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INTRODUCTION 
 Academic skills are basically the combination of the important skills like academic writing, presentation skills and referencing that undertakes more difficult skills like critical thinking and reflective practice. These skills are considered very important because when it comes to reality it is linked with other types that is required at each and every stage of life. This also benefits in terms of more emphasis on the bettering the communication, attaining the success and remembering certain important things for a longer duration (Dill and Zambrana, 2020). Professionally also these skills play an important role in uplifting the productivity level and attaining success. Also some skills are transferable that can be utilised in the workplace. The report below will be covering topics like time management, Teamwork, Motivation and analytical and critical thinking. The reason of selecting the same will be covered in the report below by including the format like importance of each topic and its tools and strategies. 
TASK 
Time management
It is the procedure according to which planning and organising things becomes comparatively easy by allocating the required time among the activities. When an individual is equipped with these skills, it requires less time and less effort to perform a task. This in return benefits in terms of reduced stress level, an eagerness to learn something new and stay focus. 
Importance of Time management- 
· Less stress level- When time is managed effectively, then the result comes out in the form of enhanced confidence level. When it is said good time management, it means an ease to met the deadlines. It makes the more productive and this helps in prioritizing the more important work.
· Better work life balance- the main advantage of time management is better work life balance. This is reflected in terms of good relationship among the professional life and personal life 
· Greater focus- when an individual pursue good focusing ability, then it tends to explore more opportunities and is more prone towards donating the time on projects, goals and people. This ability comes with the time management. 
· Less procrastination- the term procrastination means avoiding completing work on time and shifting the same to next day. So when there is good time management, the chances are low of the same (Elder and Paul, 2019). Also because it provides an individual with control on the workload
· Less distraction- when time is managed appropriately, the concentration power tends to increase and an individual starts focusing on important things and that too by neglecting the things that are less important
· Increased energy- it has been commonly observed that when time is not effectively managed, work keeps on getting pending and takes more than expected time to complete same and results in dropping of energy level. When there is good time management, the energy level is maintained and improves productivity level. 
Tools for time management- 
· Prioritization- when the time allocation is directed towards right things, it helps increasing dedication.
· Scheduling- when there is proper time schedule in place, things are managed effectively and timely
· Goal setting- in today's business world, when it is seen that people are becoming successful in their respective field, it came to view that reason is setting of goal and time allocated for the same. This is overall a clarity in the mind.
· Concentration and focus- making the time schedule is not enough, it therefore requires a strict focus to pursue the same. This requires reducing the distractions and make a flow in the direction of attaining something useful. 
Practices for time management-
1. Prioritizing activities and task- it is important for an individual to have clear understanding about the preference of the task  (Gonzalez and Melo, 2019). This will include a proper delegation of activities to person responsible, so that they can begin to work on priority basis. 
2. Removing interruptions- when obstacles arise on the path of work completion, it leads to delay and may disturb the whole ongoing process. The problem can be the environment, smartphone devices or the use of social media
3. Restricting the postponement of the activities- tasks are needed to be completed on the specified deadline. This will helps in saving time for another important work. This leads to increased efficiency level.
4. Limit multi-tasking- when there is work of high importance, it is advisable to concentrate on one rather on many. Because if going for all, will result in less efficiency and poor performance.
Teamwork
It refers to actions that a team takes with the help of its member with the objective of achieving common goal in most effective and efficient way  (Griffin and Coelhoso, 2018). Its features comprised of shared goal, interdependence, boundedness and stability. In order to have good team work, there are certain prior considerations like having an open communication, coordination and cooperation. 
Importance of teamwork- 
· Improved personal growth- when an individual work in a team, then the chances of growing more tend to increase. Doors of opportunities gets opened with respect to learning new concepts and experiences. Working in a team also results in becoming good listener
· Boosted productivity- when received an appreciation while working in a team is considered very effective for enhancing the productivity level. Also when the team members get respect from each other, they tend to work extra and with maximum capacity. 
· Few mistakes- when working in a team, all people involved encourage each other which automatically reduces the chances of mistake to occur. 
