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Academic and employability skills both are very important for the students who are pursuing an academic career and the employees who are working in an organization. In this report, academic and employability skills are discussed. For that reason, time management skill and the usefulness of the 4D tool is described. After that, research skill and the usefulness of the CRAAP tool is elaborated. Moreover, critical thinking skill and the usefulness of the Mindmeister tool is illuminated in this report. Furthermore, team working skill and the usefulness of the Tuckman stages of the group development tool is explained.
[bookmark: _Toc89893702]Time management skill
Description: Time management skill is the process of balancing and planning the time between activities. This skill can help to accomplish a task in a particular time frame amongst tight schedules and challenges. When an individual applies time management skills it can help them improve their reputation in the workplace (Suarta et al., 2018). With time management skills an individual can properly use time and get expected results. It can properly allocate time to complete the task efficiently. It is an art to do every given task in a limited time frame and does not stress about it. If anyone is working productively but he/she still cannot complete everything. It is because of not using time management skills. It is very important to prioritize the works.
Current status: I am a productive person. I do the given tasks as early as I could. But in the university, there is a lot of different types of work that are there to be done. I did not know about any time management tools. So how much effort I gave in my works I still cannot complete them in the given time (Teng et al., 2019). I struggled for some time with this. Then I learned about time management tools in my academic session. After that, I started to apply that in my work schedule. I managed to complete my tasks at a certain level. I am still learning and practising to improve more.
The usefulness of the 4D tool: The 4D tool is a time management tool is also known as the 4D's of productivity. This is the popular strategy to know if the given work is worth the time (Osmani et al., 2019). It is about taking a decision quickly if the task needs immediate action or it can be delegated to others. Which work to do in future and which one can be dropped from the to-do list. The 4 D's mean Do, Defer, Delegate and Delete. Arranging the given tasks in the categories can help to use time efficiently. It can help to prioritize the most important works. The responsibilities demand limiting the time. This is very important to choose which work needs most of the precious time. In this way, we can arrange our works to fulfil the greater goals. First, the to-do list is needed to be focused on at the starting of the work. Then it can be decided which work need to be quickly done. Which work is needed to be dropped or which important task is needed to be deferred.
	Objective
	Rationale
	Process
	Time

	I want to improve my time management skill so I can prioritize the most important task of the day.
	Many days I get lost in the huge workload and I do not spend the most time on the important task.
	I will learn to use the 4D tool of time management to decide easily which task is most important and need my immediate action.
	It will take about 2 weeks to improve my skill.

	I want to improve my skill to decide to delete the tasks which are not important and do not help me to reach my future goals.
	I cannot say ‘no’ to anybody so I ended up doing many unnecessary works which are not important for me.
	I will practice how to say ‘no’ to the extra unimportant work to delete them from my to-do list.
	It will take 2 weeks to practice this technique.
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Description: The research skill is the ability to discover a question's answer. This includes the ability to collect all the information regarding the topic (Cachia, Lynam and Stock, 2018). Also, analyzing and reviewing the information is part of research skills. It is also an ability to interpret the information to conclude a solution. It is very important to focus on the details of the information. Sometimes research works face various difficulties. So it is important to break down the problem into parts and study the information. This skill is very crucial for an academic and professional career.
Current status: I am not very good at paying attention to minute details. Sometimes I overlook some important detail that can be useful for me. So I have struggled to solve problems in many situations. I did not know about any research skill tools then I have learned about them in my academic sessions. Now my research skills have improved from before (Gill, 2018). I can focus on small details of the information. I am not perfect at this and I am still improving.

The usefulness of the CRAAP tool: The CRAAP tool is a great tool to inspect both the trustworthiness and reliability of the information. It is an abbreviation for:
· Currency: The information’s timeliness
· Relevance: The information’s importance
· Authority: The information’s source
· Accuracy: The information’s correctness, truthfulness and reliability
· Purpose: The reason for the existence of the information
Information's date reveals when it was produced or published. It is a way to know the currency of the information. Also, it can tell whether the information is the original description or a recent version. After that, it is important to know if the source will help as required. It should be considered if the information can cover the required topic (McGunagle and Zizka, 2020). Then should be determined the expertise and knowledge of the author know the information's reliability. After that, it is very crucial to know the accuracy of the source. It is also very important to identify the audience who is intended. Different kind of audience is the reason for various style of presentation.
	Objective
	Rationale
	Process
	Time

	I want to improve my research skill to solve any question regarding my research paper on my own.
	I cannot solve a few questions regarding my paper sometimes
	I will focus on the specific question to solve them
	It will take one week for improvement

