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[bookmark: _Toc112864947]Introduction
This report has focused on the key skills of a person like time management, teamwork, and motivation. It also discusses why these skills are important in future academic work as well as professional work. 
Academic skills are the abilities and methods than help students thrive in school. They often expand on students' knowledge of written and verbal communication, time management and motivation skills 
Many of these skills can be transferable between different situations.

[bookmark: _Toc112864948]Importance of time management in academic and professional work
Time management is a method that is used to plan and balance the time between various activities. This method allows users to use their time in a productive and efficient way. The users can complete their tasks without feeling any kind of stress (Indeed Career Guide, 2020).  One can build a better reputation and grow their career by using strong time management skills. It also allows the users to improve their performance and fulfil their desires with more effective strategies. There are many theories of time management. But three of them are the most effective theories such as the Pickle Jar Theory, Parkinson's Law, and the Pareto principle (Discover Business, 2022).
Importance in academic work: Time management skills play a very important role in the growth of students. Every student tries to complete their curriculum within a fixed time frame. Many learners feel it stressful to manage their academics, assignments, and preparation for exams at the same time. Sometimes, they can not divide the time equally for every chapter of their academics for last-minute preparation before their exams. This affects their learning capability. If the students can recognize the value of time and utilise it properly to focus on their goals, they can be able to achieve their goals with less effort. If they can manage their time effectively, it will help them complete the tasks on time. They can manage their workload effectively. A student can create a different identity among the crowd because of his strong and effective time management skills. The students can enhance their decision-making capability and control their life by using their time management skills. It will also help them to remove all kinds of negative features like anxiety and stress. Removing all kinds of distractions such as mobile phones allow students to increase their focus on their study. A strong concentration power helps the students during examinations and other aspects of life also. Using calendars and checklists, they can track their tasks that are already done or left unattended. This practice helps them to save a lot of time. They can make a schedule of their remaining tasks instead of hurting up at the last minute. An organised environment helps the students to enhance their work style. It also allows them to avoid spoiling the essence of the task. Using time management skills, students can set their priorities as they are sticked on to their schedule and achieve their targets in a fixed time by dividing their targets into various segments. The students get motivation after achieving every small segment. This keeps them energised and engaged to move ahead. Managing the time properly provides extra time for the students to relax and reduce the academic work pressure or use it for other important purposes (The Higher Education Review, 2022).
Importance in professional work: Good time management skill is very important for any person to have a successful professional career. These skills add various benefits. Enhancing performance is one of the best benefits of managing time for the working professionals. The understanding of the professionals increases about what should be accomplished and how much time they need to finish the task on the table. They can also reduce the possibility of procrastination by making a perfect schedule and sticking to it strictly. After making a schedule for their daily work, the professionals can allow themselves not to waste much time on deciding what to do to accomplish the total work. This also allows them to be aware of time-wasting elements so that they can have a better idea of completing the task and focus on the task to finish it in the decided time frame. Effective time management skills allow the working professionals to deliver their work on time as they already had allocated every task with a unique time slot and kept track of the deadlines. The professionals also have to make sure that they start their work on time to manage to deliver their work on time even after meeting any unexpected challenge. Time management skills are also helpful for reducing stress and anxiety of the working professionals and avoiding the effects of these like less productivity, health concerns, depression, and obesity. The professionals can make a list to prioritise their important work and complete the tasks according to the priority (Skillsyouneed, 2022).
High-quality work is always in demand in any workplace. Proper implementation of time management skills encourages the professionals to increase their productivity and that reflects in the enhanced quality of work (Kashyap, 2022).
It is the responsibility of the working professionals to maintain a certain quality in their work and they can easily do so if they manage their time effectively and prioritise their work. Time management skills work as assistance to prioritise work and focusing on it. Good time management skills are helpful for the professionals to become more productive and efficient workers as they do not waste time on unnecessary activities. This helps them to complete their work as fast as possible without sacrificing the quality of work. Good time management skills also allow the professionals to balance their professional and personal life. If every employee of an organisation manages their time effectively, it increases the productivity of the company (Dahal, 2022).
