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1. [bookmark: _Toc133254320]Introduction 
The ability to successfully manage one's time is an important talent that is required for success in both academic and professional pursuits. It is the process of planning, organising, and prioritising tasks and activities to meet goals within the time constraints that are available in order to achieve maximum productivity. Individuals who can effectively manage their time are better able to make productive use of their time, reduce stress, and strike a good balance between their professional and personal lives. This part of the report aims to discuss the importance of time management in academic and professional work and analyse published literature on the topic.
 Teamwork can be referred to as the capability of team members to work together, interact effectively, anticipate and neat the demands of each other and enhance confidence that results in collective action in a coordinated manner (de Prada Creo et al, 2021). Apart from teamwork, another vital academic skills is Critical thinking. 
According to Jonathan (2020) critical thinking is a mental process that entails processing information, evaluating arguments, and making decisions based on facts and logic. It entails the ability to examine assumptions, uncover biases, and assess the reliability of sources. Being sceptical or cynical is not the same as being open-minded and eager to examine various viewpoints. It is a skill that can be honed with practice and involves the ability to analyse information and the desire to question one's views and preconceptions. Many elements of life, such as education, business, and politics, necessitate critical thinking.
Professional and academic achievement need the ability to paraphrase and summarise. They require the capacity to restate information, either to clarify or simplify complicated ideas, or to reduce large writings into brief summaries. Furthermore, paraphrasing and summarising may be beneficial in terms of producing new ideas, strengthening critical thinking abilities, and displaying knowledge of a subject. As a result, learning these talents can assist individuals in achieving success in their employment and academic endeavours. This report will analyse the importance of the above skills for academic and professional success. 

2. [bookmark: _Toc133254321]The Importance of Managing Time  (by Iuliana Dudan)
Successful In both academic and professional settings, effective time management is essential because it enables individuals to complete their job within the allotted window of opportunity. Individuals who can prioritise their responsibilities and work on the tasks that are most essential to them first are better able to meet their commitments and meet their deadlines. It assists college students in being more productive and efficient, hence reducing the amount of time that is spent on activities that are not vital. Because of this, individuals can complete more things in the same period of time, which ultimately leads to an increase in their levels of productivity. When individuals are able to strike a healthy balance between their professional and personal lives as a result of effective time management, they experience lower levels of stress and are less likely to experience burnout. It allows individuals to set objectives that are achievable and build a strategy to attain them, ensuring that they do not feel worried or overwhelmed as a result of their efforts. 
According to a study by Glick and Orsillo (2015), effective time management skills are crucial for academic success. According to the findings of the study, students who were able to effectively manage their time had higher grade point averages, experienced lower levels of stress, and were more likely to finish their tasks on time. Based to the outcomes of the study, students were better able to strike a balance between their academic and personal lives when they had efficient time management abilities. This gave them the opportunity to take part in extracurricular activities and to keep strong connections with their families and friends. Another study, this one conducted by Liu and Mei (2019), concluded that effective management of a person's time was necessary for professional success. According to the findings of the study, those who were able to effectively manage their time were more productive, experienced greater levels of work satisfaction, and were far less likely to develop burnout. According to the findings of the study, individuals were better able to strike a healthy balance between their professional and personal lives, which resulted in lower levels of stress and an overall improvement in their well-being.

3. [bookmark: _Toc130243811][bookmark: _Toc133254322]Teamwork as an academic skill (by Elena Roxana Pantiru)
The skill of teamwork is usually considered as one of the fundamental skills for academic, personal and professional achievement. Hence, universities are increasingly collaborating this skill into their syllabi. It is significant to note that teamwork assets in the development of social skills and effective communication. This also helps to include active listening skills and effective interaction as well. Being cooperative with students helps in understanding the ways to listen to the facilitators and effectively perform the functions. Teamwork also helps in enabling the students to mingle and socialise. It is noted that when the students are grouped together, they are required to interact with each other which helps in ensuring that the project can be completed successfully in the given stipulated time (de Prada Creo et al, 2021). This also helps in developing their social skills during their interaction with each other. Teamwork as an academic skill also helps in understanding the thoughts and opinions which are respected and valued. This is one of the most significant academic skills that help in boosting self-confidence and encourages participation in a team (Tang, 2021). One of the major objectives of teamwork on an academic scale is to enhance productivity and performance. Tutors are responsible for boosting the productivity of students by making groups so that they can work in a team and achieve shared goals together. 
[bookmark: _Toc130243812][bookmark: _Toc133254323]3.1. Teamwork and its importance to students 
Teamwork usually helps students to communicate with each other and this also helps increase their self-confidence and social skills. Moreover, teamwork also helps in teaching the students fundamental skills and lessons of life (Prada et al, 2022). Students who are usually self-confident and have developed social skills help in turning into well-rounded individuals in future. Teamwork also helps in self-monitoring as in teamwork the students are responsible for accomplishing the shared goal with the help of the teammates. It is also observed that the teammates usually observe when depending on the quality of the work for each other. As teams are responsible for making the work efficient eventually leads to better productivity it also helps in bringing innovation to the team (Ghannam and Ahmad, 2020). Teamwork also helps in creating healthy competition and it also helps in proving the ability to complete the work effectively. The idea behind teamwork helps in improving the skills of communication and this also helps in active listening which is a core part of effective communication as well. 
[bookmark: _Toc130243813][bookmark: _Toc133254324]3.2. Significance of teamwork 
Teamwork is a skill that helps in the resolution of conflicts between two or more members of a team.  It also plays a vital role in arriving at a solution and cooling the heat of friction among team members. Another greatest advantage of teamwork for students is that it helps in keeping distractions at bay (Pavlenko and Pavlenko, 2021). With enumerable distractions, the attention of students can easily get diverted. However, with enhanced, teamwork students developed the ability to learn to work in various small associations that helps in reducing their distraction as well. The best examples of teamwork include communication, collaboration, inclusivity, shared responsibility and compromise for the common good. An example of teamwork might be when a group of students work together on a project or prepare for a presentation. A team also helps in time management which further helps in reducing the level of procrastination and laziness.



