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[bookmark: _Toc133398117]INTRODUCTION 
“Academic skills refer to the abilities and competencies that students need to effectively engage in the various tasks and activities required in an educational setting, such as critical thinking, reading comprehension, research, writing, and problem-solving. These skills are essential for students to succeed in their academic pursuits and achieve their learning goals.” (Wong, 2018).
Team working, time management, critical and analytical thinking, as well as paraphrasing and summarizing are crucial skills that play a important role in achieving academic and professional success. 
While studying we encounter difficulties and challenges, but to succeed in our future careers we need to learn and use some important skills, like time management, teamwork, summarizing and paraphrasing, critical and analytical thinking, among others; developing these skills takes a long period of time, and depends on everyone apart.
Team working fosters collaboration, among team members. Time management enables individuals to efficiently allocate their time. Critical and analytical thinking enable higher order cognitive process such as evaluating information for decision making and problem solving. Finally, paraphrasing and summarising are essential for accurately incorporation external sources into students work. 
     In other terms, time management refers to the proper management of time so that the appropriate amount of time is allocated to the appropriate activity. Time management is essential to being successful and efficient since it destroys your efficiency and effectiveness in reaching desired outcomes and causes extreme stress. Not only in organisations but also in personal lives, time management is crucial.
By examining these key skills, this report will analyse their importance and provide information for individuals seeking to excel in their academic and professional pursuit. 
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[bookmark: _Toc133398119]TEAM WORKING BY OANA LACATUSU RADOSU : 2234422
Teamwork is a key academic skill that prepares students and professionals for challenges through “the process of working collaboratively with others in order to achieve a common goal through the sharing ideas, resources, and responsibilities.” (West, Tjosvold, & Smith, 2003; Hogg & Vaughan, 2008)

[bookmark: _Toc133398120]THE BENEFITS OF TEAM WORKING:
Collaboration in team offers numerous benefits that contribute to enhanced productivity, improved morale, innovation, and talent attraction. First, team working allows individuals to leverage their unique strengths and abilities, utilizing the collective knowledge and expertise of the group to increase efficiency. For instance, modern technologies such as email, video conferences, instant messaging and collaboration software can facilitate team collaboration and communication, as outlined by Parker in his book “Team Players and Teamwork: New Strategies for Developing Successful Collaboration.”
Working in teams provides a supportive network where team members can overcome challenges, solve problems, and achieve success more effectively than working alone. In a study group, for example, team members can provide emotional support, motivation, and guidance to one another, especially during challenging periods like final week, creating strong support network for the team.
Team working encourages innovation by offering the opportunity for the team members to share their different ideas, fostering creativity and innovation. For example, in Global Business Environment a team of students can work together to analyse a competitive environment and develop a strategy that differentiates the company from its competitors. Each member can present their own expertise such as market research, industry trends, financial analysis and collaborate to develop a strategy that is unique. 
Furthermore, team working can improve morale by creating a positive and supportive environment where team members feel more motivated to achieve goals and this can have a result for a higher level of job satisfaction and camaraderie among team. In sales industry when the employees work together to achieve a common sales target, they can feel a sense of shared purpose and help them stay motivated even during challenging time. 
Teamwork can attract talent to an organization as it signals a value for collaboration and creativity. A company with a team-oriented culture, such as a marketing or development team that collaborates to create innovative products, can attract highly skilled individuals who seek opportunities to work in an environment that fosters teamwork and innovation. 
Lastly, allows flexibility in schedules and work assignments so working in a team the members can be more adaptable and responsive to changes in workload or unknow circumstances. It advanced the individual`s career by providing opportunities for professional growth and leadership. Promoting synergy: in a collectively work it can be achieved more than working individually because people with different skills in a whole are greater and they can add advantages to the work project. 
Moore (2010) suggested that teamwork can be a powerful tool to share knowledge and support for the others by having clear expectations, assigned roles and responsibilities through effective communication and diversity embracing.
The individuals from a teamwork are expected to work collectively, share ideas and learn to foster a positive work environment. Moreover, mutual respect and accountability is leading to a more productive team. Therefore, the individuals should continuously try to develop and refine their teamwork skills in order to be successful in their tasks.
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Time management is the skill of being able to organise, plan, and know how to divide your day between different chores. Even when there are tight deadlines and a lot of pressure, you can do a better job if you know how to manage your time well.  Time management is the use of methods and tools to improve the effectiveness and productivity of a company. Setting goals, putting them in order, picking and giving specific amounts of time to specific tasks, coordinating plans as they change, and keeping track of results are all parts of managing time. Crutsinger (1994). According to Underwood ( 2001 ), managing time means taking care of both your own plan and the schedules of other people. Maybe you have to work a little bit to get past its own personality. If someone always puts things off until the last minute, they should work hard to change the way when they do things. 

