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                                        INTRODUCTION
Time management and successful teamwork are critical abilities in today's rapid and linked world. Whether you're a student, a professional, or a member of an academic skills team, acquiring these abilities can significantly boost your efficacy, performance, and general achievement. Time management entails efficiently allocating and prioritising your time to complete tasks and achieve goals. You must plan, organise, and optimise your resources to maximise productivity while minimising stress and procrastination. Using tried-and-true ideas and techniques. Teams and individuals can handle various duties more effectively, fulfil deadlines, and accomplish desired results.

Teamwork, in the same way, refers to the involvement and collaboration of individuals. Collaborating towards a shared objective. It entails bringing together disparate skills, information, and viewpoints to generate superior results that would not be feasible through each person's work alone. Clear communication, active engagement, respect for others, and a shared comprehension of assigned duties are all required for effective teamwork. Scheduling time and teamwork are critical in the framework of academic skills for students to thrive intellectually and for academic abilities organisations to supply comprehensive support. Students can effectively balance their schoolwork, tasks, and activities outside of school by learning time management strategies, resulting in better performance and lower stress levels. At the same time, academic skills teams count on effective collaboration to create and execute programmes, workshops, and materials that target students' requirements while also creating an environment that promotes learning.




                                               MAIN BODY
                                                     
                                  TIME MANAGEMENT
The art of skilfully controlling your time so that you can finalise tasks, meet deadlines, and accomplish goals faster and effectively is known as time management. It is making intentional decisions about how you spend your time, setting priorities for tasks based on their top priority and importance, and maintaining discipline and attention to boost your time. Take o charge of your plane rather than allow it to run your life. It entails The goal of time management is coming up with plans and putting them into use to manage your workload, lessen stress, and maximise productivity. You can get more done quickly, avoid last-minute hurry, and maintain a better work-life balance by managing your priority. Establishing defined goals and objectives lets you decide what must be accomplished within a given time limit. An effective time management strategy is based on the SMART (Specific, Measurable, Achievable, Relevant, Time-bound) goal-setting method. Identifying and prioritising jobs based on relevance and urgency is critical. By focusing on high-priority projects, 
you ensure that your time and energy are directed towards activities that influence your goals most. An example cited by Goldenstein, write, and Berger (2018, pp.1-6) Making a detailed plan and timetable allows you to set aside particular time intervals for various jobs and activities. This keeps you organised, decreases the possibility of tasks sliding through the cracks, and ensures that you are making progress towards your goals. Choosing how much time to devote to any task or activity necessitates calculating the effort and taking into account elements such as deadlines, complexity, and importance. Allocating sufficient time helps to avoid overcommitting or underestimating the time required for jobs. Identifying duties that may be delegated or outsourced allows you to free up time for more important or specialised pursuits. You can focus on your primary responsibilities by delegating chores to capable colleagues or utilising other resources. Emails, social media, and distractions may all eat into your productive time. Distractions can be reduced by using tactics such as shutting off notifications, creating limits, or locating a peaceful workspace. Regular breaks are essential for keeping focus and avoiding burnout. Resting, recharging, and engaging in self-care activities can boost productivity and well-being. Examining your progress, analysing your techniques, and commenting on what worked and what didn't can assist you in making modifications and improving your time management abilities over time.