4. [bookmark: _Toc133254325]Benefit of critical thinking (by Ana Cojocari)
One of the essential learning developments in critical thinking is an awareness of different approaches to an issue and the ability to assess those approaches critically. Rather than relying on a single, consistent problem-solving method, you can learn how to find other, often more valuable, approves, inevitably increasing your success.
Critical thinking trains you to prioritise your time and resources by analysing what is essential to the process. This also ensures that a choice is ultimately sound. Consider how much better your life would be if there were a method to ensure you made the best decisions every day. There is, and it is known as critical reasoning. Learning to master critical thinking skills can have a profoundly positive effect on nearly every aspect of our lives.
Critical thinking will assist you in transcending the limitations of irrational reasoning. Here are some important ways critical thinking can help you daily.
Critical thinking is a Key to career success, it entails analysing information, weighing many viewpoints, and making wise judgements. Employers emphasise critical thinking because it enables workers to solve issues, form reliable judgements, and think creatively to develop novel solutions. Additionally, critical thinking can assist people in recognising and seizing possibilities for professional progress and advancement.
 Critical thinkers can analyse the advantages and disadvantages of many possibilities, consider eventual outcomes and repercussions, and make well-informed judgements. People who are critical thinkers can avoid making snap judgements and weigh different viewpoints to choose the best course of action. As a result, improved results may come about personally and professionally.
Before establishing an opinion, you may assess the available data and consider other viewpoints by using critical thinking. Doing this may prevent confirmation bias and ensure that your beliefs are supported by unbiased information and logical reasoning.
Relationships can benefit from critical thinking as well. People can speak more effectively, listen intently, and consider many viewpoints when they are critical thinkers. This can facilitate better communication and teamwork in interpersonal and professional interactions, reducing conflict. Additionally, critical thinking assists people in recognising and challenging presumptions and prejudices that affect how they interact with others, fostering more beneficial and fruitful relationships.
[bookmark: _Toc133254326]4.1 Example for critical thinking
Critical thinking activities concentrating on facts and opinions are precious and relevant new learning opportunities. Unfortunately, with sensationalist news articles and click-bait headlines, our always-connected world makes mixing up opinions and facts simple.
How can you determine the difference between a fact and an opinion? Facts are generally objective and well-established, whereas views are subjective and unproven. For example, "the cloud is in the air" is a fact. On the other hand, "That dress looks good on you" is an opinion.
Read or listen to the news to hone your critical thinking abilities. Try to spot when someone is expressing an opinion rather than a truth. There are question to be asked. For example, Who is saying what? What reasons might be behind their statements?, Does the claim make sense? Who would disagree with it and why?, How can you tell if the data is reliable?, Can it be fact-checked? Have other credible publishers shared it?, How do you know whether the presenter is biased? What kind of language is being used?
This powerful exercise can train your mind to ask questions when presenting a new claim. This will help you think critically about the information you are taking and question what you are hearing before accepting it as truth.
5. [bookmark: _Toc133254327]Paraphrasing (by Mihaela Moraru)
In a lot of the work we produce at university, the ideas, works, and important discoveries of experts in our field of study will be included. There are many different ways we can incorporate other people's writing into our tasks, including citing, paraphrasing, and summarising. It is possible to avoid copying while showing that we have understood and interpreted the main ideas and concepts in the subject by summarising and paraphrasing.
Writing, logical, and writing-related skills are all necessary for scholastic success, and they are all required for summarising and paraphrasing. (Anon., 2023)

