical skills, followed by 179 students organised by Pipeline Programs on a six week summer period between 1998 and 2006, shows that participants increased their vocabulary scores with 12,76 percents, reading overarching scores with 15,47 percents and the reading rate with 44,30 percents (Markel et. al., 2008). Thus, the case study proved that being consistent and increasing your knowledge can lead to better quality of life, academically and professionally.
This report examines the importance of time management, team work, referencing, summarising and paraphrasing for students and professionals with the aim of achieving success.

2. Time management – Helga Barros
Time management is the practice of organizing and allocating one's time effectively and efficiently to maximize productivity, achieve goals, and make the most of available time resources according to (Cotrell, 2009). In addition to this, we can understand time management as involves prioritizing tasks, setting goals, planning, and scheduling activities, and using strategies to optimize the use of time. As mentioned in studies like (Cotrell 2009) and in (K. J. Swick, 1987). Effective time management helps individuals or organizations make better use of their time. reduce stress and improve productivity and overall performance. It involves making conscious choice about how to allocate time to different activities, identifying and eliminating time-wasting activities, and maintaining focus and concentration on  important tasks.

Time management plays a crucial role in future academic and professional work for several reasons. Increased productivity: Effective time management allows individuals to prioritize tasks, set goals, and allocate time to important activities. This leads to increased productivity and efficiency an example of that is completing academic assignments or professional tasks as analysed in (Cotrell2009), managing time effectively, individuals can accomplish more in less time and achieve better outcomes. Goals achievement: time management helps individuals set and achieve their goals a cited in (CotrelI2009). Although analysing the concept is possible to see that, allocating time specifically for important tasks and breaking them down into manageable steps, individuals can make progress towards their academic or professional objectives, this activities and objectives has been specified by (CotrelI2009). It should be noted, that enables them to stay focused, motivated, and on track to accomplish their goals within the desired timeframe . Presenting these studies by (Bye, Pushkar, & Conway, 2007). Therefore reduce stress, poor time management often leads to stress, anxiety and felling overwhelmed. By managing time with efficiencies, academics and professionals can create realistic schedule, avoid procrastination, and minimize last-minute rushes or cramming corresponding to (Cotrell2009). It is possible to create awareness that this reduces stress levels and promotes a healthier and more balanced approach to academic or professional workers Improving radical the quality of work. As recognised when time is efficiently manged individuals dedicate sufficient time and effort to each task. This allows better planning, research, critical thinking, and creativity, resulting in higher-quality work.
Time management provides the space to review and revise work, leading to improved accuracy, attention to details, and overall excellence. Professional reputation effective time management skills re highly valued in academic and professional setting in other hand as well reported in (CotrelI2009) been able meet deadlines, deliver high-quality work consistently and manage competing priorities reflets professionalism, reliability, and competence.it helps build a positive reputation and open doors to future academic or professional opportunities. Work-life balance: proper time management strikes a balance between academic or professional responsibilities and personal life. In most case Allocating time efficiently is possible to ensure time for hobbies, relaxation, self-care, and spending time with family or friends. This promotes overall well-being and prevents burnout in according to (Cotrell2009).
In summary of the research is possible to apply a critical thinking that time management is essential for future academic and professional work as it enhances productivity, goal achievement, reduce stress, improves the quality of work, builds professional reputation, and fosters a healthy work-life balance. Developing affective time management skills is valuable investment for long-term academic and professional success.

