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INTRODUCTION
Academic skills are the traits who help you stay focused and motivated to learn how to read, write, and speak academically. I have learned from this book “The Study Skills Handbook” how I will apply it in my future. For example, it made me reflect on what kind of learner I am and think about my own personal learning formula. However, the different skills I got from this book will be discussed here and apart from that, a short summary of how I will apply the skills in my future will be written here.
SUMMARY OF THE SIKLLS
The skill being discussed is active listening. Active listening is a communication technique that involves fully focusing on and understanding the speaker’s message. It requires giving one’s full attention to the speaker, processing their words and responding appropriately. Active listening involves more than just hearing what someone is saying; it involves paying attention to nonverbal cues, such as body language and tone of voice, as well as the actual words being spoken. Active listening can be a powerful tool in personal and professional relationships and can help to build trust, strengthen relationships and resolve conflicts. It can also help to facilitate effective problem-solving and decision-making by ensuring that all parties have a clear understanding of the situation and each other’s perspectives. However, with practise, it can become a natural and valuable habit. To become an active listener, one can start by focusing on the speaker ,maintaining eye contact, asking clarifying question, and summarizing what they have heard. It can also be helpful to practise mindfulness and self-awareness to stay present and engaged in the conversation (Cottrell,2019). Apart from that, time management is the skill being emphasised (Cottrell,2019). Planning and arranging how much time is spent on certain tasks and activities is the practise of managing time in order to maximise productivity and efficiency. It is a necessary ability for both professional and personal growth. Those who have good time management skills may do more things in less time, feel less time ,fell less stressed and enjoy their jobs more. People may utilise a variety of time management strategies to increase their productivity. The Eisenhower Matrix is one such method, which includes classifying jobs according to their significance and urgency. The four kinds of tasks are important but not urgent, urgent but not important, not urgent and not important. Another technique is the Pomodoro Technique ,which involves breaking work into 25 minutes intervals with 5 minute breaks in between (Cottrell,2019). Time management also involves setting achievable goals and deadlines, creating a schedule or to do list and avoiding distraction. Effective time management requires self-discipline and the ability to prioritize tasks. It is a vital skill for personal and professional development. By using effective time management technique, individuals can increase their productivity, reduce stress and  accomplish more tasks in less time.
HOW I CAN USE THIS TO IMPROVE MY OWN SKILLS - EITHER NOW OT IN THE FUTURE
I can use the case studies to improve my own skills by identifying the specific skills that were utilized in each situation and determining how I can apply those skills in my own life. For example, if the case study involved effective communication skills, I can practise and improve my own communication skills by observing how the person in the case study communicated effectively and then applying that technique in my own interaction. As per Moran and Ming(2022), I can also seek out additional resources, such as books or courses to further develop the specific skill(s) I wish to improve upon. It is important to remember that improving skills requires consistent practice and dedication and it may take time to see significant improvement. To improve my own skills, I can apply the knowledge gained from the case studies provided. For instance, I have learned the importance of active listening in effective communication. To improve my active listening skills, I can practice being fully present in conversation, maintaining eye contact and avoiding distractions such as my phone or other devices. Additionally, I have learned about the significance of time management in achieving my goals. To improve my time management skills, I can create a schedule or to do list that prioritizes my tasks, avoid procrastination and learn to say no to tasks that do not align with my goals. Furthermore, from the case studies, I have learned about the importance of adaptability and flexibility in navigation challenging situation. I can improve my adaptability skills by being open to change and new ideas, embracing different perspectives and being willing to learn and grow from my experiences. I can improve my skills  and become a more effective communicator, better time manager and more adaptable individual which can lead to greater success in both my personal and professional life.
EVALATION OF LEARNING
From Cottrell (2019), I have learned about the importance of developing and refining one’s skills to achieve personal and professional success. The case studies have demonstrated how individuals with diverse backgrounds and aspirations can utilize their skills to excel in their respective fields. For instance, the case study showcased how an individual with no formal education in music was able to became a successful DJ through a combination of passion, hard work and perseverance. This highlights the importance of pursuing one’s interests and constantly improving oneself to achieve success. They have also shown that skills can be developed and refined through continuous learning and practice. As a result, I have learned the importance of identifying my own strengths and weaknesses and developing a plan to improve my own skills. This can involve seeking out new learning opportunities, setting achievable goals and seeking feedback from others. By doing so, I can enhance my abilities and achieve my personal and professional goals. I have learned the importance of effective communication, active listening and time management in achieving success. Being clear and specific in communication can prevent misunderstanding and help everyone involved to work towards a common goal. Additionally, it demonstrated the importance of taking responsibility for one’s actions and being accountable (Costless et al. 2021). It also emphasized the importance of active listening. It highlighted the benefits of listening carefully to others, such as building trust and gaining new perspectives. Additionality, it showed that active listening can lead to better problem-solving and decision-making. Apart from that, it demonstrated the importance of time management. It showed that managing time efficiently can lead to increased communication, productivity, quality, less stress and better work-life balance. Additionality, it highlighted the importance of prioritizing tasks, delegating when necessary and avoiding procrastination. 
CONCLUSION
In conclusion, the case study has shown us the importance of these skills in our personal and professional lives. By actively listening to others, we can improve communication, build stronger relationships, and avoid misunderstandings. Similarly, effective time management skills can help us to be more productive, reduce stress and achieve our goals.
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