· Expansion of creativity level- when individual works in a team, it brings on the ground diversified and lead to origination of the innovative ideas and thoughts. 
· Various chances for growth- A single person is not equipped with all skills and knowledge and cannot offer solution to each type of problem and therefore unable to make a quick growth.
Tools and strategies for developing effective teamwork- The tools and strategies mentioned below work for both aspects that is at workplace as well as at individual level (Wigfield, Muenks and Eccles, 2021).
· Building diversified and inclusive team- by creating a team of members who have different ways to think, brings unique perspectives and ideas to table. This also leads to good decision making. 
· Clarity in roles and responsibilities- until there is no clarity of the task to be performed, it often leads to miscommunication and also one of the reason for the stress in a team. So it is vital for the members of the team to have proper understanding of their responsibilities so that no confusion is created and most importantly saving of time. Also the efforts are made in right direction. 
· Encouraging clear and frequent communication- it is the most important tool for the effective teamwork. As misunderstanding often leads to chaos. Having clear and frequent communication ensures work is completed within time frame and build trust that overall improves the performance
· Offering freedom in decision making- when team member believes that they are trusted for any decision they make, tend to work more effectively and efficiently. So in order to keep members engaged, an opportunity is provided to all to make their decision.
· Providing immense opportunities for learning- All people does not have tendency to work collaboratively and cooperatively in a team that is they are not equipped with the knowledge of same   (Wang, 2019). It requires in place proper training and guidance. In order to have robust teamwork satisfaction is also very important among all the members of team. 
· Establish trust- trust is the most important element of the effective teamwork. At workplace shared goals, being together in crucial times and maintaining open communication is important for the team building
· Set ground rules- when a member works as a part of team, very well know about the strength and weakness and the style of working. Rules here are referred as the way in which members will communicate, the establishment and meeting of deadlines and the way in which problems will be handled. It is important that the rules are flexible and change. 
· Conduct negative polling- despite of knowing whether the member agree over certain decision or not, try asking about their disagreement. This basically will be the opportunity for the members to provide their thoughts. If any conflict arise, then consider it as beneficial that leads to better outcome 
· Give and accept feedback- when giving feedback, the only aim is the development and growth of an individual. It helps in creating awareness by knowing others perceptions
· Have clarity about when to move further and when to step back- the leader of team have knowledge about the working style of its team member. So it is recommended that leader does not interfere in the contribution of members or making any assumptions on behalf of others.

Motivation
This act as a reason because of which an individual begins to work or perform. It act a major driver in achievement of the goals or fulfilment of the needs. This is of utmost importance for those who faces anxiety or depression (Suntheimer and Wolf, 2020). Basically it act as therapy to get out of the same. This is required at workplace as well as for personal development. 
Importance of motivation-
· Improves efficiency level- the difference that is existing between an ability and willingness can be abolished via motivation that will result in improved productivity level and overall efficiency 
· Reduction in resistance to change- considering the workplace scenario, if the environment of company and its employees are motivated, no employee wishes to change organisation
· Helps in changing negative attitude to positive attitude- In order to attain goals, positive attitude is important. This includes rewards and recognition, encouragement and an appraisal. In reference to organisation, when employees feel motivated they work with full efficiency that leads to success.
· Helps in introducing the changes smoothly- environment is changing and its important to adapt the same. People often resist to implement the change because of its adverse impact. This resistance can only be challenged with the motivation. People must take this as an opportunity to grow.
Tools and strategies for improving  motivation- 
· Asking for input from employees- a constant interactions with the employees will make them feel that they matter to an organisation and so does their opinions. Keep looking for their suggestions in order to enhance the working condition, will work out as an effective tool.
· Offering personal enrichment programs- this includes arranging training sessions and seminars for employees, that will work for the enhancement of skills
· Giving recognition for good work- appraising efforts of an employee will make them feel motivated and will maximise their contribution to attain the goal. 
· Setting intermittent goals- this includes the introduction of the tracking system, that will assist the employee to set that goals that are reasonable and achievable. 