3. Teamwork – Marilena Loredana Mihai
  Katzenbach and Smith (2005) states in the article "The Discipline of Teams.'
"The essence of a team is shared commitment. Without it, groups perform as
individuals; with it, they become a powerful unit of collective performance. This kind
of commitment requires a purpose in which team members can believe" (p. 3).
Teamwork term refers to a group of people which approaching together to completes
their work, achieve the goals by utilizing their skills, knowledge, and expertise. The
work in the team requires a high level of communication, cooperation, and
coordination between the team members.
In order to accomplish college student's goals and successfully complete their
assignments like group reports and group presentations teamwork skills are
important. Working in team's students can connect between them making the study
feel easy and have fun at the same time. For example, this work it is one part of the
report which a group of five students need to do for Academic Class this term writing
about academic skills.
Teamwork offers the following key advantages:
Working in teams can help you develop "your critical and creative thinking abilities"
"become a more versatile communicator" and "increase your knowledge" in a
variety of ways.
When working in groups, you can benefit from the information and viewpoints of
each group member, which frequently helps you grasp the material you are studying
better. As it is more difficult to delay when working with others, groups are excellent
for keeping you motivated and on track to finish the errand nearby (Moore.2010.
pp154).
"Success in the most work environments after graduation requires individuals to work
well with others in collaborative team efforts. whether in business, government, not-
for-profit organizations, or a vast array of other professional pursuits, being able to
work within and to lead teams is of central importance to individual success and
organizational sustainability." (Griffith, Dunham, 2014,pp.4).
Teamwork for professional success help members of the team from different
background with altered perspectives and ideas to work at the same project. They
can brainstorm which will be highlight on the quality and quantity of work. (Yuan,
Chen.2008)
The way is made use of language at work has evolved as a result of the
democratisation of the workforce in the 20th century and the absence of a
hierarchical management structure. When widely used terms are employed in
several situations, their meanings might become muddled or unclear (Hog and
Cooper, 2006). In the majority of workplaces, the notion of teamwork is prevalent,
albeit occasionally ambiguous. A lot of common and academic work is available.
mostly on team leadership. The value of collaboration is frequently emphasised in
job adverts. The word "team" frequently conveys the impression that it is "a good thing." almost as if it were a given. There are" management teams", "virtual teams" production teams", and "sales teams". For instance, the bookseller Waterstone's implies that its employees will be a member of a successful team, while Prêtà Manger recruit's staff for its sandwich restaurants. Early Years practitioners' jobs descriptions frequently stress the value of working as a team. We may refer to a collection of individuals as a "team." but a team requires more than a title. With an increase of writing on the nature of organisations, the notion of "teamwork" inside work groups grew to popularity in the middle of the 20th century. As a result, it has only recently been employed in this situation, therefore caution should be taken while interpreting its meaning. Therefore, we start by considering how a diverse group of individuals might work together successfully (Stacey,2009).

4. Paraphrasing and summarising – Stanimir Simeonov

According to Siddique et al. (2020, page 1800), “the act of conveying a previously written or spoken remark in a different manner is referred to as "paraphrasing," with the term "paraphrasing" specifically related to the process itself”. In addition, the process of rephrasing something is also referred to as "paraphrasing." The objective of paraphrasing is to effectively express the value of the original material, while simultaneously displaying the individual's understanding of the subject matter by restating it in their own words. This is accomplished through the process of paraphrasing. After gaining an understanding of the material, one can complete this activity by rephrasing the material into their own language and utilising their own words. The use of the word "paraphrase" is one method that can be implemented to ensure that the author's perspective is conveyed to the reader in an accurate manner. It is a sensible decision to incorporate paraphrasing into one's approach because it serves the twin purpose of protecting against allegations of plagiarism and substantiating the assertions that are posed within one's scholarly output.  One example of an alternative way that can be shown to be effective is to rephrase direct quotations using one's own language in the context of a demonstration of how to paraphrase as an expression indication of an alternative method that can be regarded efficacious. 

According to Mishra and Desetty (2023), summarization is a cognitive process that involves the selection of key pieces of information and then making comparisons between those pieces of information and other pertinent pieces of information. Comparative features must be taken into consideration and incorporated into the act of summarising in order to achieve its full potential. During the technique of summarising, the act of comparison is appropriately taken into consideration. Utilising paraphrasing techniques can effectively mitigate excessive reliance on direct quotations, hence promoting conciseness in academic writing. The act of paraphrasing can facilitate cognitive processes such as critical thinking and comprehension by encouraging individuals to engage with and interpret the content they are paraphrasing. When paraphrasing the thoughts of another individual, it compels one to engage in a deeper level of understanding of the intended message of that person. The aforementioned comparative evaluation is conducted subsequent to a comprehensive examination, wherein all pertinent criteria are duly considered. When it comes to enhancing one's writing competence, the act of summarising is not only a fundamental notion but also a very effective strategy that may be utilised to achieve the necessary outcomes. The reason for the utilisation of summarising is in its ability to transform a large written composition into a more concise and easily digestible format. Individuals possess the capacity to direct their cognitive resources towards the salient elements of a written composition by virtue of the necessity to condense its content into a concise summary. Moreover, the students derive advantages from this task as it imparts knowledge regarding the methodologies employed to extract salient concepts from concise written materials seen by them. The students will derive an additional advantage from this. The involvement of young individuals in this endeavour will yield several additional advantages for them, which can be succinctly summarised as follows. Through the application of summarization, students demonstrate their capacity to comprehend significant concepts in a meaningful way by eliminating extraneous information that is not pertinent to the present topic. This phenomenon is made feasible due to the pupils' implementation of the strategy. The rationale behind this phenomenon lies in the process of summarization, which enables the elimination of extraneous material that is not pertinent to the specific topic under examination. This serves as the fundamental underlying factor contributing to the observed phenomena.

