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1. [bookmark: _Toc165097776]Introduction 
This report will discuss the significance of three subjects for future academic work: teamwork, summarizing and paraphrasing, and time management. Competencies for working in a team, summarizing, and paraphrasing, and managing one's time wisely will serve one well in any academic endeavours to come. When people work together as a team, they are better able to share ideas and solve problems. To help with understanding and communicating, summarizing reduces lengthy pieces of text to their essential elements. While avoiding plagiarism, paraphrasing shows that one understands. Timely completion of tasks and fair distribution of priority are the results of efficient time management. 

2. [bookmark: _Toc165097777]Teamwork 
[bookmark: _Toc165097778]2.1 What is teamwork 
In the business world, "teamwork" is nothing more than bringing together individuals with diverse skill sets and experiences to accomplish a common goal (Indeed, 2023). However, personality, objectives, and skill sets are only a few of the numerous variables that determine how effectively they can collaborate. An individual's attitude matters a lot since teams perform better when members can get along well and respect one another's opinions (Indeed, 2023). It's being able to collaborate with people and guide them to reach their maximum potential so that we can all succeed. Another highly sought-after quality in a candidate is the ability to work well with others in a team (Okrepilov, 2022). 

[bookmark: _Toc165097779]2.2 Benefits of teamwork 
1. Increases productivity
Collaboration has a favorable effect on performance in many ways, including more efficient work processes, higher quality customer service, and fewer mistakes (Perry, 2024). 
2. Provides a support network
In order to keep their coworker's difficulty from derailing the team's progress toward its objective, good team members are quick to step in and lend a hand when needed (Perry, 2024).  
3. Encourages innovation 
Members of a team who are able to keep an open mind are better able to adapt to changing circumstances and appreciate the unique ideas and experiences of others (Perry, 2024).
4. Improves Job satisfaction 
Everyone feels better about their workplace and coworkers when they get to join in on company celebrations. Employees are more invested in the company's success and report higher levels of job satisfaction when they work in a team (Indeed, 2024).
5. Attracts talent 
More talent can be attracted to, and the public's perception of a company can increase when its leadership and teams are effective (Zoom, 2024). 
6. Establishes strong relationships
A pleasant work environment, characterized by increased camaraderie, is the result of effective interaction and shared successes (LinkedIn, 2024).
7. Improves quality of outcomes 
By bringing their unique experiences and viewpoints to the table, team members are able to tackle problems from multiple angles and come up with better, more efficient solutions. In team meetings, everyone's input is more appreciated when asked for. 
8. It allows flexibility 
Being able to adjust to the ever-changing and unpredictable conditions is what we mean when we talk about team flexibility.



[bookmark: _Toc165097780]2.3 Tuckman's Team Development Model 
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Figure: Tuckman's Team Development Model            Source:  (Bonebright, 2010)

Forming: Assembling the team's framework is the first step in the formation stage. The pressure to fit in makes team members feel vague, and they will stop at nothing to avoid confrontation (Bonebright, 2010). 
Storming: Interpersonal disputes arise during the process of coordinating activities and processes, marking the beginning of this stage. Things like leadership, authority, and systemic problems take centre stage at the moment (Bonebright, 2010).
Norming: During this phase, the team is developing novel approaches to working and being together. When a group gels, the model of "one" colleague taking responsibility gives way to more distributed authority. Members of the team realize that trust is crucial for the success of shared leadership (Bonebright, 2010).
Performing: At this point in a group's evolution, genuine interdependence has become the standard. As people adjust to accommodate the requirements of their teammates, the team is able to move with the times (Bonebright, 2010).
Adjourning: During this phase, team members are generally prepared to depart (due to the conclusion of the course), which results in substantial alterations to the team's composition, membership, or objectives, as well as throughout the final week of instruction (Bonebright, 2010). They go through periods of transformation. 