[bookmark: _Toc133398123]   THE IMPORTANCE OF TIME MANAGEMENT 
      Every field recognises the importance of time management because, it is one of the key skills required to finish any course of work in the allotted amount of time. However, setting objectives and achieving them, within a specified time frame are skills that may be developed with the aid of time management. The importance of time management cannot be overstated because it contributes to greater organisation, planning, decision-making, you can reduce stress by staying away from pointless distractions thanks to this skill. According to Reuben (2008), time management entails splitting your time up into a variety of activities that you carry out throughout time. It can be useful for three types of imposed organisation: boss-imposed, self-imposed, and imposed. The workplace must be free from intrusions and interruptions, and those that do occur must be brief in order to maximise productivity. Time is a very special resource that is essential to achievement. Additionally, it will aid in employee training and assessment of individual staff members and the overall organization competence. 
   Time management is the process of prioritising and managing one of activities so as to get the most out of the one time. Efficiency gains and productivity increases are two fruits of disciplined timekeeping. Focus, self-assurance, and productivity can all be boosted by practising better time management. Effective time management is a crucial tool for leaders, business owners, and entrepreneurs to realise their goals. Optimising your time usage leads to greater happiness and a more balanced life. Reducing anxiety and speeding up the process of achieving your goals are two additional benefits of practising good time management. Effective time management allows you to prioritise your work and get more done in less time. With improved time management skills, you can plan your activities with greater precision. The ability to maximise productivity and exploit opportunities despite limited time availability. Effective time management is essential for making the most of your resources and planning out your day. You may do more in less time with efficient time management since you will be working smarter, not harder.
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Thinking is a skill we were born with; by thinking we make decisions that affects our lives.
According to Cottrell (2019) when we think about something our mind inclines to seek out for answers that does not involve too much difficulty; however, that can lead us to make mistakes, or wrong decisions.

[bookmark: _Hlk133395936]THE BENEFITS OF CRITICAL AND ANALYTICAL THINKING 
One of the important skills that students can and need to develop in higher education is how to think in a critical and analytical way. Students are expected to write their assignments, essays using their critical, analytical thinking, this way they can prove not only that they understood the topic they were writing from, but also that they share their own sincere opinion, conclusion.
Writing also promotes critical thinking, because while writing the thinking improves too. When we hear the word critical, we think about something negative; however, critical thinking is not about negativity, it means to think with open mind and intelligently. To become a critical thinker is certainly not easy, it needs a lot of training and practice; nevertheless, it has a lot of benefits, like becoming a stronger, more confident thinker. Lots of people tend to believe the information they are given. We live in the word of technologies; many people have televisions, electronical devices, where they can look for things, they are interested in. However, many of these people does not question how reliable this source of information is; this is because it is easier to accept the given information, than to question it. Nevertheless, some circumstances or jobs require critical thinking, like writing assignments for students or a detective job. Before using a quotation, to point out the importance of the chosen or given topic, or to reinforce the arguments, it needs to check the source carefully, to make sure the information is from a reliable source. In addition, it is not enough to check just one source; it is important to check multiple sources, to be able to compare the topic from different perspectives, to analyse the point of view of different writers.
Among the most important characteristics of a critical thinker are curiosity, clarity, precision, accuracy, fairness, open-minded, creativity. A good critical thinker does not take the information for granted; he questions the received knowledge, rejects non-trusted evidence, and inspect thoroughly the source of information.
Analytical thinking is part of critical thinking; it breaks down complex information into its basic parts and principles. On the other hand, critical thinking is more holistic, and use several sources of information. To be open-minded, objective is also very important, because the conclusion of a topic can be different from what we want to be. In addition, a critical thinker should possess empathy, to be able to put himself in the mind of others, to understand better their point of view, but without getting influenced by their opinion.
Integrity and fairness, another significant value for a good critical thinker; to be able to express themselves honestly, put aside their own believes and treat all the relevant viewpoints the same.
It takes a long way to become a critical thinker, and it is not easy to master it; there are a lot of barriers, like not enough information, bias, prejudice, self-centred thinking, assumptions we take granted, without any proof of conclusive evidence, and these are just some examples.
Critical thinkers are very much needed in any workplace, for their problem-solving, decision-making skills.
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Paraphrasing is a skill that is mostly important in academic settings. Furthermore, this report will analyse more the importance of paraphrasing and summarising for students.
In academic writing, paraphrasing becomes the most important element for avoiding plagiarism. Adding to that, is a major issue in educational institutions, due to how simple it is to replicate content from the Internet and pass it off as the work of a single student. It is a serious subject because it is unethical for someone to claim someone else work as their own. Furthermore, if is proven to have plagiarised work, it might face serious consequences, which includes losing our degree.
Copying exactly without clearly identifying the source. Without mentioning the actual source of your ideas when paraphrasing or summarising what you have read. Cutting from a source document and pasting it into your own work without making citation to the original source. 
Changing a few words in the original source, and then integrating it into your work without citing the source. (Crème, 2008).
According to Crème (2008) all that he mentioned up all considered to be plagiarism. A student who, instead of trying to understand a passage, simply copied it into his essay, could very easily be caught out. Adding to that, a student who understood what an author had written but thought he might be able to claim an idea or an argument as his own by simply repeating it could also easily be caught out.