Overall, efficient time management allows you to make conscious decisions about how you spend your time, increases productivity and efficiency, decreases stress, and assists you in achieving your goals. It is an important talent that can help you in many areas of your life, including employment, school, personal interests, and relationships. Different ideas and frameworks have been established to help people understand and improve their time management skills. Here are some significant time management theories and frameworks:
An example cited by Brattured, Burgess, Fasy, Millman, Oster, and Sung (2020, pp. 498-502)Former United States President Dwight D. Eisenhower popularised the Eisenhower Matrix, also known as the Urgent-Important Matrix. It divides jobs into four quadrants based on their urgency and importance: important and urgent, important but not urgent, urgent but not important, and neither urgent nor important. This paradigm assists individuals in prioritising chores and focusing on the most vital activities. An example cited by Noteberg(2009, pp.1-156) The Pomodoro Technique, invented by Francesco Cirillo, is a time management system that divides work into 25-minute intervals termed "Pomodoro," followed by brief breaks. A lengthier rest is taken after finishing a certain amount of Pomodoro. This strategy tries to improve focus, productivity, and time awareness by working in short, intense bursts. Time blocking entails separating your schedule into different time blocks dedicated to specific tasks or activities. It allows users to better organise and focus by assisting them in allocating time for various responsibilities. Time blocking guarantees that key activities receive undivided attention by giving particular periods to projects. According to  Tracy (2017),
The "Eat That Frog!" theory, coined by Brian Tracy, proposes tackling the most difficult or unwanted activity first, frequently referred to as the "frog." Individuals can prevent procrastination and develop momentum to complete subsequent chores with greater ease by tackling the most difficult activity first. Parkinson's Law asserts that work expands to occupy the time available to complete it. It emphasises the necessity of setting deadlines and working within time limitations to avoid unnecessary delays and ensure task completion efficiently. The 80/20 Rule (Pareto Principle) states that around 80% of outcomes are caused by 20% of the factors. When it comes to time management, this means that a considerable part of productivity is derived from a limited number of high-value tasks. Identifying and prioritising these high-value jobs can boost productivity dramatically. An example cited by Golden, Wiritz and Berger (2018, pp.1-6)  Getting Things Done (GTD): GTD is a productivity strategy developed by David Allen that emphasises capturing all activities and commitments in an external system, organising them into actionable lists, and regularly reviewing and updating them. It encourages a thorough approach to task management and the reduction of mental clutter. Quadrants of Time: The time quadrants, popularised by Stephen R. Covey, split tasks into four groups based on their urgency and importance. (1) Urgent and Important, (2) Not Urgent but Important, (3) Urgent but Not Important, and (4) Not Urgent and Not Important are the quadrants. To avoid avoidable crises and foster long-term success, the framework advises focusing on operations in Quadrant II (Not Urgent but Important). Time management has a huge impact on university students' performance. Here are a few examples of how time management affected their academic performance: An example cited by Kennet (1994, pp. 295-307)Meeting Deadlines: Good time management ensures that students turn in their assignments, projects, and papers on time. They can avoid rushing through work, alleviate stress, and maintain high quality by assigning enough time for each activity. Students can use time management to construct a study schedule that covers all relevant areas and allows for thorough preparation. They can set up precise time slots for each subject, guaranteeing thorough coverage and preventing last-minute stuff.
Exam Preparation: Time management is essential for appropriate exam preparation. Students can set aside enough time for reviewing, practising tests
 and comprehending difficult ideas. They can minimise the stress and inefficiency of cramming by spreading their study time.
                                            Team working
An example cited by Parker, Hodierne, Anderson, Davies and Elloy(2019,pp209-213. Academic skills teams often assist students in building the necessary abilities and strategies for academic success. Here are a few crucial considerations to keep in mind when working in such a group: Collaboration: In an academic skills situation, teamwork is crucial. Collaborate with colleagues to create and implement workshops, programmes, and resources to help students improve their academic skills. Communicate and share ideas regularly to maintain a unified and effective strategy. Concentrate on offering thorough assistance to students. Assisting with methods of study, scheduling, abilities to conduct research, written work, logical thinking, and preparing for tests can all fall under this category. Customise your assistance to meet the unique needs of varied student populations. Create and lead training courses and workshops to help students improve their academic skills. Identify areas in which students can struggle, like recording information, essay composition, or presentation abilities, and create interactive seminars that engage students while also providing practical suggestions and methods. To address particular student needs, provide individual advice or tutoring sessions. Make use of these possibilities to provide personalised advice and feedback, assisting students in developing their learning abilities in a concentrated and specialised manner. Evaluate the efficacy of the academic skills programmes and interventions you provide regularly. Collect student comments, analyse data, and make modifications to enhance the quality and effect of your services. Monitor student development and analyse the outcomes of the assistance programmes. Professional Development: Stay current on the latest studies and best practices in academic skill development. Participate in pertinent meetings, training sessions, webinars, and continual learning. Discuss your understanding and skills with teammates and actively participate in the academic skills team's progress. Develop strong connections with 
faculty members from various fields. Work with them to incorporate academic instruction into the curriculum, offering a comprehensive approach to
 learning progress. Collaborate to determine situations where further assistance may be advantageous and to investigate new approaches to meeting student requirements. Every student is different, therefore it's critical to provide personalised help while also encouraging autonomy and learning on their own. You may improve students' academic progress and entire educational encounter by working cooperatively and consistently enhancing your programmes and services. In this world of technology and continual communication, properly organising time and interacting successfully as a group is more crucial than ever. People as well as groups can overcome obstacles and react to shifts in conditions by honing these talents. and succeed in both educational as well as professional environments. The parts that follow will go into greater detail about the principles, tactics, and advantages of organising your time and collaboration, giving useful information to help you excel in your academic skills adventure.
                                      CONCLUSION
Finally, good time management and teamwork are critical components for achievement in any endeavour. Individuals and teams can achieve increased productivity, meet deadlines, and produce excellent solutions by employing time management tactics and establishing strong teamwork. Prioritising activities, defining goals, and giving suitable space for every task is all part of time management. It assists people in staying organised, reducing stress, and making the best use of the time they have. Individuals may develop achievable timetables and spend time successfully by identifying essential targets and dividing them into smaller doable activities. This improves concentration, reduces delay, and guarantees that key deadlines are followed. Furthermore, collaboration is essential for accomplishing group goals and maintaining a collaborative work atmosphere. Team members may handle complicated challenges and create new solutions by combining their varied talents, knowledge, and views. Clear communication, attentive listening, and appreciation for individual contributions are required for effective teamwork. It also entails evenly allocating tasks and responsibilities, capitalising on each team member's abilities, and cultivating a positive and welcoming collaborative environment. When scheduling and teamwork are coupled, a great synergy is created. Members of the team who are adept at time management may synchronise their work, providing that everyone is on the same page while working against the same goals. They are capable of creating realistic timelines, coordinating tasks, and maximising efficiency. Furthermore, good teamwork promotes transparency, cooperation, and open interaction, which improves time management. Finally, mastering organisational and collaborative skills leads to better production, efficiency, and outcomes. Individuals and teams who prioritise these qualities will enjoy more success, achieve their goals, and contribute to a healthy and productive work environment, whether in the business, academics, or personal initiatives.



