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[bookmark: _Toc131400824]1. Introduction
[bookmark: _Int_0i66evSP]This report will explore the most useful academic and personal skills which are necessary for academia and work life. In ”The study skills handbook”, Cottrell (2019), had laid out how good practice of studying and good established academic skills could help students to improve their study and life; implementing time management as knowledge how planning, prioritizing, and organizing day-to-day responsibilities; at the same time to develop a critical thinking as well. What time management is, actually? This is the capacity to organize and regulate your working or study day, hourly; to be more efficient to accomplish your tasks. The report will touch interpersonal skills as one of the most important conditions for study and work (Herrity, 2023). These are active listening, teamwork, responsibility, dependability, leadership, motivation, flexibility, patient, empathy. The report will explore and focus on the topic of the leadership in article by Bradt (2020).
[bookmark: _Toc131400825]2. Summary
Cottrell`s Study Skills Handbook Chapter 6, discusses methods for developing concentration. It starts out by highlighting the value of concentration and how it may help maintaining your attention on your studies and achieve better results. It describes methods for enhancing attention, applying visualization techniques, and setting reasonable goals. Moreover, offers how to deal with interruptions and how to stay motivated. In the end of Chapter 6, stays some advice how to use technology to improve concentration and prevent procrastination.
First article “The Pillars of Interpersonal Leadership” explores the four components of interpersonal leadership: connecting, leading, inspiring, and supporting. 	
Second article “Interpersonal Skills: Definitions, Examples and How to Improve” discusses interpersonal skills which are abilities that allow people to interact effectively with others It includes communication, listening, problem-solving and many more (see Interpersonal skills).
[bookmark: _Toc131400826]3. Academic skills – time management
Time management is referring to the way that you organize and plan your time to be more   effective and how long you spend time for specific activities.
[bookmark: _Toc131400827]3.1. Planning
[bookmark: _Int_mH6i9JFu][bookmark: _Int_5TXEfVnj]It is important to organize environment of the student. As per Cottrell, time management is equal to success, so planning is crucial for studying and working process. The questions are what and when student or professionals should do. Cottrell suggested in ”The study skills handbook” to keep timetable or a diary. In that way students could dealing better with deadlines and appointments. For example, being an office manager, it is important to keep a calendar or timetable and to “remember” all important things must be done. 
[bookmark: _Toc131400828]3.2. Prioritizing
Next time management skill is prioritizing. Important skill which will help students when and what to study. If there is a deadline for assignment, time will be critical. In chapter 6 in ”The study skills handbook”, Cottrell is advising to make a time circle as a planner. Students could find it interesting and useful because it is visualizing their priorities. Creating a to-do-list and sorting items according to importance and urgency is easy technique to set priorities. Whatever students decide to use, it will be helpful. The author suggests making new lists: student/or professional often create a list with some items crossed off but others yet uncompleted. In that case, start new one and transfer any unfinished things over, plan when will complete old items by scheduling a certain time to complete them. Setting daily routine, by proven experience, is extremely helpful in studying and in work as well. Based on experience that type of prioritizing lists is important to be UpToDate with tasks and without procrastinations. For example, importance of prioritization of my day-to-day tasks. In my workplace most important is to serve customer first and later to restock and reorganize working place.
[bookmark: _Toc131400829]3.3. Organizing day-to-day responsibilities
Therefore, everything is organization, how student organize themselves to achieve excellent results. Cottrell advises to manage time by saving it: manage files, organize space, put labels, plan the day etc. Students could keep information which they think is important, nevertheless experience has shown that most of kept information is useless or unnecessary. Keep study place tidy: it is important. This is the right way to find needed information on time; if student use markers and labels, they may find things easily. Experience has proven that planning the day is fundamentals of the success during the day (it could be studying day or working day), but in all cases it is needed to be implemented. For instance, this book has confirmed my need of task scheduling such as keeping timetable and setting the alarms as a reminder. 
[bookmark: _Toc131400830]3.4. Critical thinking
It is the basis of personal development. According to Cottrell, critical thinking is the process of examining and analysing information and make reasonable conclusions. So, if you read only one source, you have only one point of view. Critical thinking involves developing logical arguments from reliable sources. Student has been advised to be curious, to develop and make research; to understand why two texts seem to disagree on main facts. So critical thinking requires more effort on their part. For example, many websites included information which is not confirmed, or it is not valued in academia. 
[bookmark: _Toc131400831]4. Interpersonal skills
In the article (Herrity, 2023), the author gives a definition of interpersonal skills: “this is your ability to engage and communicate with others and it depends on your interpersonal skills.” They discuss many situations where cooperation and communication are crucial. Some of the most important interpersonal skills are active listening, teamwork, responsibility, dependability, leadership, motivation, flexibility, patient, empathy. It is not just a line of words; these skills could be applied in the students studying daily routine and in working, professional environment. This report will examine only teamwork, emotional intelligence, and leadership.
Let us look in nearest future: when interviewers look for candidates who can work well with others, strong interpersonal skills might be advantageous to you during the hiring process. In Addition, they will assist you in succeeding in any job, understanding others, and modifying your approach to work effectively with others. The example could be coworking: during your work as an accountant, you will collaborate with other accountants to finish reports.
[bookmark: _Toc131400832]4.1. Teamwork
[bookmark: _Int_fEg54AVU]Other interpersonal skill, which is looking forward to exploring in the report, is teamwork. It is included in the meaning of the skills as active listening, responsibility, communication. Good to know that every company recognises the importance of having strong sense of teamwork. A skill as dependability is highly valuable by employers: they could trust to reliable people more and will give them significant responsibilities. For example, in the company Pret a Manger good team players are being promoted easily. 
Active listening means “paying attention to people with the intention of learning from them and interacting with them.” While having conversation with others, active listener will avoid interrupting; this can entail putting aside electronic devices, close laptop, as well as asking and responding to questions, as necessary. 
[bookmark: _Toc131400833]4.2. Emotional intelligence
According to the article (Herrity, 2023), author touch importance of the emotional intelligence, which is other important interpersonal skill. As a professional or student, using emotional intelligence, you may recognise and comprehend human emotions. Building relationships in job or in the class, completing tasks, and reaching goals can all be helped by having emotional intelligence. This skill could be helpful when student or professional have strict deadline, or must manage difficult relationship, or giving/receiving criticisms, dealing with change etc.
[bookmark: _Toc131400834]4.3. Leadership
The author of the article in Forbs, `The Pillars Of Interpersonal Leadership – Structure, Leverage And Confidence` (Bradt, 2020), grabbed the idea of leadership as one foundation of interpersonal skill. It is about motivating and empowering people to work as a team to achieve good and satisfying common goal. Bradt likes idea for three leaderships styles: artistic, scientific, and interpersonal. First one move others by emotions, inspirations. The second one motivates and guides through knowledge with their ideas and ways of thinking, however the third one (interpersonal leaders) lead others. Connecting involves building relationships, leading - setting clear goals and expectations, as well as providing direction and guidance. Inspiring is motivating and encouraging others to reach their goals. Nevertheless, in real life, the leaders are not so many. My observation is that most managers are not so inspirational and motivating.
[bookmark: _Toc131400835]5. Conclusion
By combining time management skills with interpersonal skills, student (or professional) could achieve the best results for their progress; and good balance between them, could shape individual as excellent student or professional. They must develop their old skills and increase number of new abilities. The present report has explored the ways of interacting during studying process between colleagues and classmates. 
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