[bookmark: _Toc165097781]2.4 Potential problems teams may encounter and how they can be overcome 
The problems that teams encounter:
1. Lack of Commitment
Team members are fully committed to the objectives of strategy, paralysis by fear can prevent them from taking any action (Advisory Works, 2019).
2. Loss of productivity 
In a hostile environment, important employees are more likely to become sick and miss work, which reduces production. On top of that, letting injured workers keep going reduces their output (Assiri, 2016). 
3. Poor communication
Teams may fail to meet expectations due to a lack of effective communication. The likelihood that individuals will comprehend their responsibilities decreases in the absence of clear and concise instructions (Rajagopal, 2024). 
4. Interpersonal conflict 
An interpersonal conflict exists whenever there is friction between coworkers. Conflicts between people can arise for a variety of reasons, including misunderstandings about responsibilities, ineffective communication, and lack of resources, and inefficient procedures.
5. Poor leadership  
Poor leadership can stem from a variety of sources, one of which is a lack of communication (Rajagopal, 2024). 

How they can be overcome: 
Whether they realize it or not, every team member takes on a certain function. Leadership is enjoyable for some. Some people would rather take a back seat. One crucial method for developing a good collaborative atmosphere is defining roles and having a clear purpose. 

[bookmark: _Toc165097782]2.5 Belbin’s Team Roles
The idea suggests that teams typically consist of nine different roles, each with its own set of pros and cons. The Coordinator is great at getting people on the same page and dividing up tasks; the Shaper challenges the status quo and advocates for change; and the Implementer makes sure everything goes according to plan (Fisher et al., 2001). Work together to make sure everyone is on the same page and look outside for chances and ideas via Resource Investigation (Fisher et al., 2001). On the other end of the scale, we have the Plant, who brings new ideas to the table, the Monitor Evaluator, who maintains objectivity, and the Specialist, who has in-depth expertise in a certain field (Fisher et al., 2001). Understanding these roles is crucial for building diverse teams where each member can make a stronger contribution and generate fresh ideas (Fisher et al., 2001). 
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3. [bookmark: _Toc165097783]Paraphrasing and Summarizing
3.1 [bookmark: _Toc165097784]    Introduction 
In Professional as well as academic settings, the ability to paraphrase and summarise effectively helps people communicate ideas without committing plagiarism. The significance of these abilities and its ramifications for upcoming academic and professional pursuits are examined in this paper. 


3.2 [bookmark: _Toc165097785]    Definitions and Distinctions 
Summarising is reducing a text ‘s essential points to a concise statement, whereas paraphrasing is restating material in one ‘s own words. Both strategies have different goals yet both demand understanding and interpretation. Summarising gives a broad perspective of a body of work, whereas paraphrasing helps to make complicated ideas easier to understand. 

3.3 [bookmark: _Toc165097786]    Importance in Academic Work 
Summarising and paraphrasing are essential in academics for building novel arguments, demonstrating understanding, and synthesizing research. Effective summarising and paraphrasing, in accordance with Smith (2019), encourage deeper interaction with academic materials by allowing students to internalise important ideas and express them in their own words. These abilities are especially important for literature reviews, as researchers have to combine information from a wide range of sources to support their theories.  Summarising entails distilling the essential points of a source into a brief overview. Summaries give readers a fast comprehension of the main concepts without having to read the complete article. According to Johnson (2018), summarising is a useful ability for synthesising complex information and highlighting the most important ideas. For example, a professional report on market trends may include a summary of major results from numerous sources to present a thorough picture.

3.4 [bookmark: _Toc165097787]    Importance of Paraphrasing 
The value of paraphrasing is in its ability to convey information in a fresh way while maintaining the main idea, which helps authors avoid plagiarism. It also enables authors to make difficult concepts understandable and modify content for a certain readership (Jones, 2020). Writers can exhibit their critical engagement with materials and capacity to contribute to academic and professional debate by skilfully paraphrasing.

