




















Introduction
Success in education and the workplace depends on a combination of personal and professional competencies. These skills enable individuals to learn efficiently, adapt to challenges, and perform effectively in collaborative settings. Key skills include communication, critical thinking, digital literacy, time management, and teamwork 

Task 1
Essential Skills for Study and Employment
Successful study and employment depend on a combination of academic, digital, and interpersonal skills that help individuals perform effectively in learning and professional environments.

Time Management
[ Task → Plan → Prioritise → Complete ]
Successful time management is essential for achieving personal and professional goals. Effective time management includes techniques like using alerts, prioritising work, organising calendars, maximising productivity, and scheduling reminders. Competent people achieve more in less time, which lowers stress and boosts output

Critical Thinking & Problem-Solving
[ Problem ] → [ Analyse ] → [ Evaluate ] → [ Solution ]
These skills help learners break down complex tasks, make informed decisions, and create innovative solutions—critical abilities in modern industries.
Communication Skills
Speaker → Listener → Feedback → Understanding  
Effective communication supports teamwork, professional writing, presentations, and maintaining strong workplace relationships.

Digital Literacy
Computer → Software Tools → Online Communication → Data Handling
Most careers rely on technology, so understanding digital tools, platforms, and information management is essential.

Adaptability & Self-Motivation
Change → Adjust → Learn → Improve
These skills help individuals handle challenges, stay focused, and grow in fast-changing environments.
In my chosen career in Computer Science, these skills are essential. Time management will help me complete programming tasks and meet project deadlines. Critical thinking will support debugging, algorithm design, and system analysis. Communication skills will allow me to explain technical concepts to clients and collaborate with teammates. Digital literacy is fundamental in using programming tools and emerging technologies. Adaptability will help me keep up with new software trends and evolving industry requirements.
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