


Document Content

Introduction 
Top Academic Skills:
1. TIME MANAGEMENT SKILL
The benefits of good time management 
Time management strategies 
2. TEAM WORKING SKILL
What are teamwork skills
Types of teamwork skills
3. [bookmark: _Hlk98178677]PRESENTATION SKILL
What are presentation skills
How to give a good presentation 
4. CRITICAL THINKING 
What is critical thinking and why is it important 
Benefits of good critical thinking 
Types of critical thinking
5. FINDING INFORMATION/ RESEARCH SKILL
What is finding information/ research skills and why is it important
How to improve your researching skills
Conclusion
References
Bibliography 
Appendix



INTRODUCTION 

The purpose of this chapter is to provide a general introduction to explain the importance of academic and employability skills. The chapter starts with a clear introduction to higher education students and explaining their meaning and making some examples on how they are used.
Academic skills are a set of routine of study that help students to understand and learn what is explained in school. The academic skills developed while in school are also useful when you are entering the workplace. Study skills include analysis, communication, team working, planning and organisation, attention to detail, critical thinking, design thinking, public speaking, and technical skills. Understanding how all these skills can support you to achieve your goals.
We discuss what academic skills are, why they are important and how to success professional.

Top 5 employability skills







Time management

Time management is the process of planning how to create your time between different activities. If you work smart, not hard you will get more done activities in less time, even when time is tight and pressures. The highest students manage their time by using Mind tool’s time management resources. Building a mindmaps are graphic summaries of information that aid you as a notetaker to: 
· Organise 
· Group your point of information 
· Link your points of information  












Other methods of note taking are tabular note taking. You can use tables for a good technique to summarise information that you want to compare. Summarising the point in a table help you to understand the topic for an essay or exam.



The Benefits of Good Time Management 

When you know how to manage your time effectively, you can unlock many benefits:
· Greater productivity 
· Less stress
· Better work- life freedom 
· More opportunities to achieve your life and career 
When you feel more confident to choose how to manage your time, you start to feel happier, more relaxed, and better able to think how to plan your day efficiently. Time management techniques increase your focus and productivity. Taking control of your time increases your productivity, it helps you get more of your important work done simply and easy. 
Why is time management important? It is very important because allows you to keep control of all your work and social activities. It allows you to priorities and complete activities to deadline. We will consider implication of poor time management. Not having a realistic plan or not plan at all for time management, avoidance of starting some tasks, aiming to get perfect which causes task to stack up, loss control, poor quality of work, poor reputation, and poor workflow.
The inability to plan ahead and stick to goals means poor efficiency. For example, if there are several important tasks to complete, an effective plan would be to complete related tasks together or sequentially. However, if you don’t plan ahead, you could end up having to jump back and forth, or backtrack, in doing your work. That translates to reduced efficiency and lower productivity
Time management strategies 
Time management is important because most people want to improve. You must know how to spend your time correct. Having a good sense of the time required for routine task help you to understand how much time is available for other activities. When you use a planning tool you improve your productivity and you do not waste your time. Always you must review your plan, keeping your plan synchronised and keep a list of your priorities in your planning tool.

This strategy is Pomodoro Technique. This technique improves your work performance, effective time management and help you to work smarter not harder. Taking regular break will help you to focus on the task. 

Team working skill

Teamwork is one of the most powerful motivators. Working as part of a team promotes personal development, increases job satisfaction, and reduces stress.
What is Teamwork skill?
Teamwork helps you to cooperate with other students or co-workers in different situation, meetings, and projects. It's an amazing when you know that your students or co-workers have your back, because they are more likely to take risks that lead to innovation if they have the backing of a team.
Types of teamwork skills
Teamwork skills are soft skills that you can develop and improve. Here are some different types of teamwork skills: 
· Communication- clear and structured communication is an essential teamwork skill
· Influencing skills- team leader need the capability to inspire their teams to achieve goals
· Listening skills- listening to each other allows team members to understand the project 
· Planning and organisational skills- a team members must organise their tasks and set deadlines to achieve a specific goal.
· Collaboration- students need to share ideas and support each other to increase cooperation. 

    
  Presentation skill

What are presentation skills?
Presentation skills is a presentation or speech, you summarize information on a topic, and presenting information clearly and effectively is a key getting your message across. If you follow some things that every presentation has in common which include:
How to give a good presentation?
· You must never overrun your allocated time. Almost every speech or presentation is better if it is shorter.
· You need to be clear about your audience and your message. Every presentation is better if you have clearly considered message that you want to share with them.
· Smile and Make Eye Contact with your Audience This sounds very easy, but a surprisingly large number of presenters fail to do it.
If you smile and make eye contact, you are building rapport, which helps the audience to connect with you and your subject. It also helps you to feel less nervous, because you are talking to individuals, not to a great mass of unknown people
To help you with this, make sure that you don’t turn down all the lights so that only the slide screen is visible. Your audience needs to see you as well as your slides.
Critical thinking 

What is critical thinking?
Critical thinking is the analysis of available facts, evidence, observations to form a judgment. The subject includes several different definitions which involve rational, sceptical, and unbiased analysis.
Why is critical thinking important?
Critical thinking is important because you can improve your language, presentation skills, self-reflection, self-discipline, self-monitored and promotes creativity. 
You need to know how to think clearly and systematically which is mean to practice your critical thinking. The subject will authorise you to better express your thoughts, ideas, and beliefs. Better communication helps others to understand you better.
Benefits of good critical thinking 