THE BENEFITS OF PARAPHRASING AND SUMMARISING 
The ability to express thoughts, feelings and experiences through writing to the reader is a necessary ability for students to have in order to avoid plagiarism. Writing is therefore regarded as the most difficult and crucial skill in the teaching of English. This ability may represent as one of the indicators used to evaluate a student academic progress.
Nevertheless, many techniques have been developed to make it easier for students to produce well-written work in the setting of writing. The lecturer simply needs to decide on the most appropriate way for their students, which include paraphrasing. Adding to that, this technique is usually used to demonstrate understanding and engagement skills. Plagiarism is one of the major issues in writing, paraphrasing is the best technique to avoid it. The word "paraphrase" is used to modify a text significance without changing original meaning from the source. Nevertheless, writing down ideas from outside sources using your own language without changing the meaning of idea is known as paraphrase.
To be more precise, paraphrase is a technique used to demonstrate a writer understanding of material by examining the grammatical structure and language nuances to produce new form statements that maintain the ideas of the original source. Furthermore, there are several types of paraphrasing strategies usually found in English writing : organising the paraphrase, using synonyms, changing word order, reducing the original paragraph, expanding the phrase for clarity, swapping parts of words, combining sentences and shortening long sentences, all of this are the types of paraphrasing strategies that students use to get the ability to correctly paraphrase. Adding to that, we should be sure to keep record of all the reading we do for our course and we should make it very clear in any notes we write about our reading which ideas and words come from the authors we read and which words reflect our thoughts or notes about what they wrote. (Fairbairn, 2011).













CONCLUSION 

We need to learn how to learn effectively; to use our own, individual skills, simultaneously with the skills we learn in our courses. If we learn and develop how to use these skills they will have a lifelong benefit for us, not only while studying, but in our future careers too.
I learnt that, when writing from a selected topic is important to check multiple viewpoints, to examine the reliability of the information, to not to believe instantly what I read or see, and after analysing to make a clear, honest opinion in the conclusion of the topic.
The major goal of this study is to pinpoint the difficulties, problems, and crucial success factors associated with time management implementation. The general quality of work and life is undoubtedly enhanced and improved by developing time management abilities. In every field and for everyone, time management is crucial. Time is a finite resource that can never be obtained again. As a result, we should always view time spent as time invested.
In order to boost focus and willpower, you should always prepare ahead, refrain from multitasking, limit uncertainty, eliminate distractions, and make sure your surroundings support this. To succeed, one only needs to be committed. Only your time management decisions and the way you interact with the environment around you will have an impact on your personal growth. Yes, managing your time means managing your life. 
The best strategy for preventing plagiarism is to paraphrase. On the other hand ,when we take concepts from someone else work and rephrase them using only their name and quotation marks, you are said to be paraphrasing. Adding to that, we may utilise parts of the context, relevant phrases when paraphrasing, but not the full statement because it would be plagiarism. For this reason, we need to make as many changes as we can.
In conclusion, team working, time management, critical and analytical thinking, paraphrasing and summarising are essential skills that contribute significantly to academic and professional success. These skills aim the individuals to collaborate effectively, manage their time efficiently, make informed decisions, and incorporate external sources accurately. Despite presenting challenges, strategies for improvement can be employed to enhance these skills. Possessing these skills has far reaching implications, including excelling in studies, producing high quality work, and contributing effectively in professional settings. Acquiring these skills is crucial for achieving success in today`s competitive and academic environments. 
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