A paraphrase is the same thing written or spoken, but with a different word choice, frequently in a shortened, simpler form that makes the original meaning clearer (Anon., 2023), for example:
She gave us a quick paraphrase of what had been said.
I am sure that he will tell me if my paraphrase is inaccurate.
Using a paraphrase allows us to back our arguments in tasks without having to use direct quotes. We can also use paraphrasing when taking notes and explaining data in tables, charts, and graphs.
Only send short writing samples, like a line or two, or a single paragraph. Rather than just copying someone else's words verbatim, you must provide evidence to support your claims in your writing, as opposed to simply copying their ideas verbatim.
To paraphrase material, we must adhere to a few stages that will make paraphrasing simpler and more in line with scholastic standards: 
Spend time reading the original source; it's important that you fully grasp everything. Then, after reading the original, recreate the passage in your own words, making sure to include all of the important details and points. Put your own distinctive twist on the phrase and consider the alternatives while doing so?
We take care to preserve the original meaning and the similar relationship between the key concepts and the accompanying details.
When necessary, we switch out words or sentences for others that have a similar connotation. Key phrases that use terminology unique to a given topic do not need to be changed.
To ensure that we are accurately rephrasing and presenting the original text in our own terms and manner, we double-check the paraphrase.
The page number and the original source must be noted in order to properly reference the source.
In conclusion, the ability to paraphrase makes it possible to effectively communicate the information from a text while avoiding plagiarism. When we paraphrase, which requires that we first read and comprehend the original text before expressing the information in our own words, we are able to solidify our learning and advance our knowledge of a subject. Students can also use paraphrasing to demonstrate their critical thinking abilities by analysing the material they have read and showing it in a novel, imaginative manner. Additionally, by citing the original source, we can back up our statements with facts and give credit where credit is due. Learning the art of summarising is essential for academic writing if we want to succeed in our academic careers.

5.1. [bookmark: _Toc133254328]Summarizing 
A brief overview gives a document a quick rundown. The main goal of summarising is to reduce or condense a document to its main ideas. Formalities, specifics, and instances are left out. The capacity to summarise is useful for writing summaries or summaries, taking notes, and including material in assignments.
Summarizing is useful when we need to condense a lot of information into a more readable and concise shape in a variety of situations. The following are some situations where summary might be necessary to succinctly describe a written work in your own words without citing any instances or details, express a writer's ideas more succinctly than they did in the initial text and to succinctly demonstrate a range of conflicting viewpoints on a subject.
Our writing must offer proof or justification for its assertions.
How much information we include in a synopsis depends on the duration of the original text, how much information we need, and how picky we are.
How should knowledge be distilled?
Start by reading a brief document and underlining its main points.
Without perusing the accompanying details, examples, etc. again, only emphasize the main points.
Rewrite the notes while restating the main idea from the outset and all other significant points, (Anon., 2023).



[bookmark: _Toc133254329]Conclusion
In conclusion, all skills mentioned above is important in professional and academic. Efficient management of one's time is one of the most important factors in determining one's level of success in academic and professional endeavours. It enables people to prioritise jobs, increase their productivity, and accomplish their goals within the time constraints that they have available. In addition to this, it assists people in striking a healthy balance between their personal and professional lives, which in turn lowers their levels of stress and enhances their general well-being. For this reason, it is necessary for individuals to establish effective time management skills in order to assure their success in both their academic and professional endeavours.
It can be inferred from the study that teamwork is one of the academic skills that help in boosting the self-confidence of students. It also helps in paving way for building productivity amongst team members. It is also observed that teamwork helps in building creative minds that come together for turning out some of the most spectacular ideas that lead to the professional development of the individual. 
 Critical thinking can help us make better choices and solve problems whether we are students, entrepreneurs, or business executives. However, developing critical thinking abilities is only sometimes straightforward. Numerous tools, techniques, and strategies are accessible, and selecting the best one can be complicated. Vague internet suggestions like "read more" are not very useful, and elaborate business examples do not apply to many of us. Every people need actionable thinking tasks as average problem solvers to improve our critical thinking skills and thinking processes. The most effective way to improve our thinking abilities is to perform exercises that extend our decision-making and reasoning skills regularly.
In conclusion, students should acquire the academic ability of paraphrasing and summarising. This entails distilling dense information into a manageable, succinct shape while preserving the original purpose and meaning. In conclusion, as learners, we must read or listen attentively, identify the key ideas, omit extraneous details, and recreate the information in our own words. By developing our ability to summarize, we can communicate complex ideas more clearly, show that we comprehend the material, and save time in both our academic and business endeavours. Summarizing can be a helpful study, note-taking, and revision method for important concepts. In order to succeed in both our scholastic and career pursuits, it is imperative that students work hard to develop this critical skill.
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