· Celebrating achievements- rewarding small achievements help the members of the team to be connected with work and keep a focus on the goal. This takes into consideration two important things that is gratitude and validation. 
· Extend positivity- having a positive culture act as a great source of motivation for an individual. 
· Develop a mentorship program- when there is a good leader in place, encourages, advices and understand the subordinate in each and every aspect. 
· Promote mindfulness- encourage the employees in organisation to take a breaks while working in order to feel fresh and avoid getting exhausted from work. 
Analytical and critical thinking
When it comes to analytical thinking, it takes into account the logic and in this reference the creative thinking is used to examine the situation (Schunk and DiBenedetto, 2020). The former involves a deep dive into the facts and evidence while the latter involves group of options to reach certain decision. 
Importance of critical thinking- 
· It improves language and presentation skills- when there is clarity in thoughts of an individual, a systematic way is developed to portray an idea. A process is generated to understand things better 
· It promotes creativity- when an individual is equipped with an ability of critical thinking, then it is more prone to offer unique solution to problems and along with this also an ability to select the best alternative from the available ones. 
· It is important for self reflection- critical thinking equips a person with a technique to do a self evaluation 
· It encourages curiosity- when there is eagerness to learn something new or think in different way, it enhances the experience and expand the range of interest   (Sacks, Eastman, Lee and Teicholz, 2018). When it is said a person is critical thinker, it is an individual nature and also person is available with wide range of opportunities in which this thinking can be applied.
· It fosters independence- when a person get equipped with the independent thinking skills, then not only tend to become a great thinker but an amazing leader. 
Importance of analytical thinking- 
These skills are important to understand the ability to solve particular problem. This further aids in making a step forward in the correct direction. These skills further helps in making most effective decision and also outline an action plan to solve the problem. These skills are mostly preferred in the data management and IT sector. The person who has deep understanding of these skills are on priority of employers as it is expected from them that they will enhance the process of operations of company. 
Tools and strategies for critical thinking-
· Asking questions- this will allow to think differently about solving a problem by understanding the root cause of same. This will develop the self esteem in individual through offering an opportunity in terms of expression of thoughts 
· Encouraging decision making- by trying understanding each and every alternative possible for effective decision making, will boost the critical thinking skills 
· Take into consideration different point of views- when looking at aspect from different prospects, will produce a wider range of alternatives through which it can be analysed  (Levin and Verner, 2020). This also helps to know other point of views and new learnings comes to picture. 
· Self analysis- in order to make understand others about reaching a certain decision, requires logic and clarity in thinking. 
Tools and strategies for analytical thinking
· Try to oppose the viewpoints- this will result in expansion of perspective of one self. When making self analysis, it is important to include all possible evaluations and it is also suggested to neglect restricted to one way of thinking
· Read more frequently- by engaging in different situations, helps in developing the imagination capability that is from diversified perspective and that too with the creativity. 
· Observe more- digging into small elements of the data, will help in improving the analytical skills as it produce a clarity with respect to how things work.
· Evaluate past decisions- trying considering decisions taken in past will help in improving the ways of making the same if the similar situations occur (Hardy, Powell and Pharris, 2020). Any mistakes in past is a learning for present. 
· Maintaining a journal- when it is about improving the analytical skills, it is recommended for the person to make an entry for the situations faced and the way it is managed. This will overall helps in making better judgements by taking the past scenario in consideration. 

CONCLUSION 
[bookmark: _GoBack]From the above report we  concluded that having good academic skills benefits an individual in boosting the confidence level, competence and self esteem. Therefore these skills are necessary as in reality they are associated with other skills that is needed in various aspects of life. The report above has covered topics like time management, motivation, team work and critical and analytical thinking. From this it came to view that an individual equipped with this skill is prone to more successful and take quick effective decision. The topic of time management is chosen as it allows to achieve something big in shorter duration, motivation make a person to direct an effort towards enhancing the performance and personal growth. 
The critical and analytical thinking assist in better understanding an individual. 
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