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1. Introduction 
· Explain/ provide a definition of academic skills 
· Briefly mention the importance of academic skills
· Provide a thesis statement. For example, you can say the following: 
This report will analyze…….In addition, 

1.1 Critical and Analytical Thinking Skills (by 

1.2 Cognitive skills such as analytical and reasoning skills in a person help him/her to analyze the obtained information, solve the encountered issues, and draw important conclusions on what has been achieved. Analytical thinking entails dissecting intricate concepts or scenarios into simplified parts for a better understanding. It makes people analyze parts that constitute a single whole as well as establish connections between them and see patterns in them. However, critical thinking entails looking at things from an objective perspective, posing questions on assumptions, and giving an opportunity for others' views (O’Halloran et al., 2017). Individuals need these abilities to succeed in their daily endeavors and exercise correct reasoning. On their part, analytical thinking involves people going through an organized procedure of checking on details. Breaking down concepts or problems into small pieces enables deepened comprehension. Critical thinking complements analytical thinking by encouraging individuals to question information and evaluate its credibility. A critical thinker doesn't accept information at face value but instead seeks evidence, considers different viewpoints, and assesses the reliability of sources (Wright, 2001).

1.3 In the workplace, analytical and critical thinking contribute to effective decision-making. When confronted with a business problem, an analytical thinker may systematically examine the variables involved, while a critical thinker assesses the reliability of data and questions underlying assumptions. An example of this is in case of a complicated issue presented at a job. The analytical thinker might divide the task into smaller components before analyzing them individually (Giuliano and Von, 2017). This approach enables a clearer comprehension of the problem's intricacies and facilitates the development of effective solutions. As a group, these competencies shape collective judgment, which results in rational and insightful decision-making. 

1.4 Analytical/critical thinking skills are essential for educational settings as well. Those students that acquire such skills can understand complicated concepts, assess data, and perform successful problem-solving. In addition, these skills are essential in the preparation of pupils and students for the dynamic world of employment. The synergy between analytical and critical thinking becomes apparent when addressing challenges or making decisions. Analytical thinkers lay the groundwork by thoroughly understanding the elements of a situation, while critical thinkers assess the information's validity and potential biases (Wright, 2001). Together, these skills empower individuals to make well-informed choices.


2. Referencing skill.

2.1  Referencing is one of the most important academic skills that allows readers to identify sources of information through acknowledging the work that is being referred to. It helps to clarify how the development of the author’s idea in a paper, book, or study has been developed from the use of other people’s work (Creme and Lea, 2023). Referencing usually consists of two parts, the citation, and the bibliography. The citation is using the author’s name followed by the date whose idea or work is being used in the body of the work. Bibliography or referencing itself is another section which stands in the later stage of the report or paper body (Neville, 2010). It shows full bibliographic information of all the sources cited within the text of the study or paper.
2.2 In certain professional fields, such as law, medical sciences, or healthcare studies, precise referencing is essential in identifying information. In such sensitive industries, inappropriate citation or plagiarism can lead to faulty work with devastating consequences (Bretag, 2017). Referencing conventions or guidelines may differ depending on the method but the principles of acknowledging intellectual property and verification are mandatory.

2.3 Referencing is crucial for maintaining the academic integrity and quality of the work of any sort of academic writing. One of the major aspects of referencing is to avoid plagiarism. For academic aspects, referencing is essential to maintain the quality and check the peer review. Hence to ensure the standards, strict adherence to referencing conventions becomes increasingly mandatory at advanced academic levels (Bretag, 2017). For academic work, the first goal of referencing is to avoid plagiarism. It shows the author has done proper research and is able to acknowledge others for their work. This becomes increasingly essential for advanced level studies which many students aspire to become by being a researcher. For personal credibility and authenticity along with the work, utilizing referencing is a crucial factor. By allowing others to verify the work shows academic integrity and which can lead to published work which is taken as a major contribution to the literature of that specific field (Bretag, 2017). In order to meet the top journal’s requirements, it is essential to cite and reference properly. Hence for being a future academic it is essential to learn and develop the skill of referencing.

3. Time Management skill.

3.1 Time management is a set of social skills that is a major key to succeeding in academic life (Lay & Schouwenburg, 1993). There is evidence to confirm that effective time management leads to a successful academic journey (McKenzie and Gow, 2004; Trueman and Hartley, 1996), as students develop procedures to overcome their daily demands. Managing your time effectively as a student is very important to achieving a memorable academic journey (McMillan and Kathleen, 2012). As a student, you have to face many challenges, your time is always under pressure trying to deal with all the demands. In addition to your day-to-day life, there is extra study to do and assignment deadlines to meet, so it is extremely important to organise your time appropriately (Cottrell, 2019). Therefore, students need to develop their own strategies, tools, and approaches in order to cope with student life and be successful. They need to assess how they use their time at present, consider what needs to be changed, and try to organise their time more efficiently. According to Cottrell (2019), there are ten steps to effective time management: Be methodical and plan your time step by step, organize your time in such a way that you can cope with all the requirements, discover what your demands are and plan your time accordingly, assess the way you manage your time at the moment, think about how do you want to use your time, decide on your priorities, plan your daily activities, including what you want to do and when, follow your plan rigorously, use Time management techniques, try not to waste your time. Do not postpone your task or avoid them and supervise that everything works for you.

3.2 Time management is a powerful skill to fulfil your tasks as a student. However, it is very easy to overestimate your potential to accomplish your tasks, reschedule your studies and mishandle the time. The technique outlined above are powerful tools to manage time effectively and help the students fulfil their tasks and accomplish their objectives (Cottrell, 2019).


3.3 Studying and implementing time management techniques and tips can help students not only with their time management but also with their personal performance (Moore and Sarah, 2010). There are a few popular time management techniques that students can use to manage their time more effectively and be successful: Pareto Analysis, Pomodoro Technique, and Eisenhower Matrix (Alkiayat, M, 2021; Cottrell, 2019). According to Cottrell (2019), an effective time management is equivalent with study success.


4. Provide the name of the first skill.
4.1 Definition of skills 
4.2 Importance of skill for professional success 
4.3 Importance of skills for academic success
Please remember that when you are explaining the importance of the skill you need to provide examples 

5. Paraphrasing and summarising

5.1 These two abilities assist avoid plagiarism, a major academic offence. Summarising condenses a source's content. It needs recognising and stating the important points while eliminating minor information. This method lets authors include broad ideas from sources without overdoing it. Paraphrasing rewords the original text. Finding synonyms, reorganising phrases, and reinterpreting text while retaining meaning are all part of it. Paraphrasing well shows a profound comprehension of the original material and lends credibility and support to the writer's ideas without plagiarism. Summarising and paraphrasing are essential for academic integrity and successful communication since they involve a deep grasp of the original material and the capacity to rewrite its concepts. Academic writing relies on these methods to accurately and ethically portray source information (Bailey, S., 2015).
5.2 Importance of Paraphrasing and summarising for professional success 

5.3 Paraphrasing and summarising are essential for achieving academic achievement since they promote comprehension and incorporation of source material, which is pivotal for scholarly writing. According to Keck (2006), these abilities are beneficial for preventing plagiarism, ensuring academic honesty, and facilitating students' ability to efficiently combine knowledge. The research highlights the significance of these skills in bridging the divide between basic replication and high-level writing competence, particularly for both native and non-native English speakers. The proficiency in this set of abilities is crucial in academic settings, where the appreciation for novelty and the ability to analyse texts critically are much esteemed (Keck, C., 2006).
Please remember that when you are explaining the importance of the skill you need to provide examples

6. Conclusion 
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