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Motivation is a state that involves active goals and requirements. The process of motivation stimulates the actions of people so that they can accomplish their goals (Managementstudyguide, 2022). There are five major motivation theories such as Maslow's Need Hierarchy Theory,  McGregor's Participation Theory,  Herzberg's Motivation Hygiene Theory, Urwick’s Theory, and McClelland's Need Theory (Chand, 2022).
Importance of motivation in academic work: Motivation is the key to success in studies. Sometimes, it comes from within the students and sometimes they get it from outside. An intrinsically motivated student can perform a task on a better day as he is lighted up and excited to learn something new. A motivated student works even harder to gain grades and rewards and establish a unique identity. If the students are internally motivated, they can achieve greater success. Motivation allows the students to avoid the fear of failure and they are not afraid to make mistakes. Motivated students always look to participate in every activity in the institute with confidence. They are not afraid of asking questions to the teachers and they are driven to gain knowledge. The motivated students are found in healthy arguments and discussions. Motivation helps students to explain their perceptions in front of others in the class. Motivation helps the students to stay engaged in the class and not to be bored. Motivation also allows learners to relate their academic works with everyday life. Motivated students are always attentive in the class as they always look to add more knowledge (Reading Rockets, 2022).
Motivation helps the learners to understand the need for learning so that they can develop their learning desire. They are stimulated by the motivation to think, focus, and learn in an effective manner. It also drives the students to enhance theory academic performance. A motivated learner can learn new things very quickly and achieve his goals. The learners can concentrate on what they are studying because of being motivated through their learning activities. This makes the learners satisfied too. Continuous motivation helps the students to keep focusing on the subject they are learning and is also helpful in their self-development process. Their behaviour is directed towards a specific goal because of motivation. It is also the reason behind the increment of persistence as well as an initiation in learning activities. Motivated students can spend more time on their studies and it is reflected in their performances in the assessments and it also affects their learning and achievements of the students. The cognitive process of the learning of the students is also enhanced by motivation. The motivated students always look to concentrate on the subjects that are taught in their institutions and try to connect those lessons with real life. They also look to finish their assignments on time while putting in their best effort to enhance the quality of their work. Demotivated students bring down the energy of the class and affect learning. That is why continuous motivation is necessary for academic work (Filgona et al., 2020).
Importance of motivation in professional work: Motivated employees play a very important role in the success of a company. Motivation drives the workers to put a high level of commitment and extra energy into their work every day. This helps the employees to increase the productivity of the company. Motivation allows the professionals to increase the level of output and help the company to reach its important goals. While a demotivated workforce works at a slower pace, tends to ignore tasks and is busy with other unnecessary work. They don't have a stable concentration level and also no energy at work. In such a way, they waste the resources of the company. Whereas, a motivated workforce comes with a lot of enthusiasm and they are driven for work. They also feel proud of what they are doing. Motivation pushes employees to accomplish their tasks as quickly as possible. They always want to perform better, which increases their confidence and the productivity of the company. The working professionals can get motivated by getting acknowledged for their work through various rewards and benefits. It creates a culture of innovation in the workplace. An appreciated and well-supported employee always looks to push his limits and perform better for the company. This helps the employee to grow fast (Perkbox, 2022).
The rewards that the employees receive for their work, increase their satisfaction level. A satisfied workforce is always motivated and encouraging to each other. 
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If more than one person works collectively for one common goal, it is called teamwork. It is easier to observe and explain teamwork than to produce it (Driskell et al. 2018). Tuckman’s theory is a very useful theory to increase teamwork in an academic setup or an organizational setup. 