3.5 [bookmark: _Toc165097788]    Importance of Summarizing 
Summarising permits writers to break down enormous amounts of material into small parts, making it easier for readers to understand key themes. It also allows writers to easily evaluate and contrast different sources, revealing common themes and opposing opinions (Brown, 2021). Effective summary is thus essential for synthesising information and presenting it in a logical and organised manner.

3.6 [bookmark: _Toc165097789]    Example of Paraphrasing 
 The original sentence reads: "According to recent studies, the prevalence of obesity has increased significantly in Western countries over the past two decades."
The paraphrased version is as follows: "Recent research indicates a notable rise in obesity rates across Western nations during the last twenty years."

3.7 [bookmark: _Toc165097790]    Example of Summarizing 
Original Text: "The study examined the impact of technology on workplace productivity, finding that while some employees reported increased efficiency, others experienced higher levels of distraction."
The summary is as follows: "Research on technology's influence on workplace productivity revealed mixed outcomes, with some workers reporting improved efficiency and others facing increased distraction."



3.8 [bookmark: _Toc165097791]    Importance in Professional Work
Summarising and paraphrasing are essential for communication and decision-making in professional contexts. According to Jones (2020), professionals frequently come with lengthy reports and complex documents that need to be condensed for a wider audience. Through the process of summarising difficult material into more easily understood language, professionals can improve understanding and guarantee that colleagues and stakeholders. Executives who summarise also find it easier to quickly understand the main points of lengthy reports and make well-informed judgements.
Summarising is widely used in professional writing to help decision-makers understand difficult information. Business reports, for example, frequently include executive summaries that give busy stakeholders a quick summary of key findings and suggestions (Clark, 2019). Paraphrasing is still significant in professional settings, especially in industries like journalism and marketing, where originality and clarity are highly appreciated.

3.9 [bookmark: _Toc165097792]    Improving Critical Thinking Skills 
By requiring comprehension, analysis, and synthesis of information, both summarising and paraphrasing foster critical thinking. People who participate in these activities get better at analysing sources critically, identifying key concepts, and locating supporting data. According to Johnson (2018), summarising and paraphrasing promote active reading comprehension of texts, deepening comprehension of difficult subjects, and developing critical thinking abilities that are essential for success in the classroom and in the workplace.

3.10 [bookmark: _Toc165097793]Preventing Plagiarism 
Attributing ideas to their original sources helps prevent plagiarism, which is one of the main purposes of paraphrasing and summarising. Inadequate paraphrasing or summarising can lead to inadvertent plagiarism, compromising one's academic credibility and professional ethics. People show respect for intellectual property and uphold ethical norms in academic research and professional activity by accurately paraphrasing and properly citing sources.

3.11 [bookmark: _Toc165097794]Difficulties and Solutions 
Although summarising and paraphrasing are important abilities, they can present learners with difficulties, such as the inability to preserve original meaning and prevent inadvertent distortion. Teachers and other professionals can use techniques like practice exercises, taking notes, and active reading to get beyond these obstacles. Over time, instructors can assist students in becoming proficient in summarising and paraphrasing by offering direction and comments.
  
3.12 [bookmark: _Toc165097795]Conclusion 
Furthermore, paraphrasing and summarising are essential skills with far-reaching consequences for academic and professional success. Individuals who practise these skills can improve their comprehension, communication, and critical thinking abilities, putting them in a better position to face future opportunities and difficulties. As the velocity of information sharing rises, the ability to effectively paraphrase and summarise will become increasingly important in navigating the intricacies of modern life.

4. [bookmark: _Toc165097796]Teamwork 
4.1 [bookmark: _Toc165008889][bookmark: _Toc165097797]Introduction
Time management skill is important to enhance the ability of the individuals to plan how to spend their time efficiently by setting specific performance management goals. The focus and concentration of the students can be enhanced by developing this skill which will have a positive impact on future careers as well. The skills selected for this study is time management. The importance of the selected skills for academic and professional work will be discussed here by using some examples.

