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[bookmark: _1z41cgjupgoz]Introduction
Skills are an integral part of the human journey toward success. Whether at work or school, it is impossible to have a good position in life without skills. The way being skillful can make one reach the goals of one’s life, not being skillful can make one go lost in life. It is very important to try to develop skills (from an early age) in accordance with the goals individuals have. Student life is a good time for developing skills.  There are some key skills and some of them are time management, teamwork, analytical thinking and motivation. This report will cover these four key skills.


[bookmark: _1nk40oxllirs] Importance of Time Management
Chances don’t come again and again in life and grabbing every single one of these changes through proper time management is one of the underlying reasons behind every single success story we hear around. Be it academic life or professional life, the term “time management” is very important in the sense that the term “time management”, to an important extent, determines the degree of the possibility of being successful (Jackson, 2015). The way ensuring proper time management leads one to the peak of success, failing to ensure proper time management becomes the reason behind going lost in the darkness of a great disaster. 
[bookmark: _gjdgxs]This important term “Time Management” actually implies managing or controlling the time spent on different activities with a view to increasing effectiveness and efficiency.  The term can also be said to be the process through which one can allocate his or her time following the levels of importance of the activities that are to be done.  This time management process includes deciding what to work on, sequencing what to work on, developing a schedule and controlling the developed schedule. 
 Time management has much to do with determining whether or not someone will be successful. The following are some of the ways time management plays important roles in our whole life.
(1) Increases the quality of activities
 When we already know the activities that we have to do and the time that we have for those activities, We can specifically allocate the total time to the assigned activities and this allows us to be more focused on a single activity at a time, and being more focused on a specific single activity at a time increases the quality of our work (Littlejohn et al 2012). In the case of academic life, when we allocate a specific amount of time for our homework by proper time management, we get to be more focused on it. The same is true in the case of professional life. In professional life, time management helps us to be more focused and ensures an increase in the quality of our activities.
(2) Helps to have a satisfying work-life balance
One of the most important benefits of time management is a better work-life balance.  If we achieve a better work-life balance, it will be more likely that we will be more productive at work and have more time to spend on our most important relationships. 
Work-life balance creates a good balance between our professional life and personal life.  When we have to spend long hours at work, the possibility of risking burnout and feeling tired increases. 
An essential benefit of good time management is we get to understand the value of time. We get clear on how we can achieve our goals in less time at work and have more time for the people that matter at home. 
(3) Increases self-confidence and self-fulfillment 
Through the process of time management, we get an end line of the activities we have to do. When we are, both in our academic life and professional life, assigned a specific activity that is to be done within a specific time, and we get to be able to complete the activity, We start having a strong belief about our ability and this increases our level of confidence and makes us feel more fulfilled.
(4)  Helps to waste less time
Time management helps to have a framework of what to do and when to do it. By having a TO DO LIST or a framework of what to do and when to do it, Both a student and a professional don’t have to think about what is to be done next and whether or not a student or a professional will be able to do all the activities within the time assigned. This allows us to waste less time. 
(5) Helps to ensure order
 The ultimate success of the completion of tasks can be largely influenced by the order that is followed during the completion. Time management helps to do activities orderly. Through proper time management, a student or a professional decides what is to be done, makes a schedule of all the tasks that are to be done, allocates a specific time for each of all the tasks, has control over the schedule and thus ensures order in the completion of the tasks (Macfarlane, 2011). Completing tasks orderly increases effectiveness and efficiency. Besides, Completing tasks orderly works as kind of peace of mind.
[bookmark: _ujum03wqro4a] Importance of Teamwork
Teamwork can be defined as any collective effort of several people toward effective joint task completion. The members of a team have four common characteristics. The characteristics are shared goals, interdependency, the ability to do their part of the whole task, and roundedness. Teamwork is aimed at increasing the productivity and performance of all the members of a team through coordination.  In the age we are in, the importance of teamwork is huge and with time passing, the importance of teamwork is increasing (Motyl, 2017).  Studies show that the organizations that emphasize teamwork are faster in bringing innovation, finding out mistakes more quickly, attaining more productivity, and finding better solutions to problems.  
The following are some of the important roles teamwork plays
(1) Builds a satisfying work environment
Teamwork creates an environment that is more enjoyable for employees because, in teamwork, employees get the opportunities to work more closely with each other and the more employees work close to each other, the higher there is the possibility that employees get to know each other and develop a good relationship.  Employees get to know each other’s linking, disliking’s, strengths, and weaknesses and with time, they become more sympathetic and collaborative. These lead to a more enjoyable work environment for employees.
(2) Creates learning opportunities
A team is made of several team members with varying levels of knowledge. AS the team members of teamwork are so close and interact with each other in a project, there is a huge possibility that the new employees get to learn from those who are experienced. This possibility of learning from each other increases the overall performance of a team and the performance of individual employees. Besides this, more experienced employees can get new and innovative ideas from the newcomers. 
(3) Increases the level of accountability
Team members have their share of responsibility and work as supervisors of one another. It is more likely that employees who work individually are more likely to be less accountable in comparison to those who work in a team. This accountability results in increased productivity and efficiency and the increased productivity and efficiency will benefit organizations significantly. 
(4) Makes team members innovative
 One of the strong things about teamwork is the opportunity for employees to communicate their ideas with each other. It is for sure that a large number of employees will have a long array of ideas and a long array of ideas will be more likely to be a good source of innovation. The same is true in the case of academic life. When students are asked to work in teams, they get the opportunity to share their views with others and this leads to the possibility of more innovative ideas.
(5) More Accurate decision 
How accurate a decision will be, in some cases, depends on the number of available alternatives. In teamwork, several members have different ways of thinking (Pahlavi, 2013). Team members with different ways of thinking may define the same thing in different ways and these different ways of thinking and defining the same thing in different ways lead to the availability of so many alternatives that, for sure, increases the possibility of getting a more accurate decision.
(6) Better outcomes of the tasks
The tasks in both academic and professional life are done to reach a specific goal. This means that there are some desired outcomes for what the tasks are accomplished and the operations of the business are operated. Teamwork in this regard helps people to come up with greater results
through teamwork. If people adopt through teamwork and then Synergy happens. Synergy refers to the greater performance ratio of the people in a team compared to those people who work individually (Jackson, 2015). For example, if a person in this academic or professional life does any tasks individually 2 units, then if they make team with 4 members can make more than 8 units for example 10 units, 12 units and even more.
[bookmark: _y5czod6l8lyc] Importance of Motivation
Motivation can be defined as that exercise that tries to ensure a kind of behaviors that are crucial for an organization, or an institution to reach its ultimate goal. The term can also be said to be the forcing driver that makes people want to behave in a particular way. Motivation can be biological, social, and cognitive. Motivation plays a vital role in converting human power into human resources (Phillips and Pugh, 2015). In the case of any type of business organization, the underlying purpose of running business operations is to satisfy customers and earn profits in return. For business organizations to achieve this goal, many things need to be taken into consideration very seriously. One of these things is a human resource which works as an engine that runs all the other things that lead to the underlying purpose. If a business organization can’t ensure that its human resource is on the right track, it will not be possible for the business organization to reach its goal. For a business organization to ensure that its human resource is on the right track, Motivation works as a very helpful tool. The following are some of the benefits of motivation. 
(1) Increases employee performance
Performance doesn’t always depend on the level of qualification or ability.  It is not very unlikely that an employee who is qualified enough and can behave or act in a particular way will not feel the urge to behave or act in that particular way. The reason behind this is that the employee is not self-driven. To make the employee self-driven, Motivation can help. Motivation can help to make the employee feel the urge to act in a particular way.  This will increase the level of the performance of the employee.
(2) Creates a stable working environment
The strategy in the case of employee management is not as it was in the past.  with time passing, the strategy is getting like organizations should focus on employees and employees will focus on the well-being of organizations.  It is for sure that several happy employees will build up a more stable working environment.  Motivation is what makes employees happy, ensures that employees are satisfied and thus creates a stable working environment.
(3) Makes employees loyal
Making employees feel like business organizations belong to them is a good idea that increases the overall performance of business organizations. If employees are made to be satisfied ethically, employees will start feeling like they are bound to business organizations. In this kind of situation, It is very likely that employees will feel self-driven, and will be more effective in playing their assigned roles. 
(4) Creates friendly relationship
Motivation is a good tool that can ensure employee satisfaction. Employee satisfaction can be ensured by keeping in mind the ethical incentives that employees deserve. The incentives can be in the form of money, promotion and disincentives for inefficient employees (Britton and Tesser, 2011). Ensuring employee satisfaction through these forms of motivation will create a friendly relationship between employees and employers. A good relationship between employees and employers will result in cooperation from both sides, industrial rest in employees, and maximization of profit.
(5) Smoothens the overall process of achieving organizational goals
If employees are not satisfied and self-driven in the roles assigned to them, it will be like impossible for business organizations to reach the ultimate goals. Motivation satisfies employees in various types of forms and this leads to an environment in which employees feel self-driven, willingly take part in all the activities that lead to the organizational goals, and thus making the process of achieving organizational goals easier.
[bookmark: _fhfakfqmm29n]Importance of Analytical and Critical thinking
Analytical and critical thinking are two different but important types of skills that help to deal with the activities with a careful look at greater quality by analyzing the in-depth parts of the activities. It helps people in both academic life and professional life. Analytical thinking implies the style of thinking that allows a person to break down complex information or a series of comprehensive data (Claessens et al 2007). It uses a step-by-step method to analyze a problem and then come to an answer or solution, on the other hand, Critical thinking deals with evaluating information that is fed to you, and determining the way it can be interpreted, what is to be believed and whether something appears to be right or wrong. Analytical and critical thinking have some advantages, some of these advantages are the following