Importance of teamwork in academic work: Teamwork is also very important in academic study. Students can enhance their communication skills by working collectively in a group. They also get an opportunity to improve their social skills which include active listening skills and effective speaking skills when they work in a team. While producing a collective effort, students get an opportunity to learn how to listen to the group leaders and teachers. This helps them to perform their roles in the group in a more effective manner. They also learn how to communicate with each other to transfer the information and share their individual thoughts. Because of teamwork, the students come to learn how to express their thoughts and perspectives in a group confidently and effectively. Working in a group makes the students understand that their opinions and perceptions are valued and listened to carefully. This increases the confidence of the students and their further participants are encouraged in the group activity. Group setting encourages the members to be better communicators and brings in an opportunity even for the introverts to participate actively in the team discussion and learn from the enjoyable group activities. Teamwork has an extraordinary potential to reduce the chances of bullying among students. They are able to rise above the unacceptable acts or comments of bullying once they come to know that their opinions are being valued in a group setting. Students are provided with a proper support system once they become a part of a caring group. Students can increase their self-confidence from various activities of the group and can be empowered to stand against any case of bullying. This can create a support system for others who don't have similar support against bullying.  Teamwork helps the students to set themselves to be successful in the future. This is one of the key importance of working as a team. Most of the career paths are operated in a group setting as almost every industry asks for people who can work closely with others (Marlborough, 2019).
Importance of teamwork in professional work: Teamwork in professionalism makes a great impact on the success of a company. Teamwork increases efficiency in the workplace. It allows the employees to divide difficult tasks among the group members and then put a collaborative effort to fulfil the task. It allows them to finish the job faster. Teamwork also allows individuals to enhance their specialized skills so that the work can be divided according to their strengths and they can finish the task faster without compromising with the quality. In a group setting, every employee takes equal responsibility to achieve that one common goal. Teammates have to observe and stay dependent on the quality of work of each other. The whole team comes together to support and motivate a member if he lacks in performance. Working as a group always creates an opportunity to innovate faster. When an individual takes responsibility to complete a task, he can be stuck with limited ideas and solutions to tackle a problem. But in a group setting, all the members of the team present their different perspectives, ideas, and experiences to solve the issue and complete the task as soon as possible. Smart people always tend to learn from others' mistakes. While working as a team, every employee gets an opportunity to know the strengths and weaknesses of each other. They also come to learn many things by observing their mistakes of each other. Teamwork also encourages healthy competition among the members of the group. Every employee tries to push their ability to perform better than others. This helps them to grow faster and increases the productivity of the company also. The developed workforce is acknowledged by different rewards and promotions. This motivates the workforce to continue improving their performance (Brighthr, 2022).
Teamwork helps increase the morale of the company. Increased company morale helps the employees to push their strengths forward and grow their careers. It also helps the workers to keep their spirits high and enjoy their work. Workplace synergy plays a vital role in maintaining an upwards momentum in a business set-up. Teamwork helps maintain synergy in the workplace and reflects on the competitiveness of the group. Collective group work comes with various positive attributes such as perseverance, sacrifice, and compromise. This helps enhance the standards of the group as well as the company (Wooll, 2021). 
 In my opinion, teamwork is less important than time management and motivation. Managing time is extremely important both for academic work and professional work. Without managing the time properly, the work or the assignment can not be completed within a dedicated time frame. Motivation also makes a similar impact on the performance of every individual. A demotivated person can not feel the urge to do the given work or be more productive. Whereas, teamwork is not a necessary thing in all kinds of work. There are many tasks that can be done single-handedly. Work can be continued even without doing it as a team. This is why time management and motivation are more important. 






[bookmark: _Toc112864951]Conclusion
The skills such as time management, motivation, and collaborative work are one of the essential demands in the academic and professional fields. One cannot grow his career without these skills. Managing time helps the students and the professionals to complete their tasks on time and deliver it without compromising with the quality. It also helps an individual to stay organised and keep a track of his development. Whether it is an individual or a workforce, they are unable to work to their best potential without motivation. A motivated person can be able to inspire others and that builds a healthy culture. Teamwork is also useful in enhancing the quality of work, producing many options to solve a problem and many other purposes. But there are many tasks where collaboration is not a must. But it still adds value to any company's performance.  
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