5. Referencing – Alex Ghencian
 In this paragraph it is about referencing and its import in academic life as it expresses the benefits and some mistakes that can attract repercussions if they are not done correctly or at all.
Referencing is very important for recognising the sources that are used in the preparation and composition of projects, blogs or other works that are needed especially in university life (Mitra, 2018). Therefore, the fact that you can get information from different sources is a huge help for the work that needs to be done within the university. There is a lot of information that can be used as well as studies or other inspirations that are there waiting for the student to create and express after them. The fact that you can use books, journals, and reliable web pages is clear proof that there are countless sources to get the job done, as long as all these sources are referenced correctly.
It is mandatory to reference all the sources that are used in the work of a student, in order to have credibility and make a job as good and honest as possible. Starting from words, ideas, videos, images, facts, studies, websites, statistics, diagrams or data, all must be referenced. A good referencing has many advantages both for the person doing the work and for the reader. It shows what the student has read and where he got the information, it also brings its credibility. In addition it gives the reader the power to locate the referenced source and can access it. Moreover, it can demonstrate the academic credibility that a student really needs in his work, a good reference ensures that he understood what he had to do and that he would avoid plagiarism(Mitra, 2018).Thus, it is very easy to make mistakes when you make a blog/report or other kind of work, that is why attention and knowledge in this field make the difference between your work or someone else's work with the preconception that this work is yours. According to Santin (2018) a good referencing is also attention to details, the correct page number, the correct name of the author, similarly a good referencing not only saves you from plagiarism but also increases your reputation towards the author or the one who edited the source which was used. For a poor referencing, a reader or an editor can draw conclusions of laziness, unclear thinking or inaccurate writing if you do not correctly cite the source where the information used comes from. Using "According to" shows that you have perfectly understood how the referencing works and also shows the credibility plus the honesty that is needed in this field. Therefore, there are other forms of expressions that can be used at the beginning of the citation, or if they are not at the beginning, they can be searched for at the end by writing the name and the date when that article was published or edited.
Mitra (2018) states that using other people's ideas without referencing leads directly to Plagiarism, it is like stealing someone else's honest work and saying it's yours, actually this is very easy to do if you are not careful about what you're doing or you do not have knowledge in this field. Plagiarism can be intentional, this happens when the student deliberately or unintentionally cheats when it is done by mistake. Both issues attract persecutions.
6. Conclusion – Denisa Pop 
Students and professionals would be able to increase productivity, reduce the stress and anxiety, be more efficient and achieve their goals by understanding the term time management. Paraphrasing, summarising and referencing are the key terms that will help individuals in any work or academic related document prove their credibility and avoid plagiarising the authors. Success can be achieved with perseverance and by following the main ideas presented in the topics above. Developing those skills is beneficial and goes hand in hand with success and taking work to another level. It can help you in your student life as well as in your professional life to be much more in control with everything you have to do, whether you are referring to a paper or a project with a deadline or working in a team. Moreover, a good organisation can help deal with new challenges and have a much safer approach towards success. In these days when stress is one of the big problems, these skills come as an aid of those who learn them and end up mastering them. On the other hand, Academic skills can be combined with other stages in humans life and can be applied in relation with other skills. Once you achieve a degree, another stage follows where these important skills make themselves known, time being one of the only things that humans need and it cannot be returned. 
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