(1) Increases Language and Presentation skill
If What we communicate with others cannot be understood, there will be so many opportunities that will be lost, so It is very important for us to think clearly and systematically in order to ensure that we understand and we are easy to understand. It also helps to break down texts and grasp them.
(2) Helps to reach goals
In the case of every single thing, there is an ultimate goal that is the center around which all the activities go (Cohen and Levesque, 2011). Critical thinking breaks down texts, allows having in dept.-knowledge and thus helps to reach goals; On the other hand, analytical thinking helps to become kind of judgmental, focuses on information and activities that provide logical conclusions.
(3) The right use of the resources
Be it in the case of academic life or in the case of professional life, the resources provided are always scarce, so it is very important for every single person to ensure the proper use of these resources.  Critical thinking and analytical thinking help to ensure that the resources are being used properly.
(4) Increases the possibility of career success
This issue often goes unnoticed that being in touch with the man inside and having a deep understanding of why the man inside thinks the way he thinks can really make us happier (Crossan et al 2005). Critical thinking can help us better understand ourselves, and in turn, help us avoid all kinds of negative or limiting beliefs, and focus more on our strengths. Being able to share our thoughts can increase our quality of life.




[bookmark: _4khwspomg9pm]Conclusion 
In the challenging age, we are in, it is more certain that we will have to stand before different kinds of challenges and these different kinds of challenges will require different types of skills in different situations. The way time management will make our academic life and professional life more effective and orderly, teamwork increases our ability to work collectively and approach a common goal. All the skills discussed above have different levels of importance and implementation in our life. For us to ensure that we are successful in our life, we need to ensure that we are skilled at those.  
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