4.2 [bookmark: _Toc165008890][bookmark: _Toc165097798] Discussion on the importance for future academic and professional work  
From the point of view of Ahmad Uzir et al. (2020), it can be said that with the help of time management skills it is easier for the students to become more productive and efficient.  they can easily be able to submit their work on time and meet all the deadlines provided by the professors.
By effectively managing the time it can be easier for the learners to concentrate on the complex tasks. The skill will also be effective to learn and write the information.
Student wellbeing can be maintained if they know how to manage their time while doing the academic Coursework.  Effective time management skills will reduce stress among the students. They will no more prefer last-minute scrambling once they have developed their time management skill. As a result of this a healthy balance between personal work and Academic performance can be managed which will lead to achieving good scores in academics.
As commented by Trentepohl et al. (2022), effective time management skills not only allow the individuals to meet the deadline but also help them to learn how to invest their time strategically to get the optimal result. The students can be able to ensure future academic success if they have time management skills. It will be easier for them to make a proper plan on how to study during the semester.  For example, the learners can make a schedule at the beginning of each semester by highlighting the name of the project, Start date and deadline. This time table should be followed by them in their entire semester to overcome the difficulties and workload of project work as well as study the complicated subjects. The semester schedule can be broken down into a daily to do list which will be helpful to perform all that task with efficiency. The learning and focus of both of the students can be improved through this skill. As stated by Theobald (2021), if the students will plan their schedule and dedicate a particular focus time to every subject then it will be an effective way of learning in an in-depth to manner by enhancing the level of knowledge. The organisation and prioritisation skill of the learners can be improved by effectively applying time management skills. This will allow the learners to give priority to the study for any upcoming exam rather than doing any other activity. Time management skills will help to set priority for every task and work accordingly to meet the deadline. It is required for the students to actively engage themselves in the landing process where they not only read the book but summarize the key points and create a Mind Map for future knowledge as well. Time management skills can also be used to Improve the level of collaboration while doing any project work (Mandasari, 2020). For instance, at the time of working on a large project in the institute, if the student will have good time management skills, then they will utilize the same while collecting data and exchanging information with the other team members which will also impact on the level of collaboration among them. As a result of this the students will in future become able to apply this collaboration and time management skills at their workplace. As a result of effective time management, the level of anxiety and stress among the students can be reduced before the exam time (Dekker et al., 2020). They will not depend on the last-minute study and getting stressed anymore if they will have excellent time management skills. Not only in academics but also the future professional life of the students will become better by adopting this concerned skill.
In context to professionals abscess it can be said that good time management skill can be useful to understand the workflow and priorities of the assigned work. For instance, the individuals need to be familiar with their responsibilities as well as align personal goals with the organisational objectives to perform effectively (Alhadabi and Karpinski, 2020). Adopting this skill will make the individual an efficient planner, organiser as well as know how to set priority and meet deadlines which can be effective in future employment success. Mastering in time management also leads to self-management and increasing self confidence among the individuals. In result, the individuals will learn how to deal with challenging situations in both academic and future professions as well as overcome the same. In order to improve the time management skill, it is highly required for every individual to avoid any type of distractions. For study they need to find a quiet place and applying Pomodoro Technique can help them to Enhance their level of concentration towards study.


4.3 [bookmark: _Toc165008891][bookmark: _Toc165097799] Conclusion 
It is noted from the above study that effective time management can be essential for the students to perform their academic work and projects with efficiency as well as meet all the deadlines given by their tutors. Self-confidence and Organisation skill will also be developed through this concerned skill improvement.



5. [bookmark: _Toc165097800]Conclusion 
People demonstrate collaboration when they set aside their disagreements and work together to accomplish a shared objective. A person's personality, abilities, and goals are their most valuable attributes. Having a pleasant work atmosphere that is easy to maintain and recruit new employees is one of the many benefits of a productive team. There are many areas where teams can encounter challenges, including management, production, communication, conflict, and dedication. A team with clear responsibilities and goals can overcome these challenges. Adopting Belbin's concept of team roles which identifies nine fundamental positions may help organizations improve team performance, problem-solving ability, and job distribution. 
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