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In the modern times, a person has to develop different skills in both personal and professional life in order to achieve the desired goals. Skills are described as abilities that enable person to perform certain tasks. These skills can be attained through regular learning from variety of different sources and practicing (Cotrell, 2020).
Moreover, the skills development is only possible through learning process that consist of gaining knowledge and experience. As described by Stella Cottrell (2019) in its textbook, to develop a certain skill or set of skills is not something that is happening overnight, neither by luck. Its rather consciously built over a period of time. Moreover, the process of development consist of practice, feedback and evaluation (Cottrell, 2019). 
This report is reflection of my personal view as a student and professional, who’s aim is to improve and progress professionally. The paper observing the work of Stella Cottrell named: The Study skills Handbook (5th edition) published in 2019th. More specifically I will review a chapter 1, where the author is discussing the overall student life and how we can make our study successful. In particular there is a section where the author discuss the academic skills and what I found very useful to me for now and in future are the Thinking and Written and Other communication skills. 
[bookmark: _Toc110952133]Thinking Skills 
First of all, according to Cottrell (2019) the thinking skills are subdivided into: Decision Making, Memory Skills, Critical Thinking skills, Creative Problem-Solving Skills, Understanding and Metacognitive skills.
Decision Making skills 
When it comes to a leading a team of people, the decision-making skills are very important as the better and faster the decisions are the more effective is the team and eventually the better the final results are. Since I have my own business and team of people that I have to guide on a daily basis the development of such skills is crucial. However, these skills does not come overnight and without efforts. First of all the data is important. Quality of the data is crucial in the process. Secondly, a person have to be very good in analysis and apply critical thinking. The right decisions also come with information and knowledge gained. That is result of self-research and experience.
 Finally, the best decision makers are those who are “visioners”. Such a person is someone who is able to see how the things will eventually change in future. For example: Jeff Bezos was able to take his organization Amazon to the next level by anticipating the boom of online shopping and concentrate its efforts on that.  
Memory Skills
Memory skills are also very important for me as someone who want to progress in business. As the author described, the memory skills are abilities to recall information without taking much time and efforts and then use it when is needed. For me in my time in university and in business I often need to recall different information that I do not have recorder.
Critical Thinking skills
Critical thinking is also essential. Such skills are helping me to analyze and understand better what to consider as a valuable and useful information and what I should miss. Moreover the critical thinking is thinking logically. In many cases we receive a lot of information in life and with good critical thinking we can sort out what is right and what is wrong. In other words the critical skills are enable us to determine the quality of the text.
[bookmark: _Toc110952134]Creative Problem-Solving skills
Often in life we are facing different complex situations. With creative problem solving such situations can be solved. This ability helps us to “think out of the box” and take decisions that are not obvious but right for us. I believe that such skills will be very useful for me in my business as I have to face different kind of situations on a daily basis.
Understanding skills
This part of the thinking skills is crucial. Without it any another skill will be useless simply because without making sense of information we will not be able to find the right answers. Understanding is coming with constant efforts to become more aware of the important subjects, time and practical experience. The reading of the Cottrell’s book helped me to improved my own thinking skills by underlining the important aspects of the thinking process. Specifically it helped me to prioritize the important information first.
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Finally, we have to be able to reflect on our thoughts. Metacognitive skills are the abilities to observe our thoughts. Its basically get myself out of my skin and analyze my own thoughts. This process can help in every area in life as in such way, that we can find mistakes and wrong patterns in our thinking process and then make conscious changes upon.
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From the other side Written and other communication skills are equally important for me in school in order to graduate with a high grade and my business. In her book Cottrell is focusing on academic study as a main subject for developing such skills, however I believe that all of these skills are needed  for me to be very effective communicator in my daily tasks since I am managing a large group of people (60 employees). 
Moreover, oral, written, listening and visual communications are important in the preparation of the students in their future carrrers.
The communication skills according to Cottrell (2019) can be broken down into different subskills like: Precision, structure and clarity, style and format, citing and referencing and Subject Discipline. Bellow I will discuss each of them in relation to my personal progress and how actually they will be useful for it.
[bookmark: _Toc110952137]Precision 
So first of all when we are communicating we need to be precise in terms of the words that we are saying. In academic life that is crucial as we need to work within given limits of words. In life we don’t have limits, however in professional aspects that also matter. For example when it comes to sending emails we should be very clear and focused on the main point, rather than sending long emails with vague and useless information.
Structure 
Without structuring our message we can make the receiver of the information confused. In university we keep up to certain structures when it comes to essays and reports, but also in professional communication I strive try to structure my communication so for the other person become easier to understand it. 
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Style and format also must be appropriate. There are standard fonts and sizes that are better to be used in a formal communication. From the other side there are more artistic styles and formats that are not so appropriate in professional context. 
Citing and Referencing
When it comes to academic paper, the citation and referencing are essential. It is the way we back up the written information with the existing trustworthy source. In other words it is a validation for our study. There are certain certified styles that must be used. We use Harvard Referencing style.
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Discipline is important in order to make the message meangful for the receiver. Essentially important is to address the text to the specific subject in order to be understood properly.

[bookmark: _Toc110952140]Conclusion
So in conclusion I would like to say that every added skill matter for me as a student, professional or just to become a better person. Taking into consideration different skills and focusing on improvement is a very constructive process that can bring better result in any of these areas. Sometimes these results are not visible. Sometimes they are not coming in short time, however with time and efforts we are developing ourselves as a better person in any aspect that we are consciously try to improve.
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