                                       REFLECTION BY ERA 
My personal experience about learning in the academic writing module wasn’t easy at first, My first assignment in my academic writing module requested me to produce an academic paper on a complicated issue relating to my field of study. I chose a subject that I found both interesting and easy for my understanding because it required me to go into an established and evolving area of inquiry I spent several weeks during the experience phase undertaking considerable study, reviewing research papers, and accumulating important information. However, I ran into a big stumbling block when it comes to collecting and synthesising the huge quantity of data I had gathered. I struggled to develop a clear structure for my exam and was confused about how to effectively explain my points. During the reflection period, I realised that I had neglected to outline my paper before beginning the writing process. Thinking about my experience, I realised that I had been too focused on obtaining information and had overlooked the critical stage of building a clear and logical framework for my paper. I also realised that I needed to improve my ability to synthesise knowledge and communicate complicated thoughts coherently. In academic writing, reflection is an important aspect of the learning process. Students are asked to reflect on their experiences after participating in the writing activities. They can ask themselves, what did I learn from the research process? What were my writing strengths and weaknesses? Did I encounter any difficulty in properly communicating my ideas? I find
 areas for improvement and acquire insight into their writing skills and flaws by reflecting. The application phase entails applying what you've learned in the moment and reflection phases to future writing tasks. This could involve incorporating instructor input, using tactics to improve organisation and clarity, or employing good citation and referencing practices. The execution phase lets pupils apply their newly acquired information and skills to improve the writing they do in future assignments. In the application phase, I put all the information that I found and try to organize what was the most truthful source of research, and try to present my work most correctly. Both in the execution phase but also in the search for information. Armed with this newfound knowledge, I altered my strategy. I spent time planning my paper, detailing the main sections and subtopics, and identifying significant arguments and evidence. I also worked on strengthening my ability to synthesise information by rationally organising my thoughts and creating a smooth transition between paragraphs. Furthermore, I worked harder to provide clear and succinct explanations of complicated subjects, making the text more accessible to the reader. This is my experience in learning the academic writing module and analyzing the various processes as mentioned above, which allowed me to carry out my greatest possible effort and follow a professional study structure.
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