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INTRODUCTION
All those approaches and skills that enable learners to accomplish academic goals are known as academic skills (Wikman, Allodi and Ferrer-Wreder, 2022). This study will summarise the concept and importance of reading and writing skills mentioned in the book McGraw-Hill Education. This study will discuss areas where these skills can be helpful for learners. Further, it will discuss how reading and writing skills can help students increase creativity, problem-solving and other associated skills.
ASSESSMENT
Summary of the discussion of reading and writing skills
In the given source or book, three chapters that were related to reading, writing, and reasoning guides for students were mentioned. In the second chapter, writing as a student, a thorough and detailed guide by which students can improve their written communication skills, was mentioned (Fairbairn and Winch, 2011). I want to share some important facts and key discussed in this chapter. The first section was related to the purpose of written tasks and essays. In this chapter, students were guided on the reasons for improving written communication skills. Regarding this, it can be said that written communication governs their scripts and spellings and allows them to reproduce sounds. Written skills help learners gather knowledge of their subject. Written skills help them understand the role of punctuation. It improves their reading skill (Agustina and Setiawan, 2020). It was mentioned in this book that those learners and students who have reasonable knowledge of their subject are more likely to be effective as readers. Written skills are the reason learners and people can read newspapers online and offline.
There are many job roles where people have to work with written skills like content creation, writing blogs, promoting companies' services and products by writing attractive content on social media, and communicating with clients. For learners to obtain employment, written skills are vital for them to possess and gain. The second element that this paper discussed in detail was the writing process. Learners need to follow some steps to improve their written skills. Some key stages or processes that can help improve written communication skills include prewriting, research, drafting, revising and proofreading. Prewriting is all about understanding the topic and key assignment. Research is the second stage of the writing process, in which learners need to collect information relevant to their topic and assignment (Bracewell, 2020). Reliable information collection is vital as it can only help them improve their written skills. Drafting is the third stage, in which students have to write sentences even if the sentences are not perfect. The reason for drafting collected information in one's own words and sentences is to understand the meaning. When learners write sentences in their own language, it develops their understanding of the topic and subject.
In addition, it can be said that reading and writing skills enable people to communicate with others in a variety of ways, including sharing opinions and staying in touch with relatives. It also enables learners to build knowledge of different topics. In the book, learners were told reasons for and the importance of these skills, stating that these skills foster and encourage lifelong learning. It helps discover new interests, build confidence and learn practical skills. The more a learner or a student reads, the better he/she improves writing. Based on this, it can be said that reading and writing skills go along with each other. Both are associated with each other’s. When students read some paragraphs, they try to understand the meaning, and it helps them become creative learners. Creativity skills can be improved by reading skills.
Another part of this chapter was related to the steps of getting the writing right. In this part, the use of punctuation, spelling and grammar was discussed. Learners should know where to put punctuation like commas, quotations, questions, brackets, and others so that they can clarify the meaning and avoid ambiguity in their writing. Spelling errors can affect the writing of learners and can create problems in the future (SAIDANI and BOUKHEMACHA, 2020). Knowledge of punctuation, spelling, and grammar is vital to get detailed and relevant meaning from published books and articles.
This study has also mentioned the importance of citation, referencing and thinking about style. Citation and referencing play a vital role as they ensure that readers have not copied and pasted the work of other members (Smith et al., 2021). It prevents students from misconduct. Knowledge of referencing and citation can be helpful for learners in the future as it can help them become ethical employees.
Importance of reading and writing communication skills
After analyzing all the key details mentioned in the book, in which students were guided about written and reading skills, I must say that this is an important skill. This skill is important because it allows people to focus on details and think critically. This skill will help me in my professional field and career development. I believe that by improving my reading skills, I can draft e-mails, collect reliable information from Google, and polish articles. I can understand the meaning of written and published articles and can make informed decisions accordingly. These reading and writing skills will help me perform my job roles where I can create content for the company and help them by attracting customers. It will improve my decision-making, creativity, and problem-solving. Overall, I can say that reading and written communication skills are associated with other soft and hard skills, which are vital for personal and professional development.
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1. Reading increases creativity and imagination.
2. Reading together builds strong family bonds.

3. Reading expands a child's vocabulary.

4.Reading opens minds to new and diverse people, places, and situations.
5. Reading is fun and helps children relax after a stressful day.

6. Reading promotes and enhances critical thinking skills

7. Reading teaches children about the complex world we live in.

8. Reading promotes positive communication in families.

9. Reading helps build character.
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(Source: LinkedIn, 2024)

The above image shows a number of advantages of reading skills. Based on this image, it can clearly be said that reading improves imagination and creativity, which is vital for learners when working as professionals. It opens their mind to new places, situations and people. Based on this, it can be said that by reading articles and books efficiently, learners can develop their knowledge about different cultures and the world.
Improves imagination and creativity: People state that reading is just like a spider web as it enables people to link things they already know with those that they just learned. It improves their creativity and increases their willingness to know more and gain knowledge (Pentury, Anggraeni and Pratama, 2020). By writing and reading, employees can communicate or interact with their clients and colleagues efficiently. Imagination allows learners to be empathetic towards people.
Maintain professionalism: In this era, several companies have become casual regarding communication skills and maintaining professionalism across e-mail writing and other written reports. Written responses with confusing and incorrect grammar can cause superiors and clients to question professionalism. It affects the quality of their work. So, for professional development, improving the image and maintaining professionalism, reading and writing skills are vital.
Based on the above-discussed usages and importance, I can say that I can become a creative thinker by improvising these skills. It would be helpful in the future as I can write e-mails, develop written reports and help my company improve its performance and productivity. It will boost my confidence and will encourage me for accomplishing long-term goals. It is the reason as all learners should focus on improving these skills and the book published by Fairbairn can be helpful in improving this skill.
CONCLUSION
This report has summarised the importance of having written and reading skills as they enable learners to become effective communicators. By improving communication skills, learners can share their opinions with others and get their problems solved, and this is discussed in this report. Further, it has shown a process or stages of improving written and reading skills.
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