	I want to be more observant with my research
	I overlook some important details which can be helpful to writing my paper
	I will recognize a reliable source and concentrate while I am researching
	It will take 2 weeks to improve my skill
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Description: It is an ability to think in a rational and organized way. It is to understand the connection between facts and ideas. It is a process to decide what we should believe. It is about analyzing and identifying the flaws of the thinking process. First, it is important to identify the question and the problem. Then the arguments, opinions and data are needed to be gathered. Then the data need to be evaluated and analyzed. After that, it is needed to identify the assumptions. Then the significance is needed to be built and a conclusion is needed to be reached. Critical thinking skill is very important for an academic career. Also, it is crucial for any employee in any position of any organization.
Current status: I have the skill of critical thinking. I can logically arrange my thoughts. I understand the problem then I assemble the data. Then I inspect the information. After that, I conclude. But after all these processes I still face problems sometimes. I have learned about a few critical thinking tools in my academic sessions. I started to apply them. Now I have improved my skill though I did not know it needed to be improved.
The usefulness of the Mindmeister tool: It is a mind mapping tool that organizes activities, tasks, ideas and thoughts in a diagram form. The main idea should be drawn in the centre of a blank paper. The main idea should be written in colourful and large manners with the picture or graphic design. Then some curved lines are needed to draw from the main idea which represents key ideas. It is necessary to draw the branches with bright colours with labels of one word. If it is sequential content it is needed to be sequenced in a clockwise manner (Scott et al., 2019). The importance of the content needed to be prioritized with pictures, symbols, punctuation marks, geometric figures and arrows.
	Objective
	Rationale
	Process
	Time

	I want to improve my critical thinking skill to think the more organized way
	I want a better outcome of my thinking to write my papers
	I will start to read the question a few times to think about the solution more organized way
	It will take four weeks to improve

	I want to improve my critical thinking skill to solve a problem in a short time
	Sometimes I take more time than others to solve a problem
	I will thoroughly analyze my ideas before implementing them without overthinking any part of them.
	It will take three weeks for improving.
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Description: Team working skill means working with others like peers or colleagues to reach a common objective. A good team player prioritizes the aim always. They do this in each individual's interest. This skill lets a person do work as a team through meetings, professional collaboration and conversations. It is very important for the classroom as well as for the workplace. The students to teamwork need to complete group projects (Pinto and He, 2019). Organizations prefer to hire employees with the team working skills to reach the company's goal and to keep a strong work culture. This skill can be developed with practice.
Current status: I have an average team working skills. I have a shy and introverted personality. So it is difficult for me to work with other few persons. Because it can take some time for me to open up and be comfortable in these situations. I cannot express my thoughts to them sometimes. For this reason, other members misunderstand me. This type of conflict never fulfils any objective (Tang, 2019). I have learned a few group development tools in my academic sessions. I am now starting to apply them and it helped in a great way.
The usefulness of Tuckman Stages of Group development tool: The usefulness of Tuckman Stages of Group development tool: Psychologist Bruce Tuckman described forming, storming, norming and performing in his paper named "Developmental Sequence in Small Groups" which was published in 1965. If any teams follow this process they can achieve high performance. He added another stage named "adjourning" later. When a team is new forms, the members of the team cannot be sure of the purpose of the team. They feel curious and anxious. Tuckman explained this stage as forming stage. In the next stage which is storming friction and conflict arises. In this stage, the roles are not to be cleared (Tentama and Abdillah, 2019). So some members may challenge the authority. In the next stage which is norming the members start to solve their differences and start to respect the authority. They now can understand each other in a better way. They feel comfortable giving feedback or asking for help. The next stage is performing. In this stage, the members started to perform their best. Then they efficiently reach their objective. Many team members reach the last stage which is adjourning or mourning. At the end of the projects, the members feel redeployed and the teams disbanded.
	Objective
	Rationale
	Process
	Time

	I want to improve my team working skills to improve my ability to give a speech in public
	As an introverted person, I struggle to share my thoughts with other people
	I will spend more time with other members of the team to feel comfortable around them
	It will take two weeks to improve this skill

	I want to improve my team working skills to keep a positive mindset
	If nothing is going smoothly with my thought process I feel negative about the outcome
	I will be more patient and keep my best performance throughout the project
	It will take three weeks to improve my skill
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To conclude, it can be mentioned that academic and employability skills are very crucial. It is important for academic and professional careers. This report has been focused on academic and employability skills. So the time management skills have been discussed. Also, the usefulness of the 4D tool has been explained. For that reason, research skill and the usefulness of the CRAAP tool is described in this report. After that, critical thinking skill and the usefulness of the Mindmeister tool is elaborated. Moreover, team working skill and the usefulness of the Tuckman stages of group development tool is illuminated in this report.
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