Better Decision Making:
It is not news that critical thinkers make the best choices. It helps us to deal with issues as they come our way. The product of critical thinking is making the right decisions, so it is very difficult to think critically and yet end up with a bad decision.
Enhance Problem-Solving Skills:
Critical thinking and problem-solving are interwoven. When you think critically, it improves your problem-solving skills. It serves as a guide to every decision you will make in achieving a problem-solving solution. To be a problem solver, you must be a critical thinker. It helps you to develop your problem-solving skills, and those skills become sharpened over time when you engage critical thinking in most of your daily activities.
Types of critical thinking











This is the most important types of critical thinking. Observation is the key type of critical thinking which you use this to gather information about the process. Analysis is a way to evaluate what it is that you observe. Inference is the way people make informed conclusions. Communication is clarity of thought, ability to listen and deliver messages in the most optimal way. Problem solving is to identify the problem and to find out what the issue is and break it down.
Finding information/ research skill

What is finding information/ research skills and why is it important?
Finding information is an important skill that show your subject knowledge and your ability as a critical thinker. Planning your research allow you to find information and use it successfully. Creating a strategy to gather facts that you can answer to your question.
Top tips how to start research 
· Think about your topic- try mind map or keyword searching and do not be too specific 
· Read broadly – think about your research question that is clearly structured and do not use Google or Wikipedia 
· Data collection- planning your research question help you to deal with a problem or verify a fact 
· Evaluate your resources- use CRAAP test
· Taking note- using observational and conversation methods. Taking notes about facts you organise information for later. Observe your data collection to see whenever might be missing.
Research skills are important because you increase your employability skills, productivity, finding solutions to complex problems. Employers prefer candidates with experience because they can easily become expert in a new field. They can also help companies find more suitable ways to keep their workers satisfied with responsibilities and working environment.  Research can also find new product and services that can help customers solve their problems.


How to improve your research skills?
· Start broad, then dive into the specifics
· Learn how to recognize a quality source
· Verify information from several sources
· Be open to surprising answers
· Stay organise
· Take advantage of library resources
Good research is all about finding answers to your research questions—not necessarily as a way to verify what you already think you know. Solely looking for confirmation is a very limiting research strategy since it involves picking and choosing what information to collect and prevents you from developing the most accurate understanding of the topic. When you conduct research, make sure to keep an open mind so that you can learn as deeply as possible.

Overall Conclusion 

Improving your academic skills would be educational great. Effective studying is the one element guaranteed to find good workplace. The most important part of academic skills are: Time management skills, Team working skills, Presentation skills, Critical thinking skills and Finding information/ research skills. 
Time management is the process of planning how to create your time between different activities. Building a mind maps is the most important part at time management. Summarising the information help you to understand the topic for an essay or exam. When you know how to manage your time effectively you can unlock many benefits, for example: Greater productivity, less stress more opportunities to achieve your life and career. Working as part of team promotes personal development, increase job satisfaction, and reduce stress. This subject is one of the most powerful motivators. Different types of teamwork skills are, for example: Communication, Influencing skills, Listening skills, Planning and organisation skills and Collaboration skills. The next most important part is presentation skills. You must know how to present information clearly and effectively. You must never overrun your allocated time, Speak clearly about your audience and your message. Smile and make eye contact with your audience. Why critical thinking is so important? It is important because you can improve your language, presentation skills, self-reflection, self-monitored and promote creativity. You know how to think clearly and effectively. Better communication helps other to understand you. Finding information is an important skill that show your subject knowledge and ability as a critical thinker. How to start research for example: think about your topic, read broadly, data collection, evaluate your resources, taking note. Also, you must know how to improve your research skills: start broad, then dive into the specifics, learn how to recognise a quality source, verify information, stay organised and take advantage of library resources. Good research is all about finding answers to your research questions.
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Appendix

Personal Development Plan	

Teamwork Contribution    
1. How did you show others that you were listening to their views and ideas? 
Listen with your whole self
2. How did you decide on which choices to make in preparation for creating your job ad? 
Give an example of a decision you made 
3. In what way did you contribute to the completion of the group presentation or task? 
Practice with your group 
4. How did you make your ideas known to the group? 
Give them feedback 
5. How did you decide as a group who would do what? 
Share collective responsibility 
6. What did you do if you noticed someone was left out of a discussion?
Understand why you are out of discussion 
7. What did you do if someone did not do the work they had promised to do? 
Exit strategy 
8. How did you contribute to the formation of the job ad? 
Optimise the job ad with the keywords that you use 
9. What part did you play in presenting your completed work? 
Prepare carefully 
10. How did you research relevant information when preparing for the task? 
Project planning and deadlines 
11. How did you feel when presenting your section in front of peers? 
Self-confident
My experience as a group member of our project can be defined by the various task we needed to complete as a group at the first place. 
The first step will be to introduce collective responsibility for all the different areas in the project. That contributes to the team’s effectiveness and smooth approach to find appropriate solutions for our problems within the team for a certain task.
Communication is always the key as it enhances proactivity by all team members and gives equal opportunity to everyone, to both raise their voice and feel engaged at the same time. It also prevents the event of isolation of certain members which can result to a delay in their activity and the overall progress within the team. 
Those are the most important priorities we have tried to keep up with, to achieve successful and flawless result with our group. 


STUDY SKILLS INCLUDES


TIME MANAGMENT SKILL


TEAM WORKING SKILL


FINDING INFORMATION/ RESEARCH SKILL


CRITICAL THINKING


PRESENTATION SKILL


PLANING


TIME


MOTIVATION 


25 mins focused study


5 mins break


25 mins focused study 



OBSERVATION


ANALYSIS


INFERENCE


COMMUNICATION


PROBLEM SOLVING 
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