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1. [bookmark: _Toc143525625]Introduction
  
 Haward, (2012, p.73) defines the concept of “academic skills” as transferable  learning capabilities owned by students offering them the ability to be confident, to have independent critical thinking and at the same time reflecting their personality. Some of most important skills in academic journey as in professional life are as follows: academic writing, critical thinking, referencing, time management, teamwork, and most important in order for students to avoid plagiarism and misconduct, referencing. 
 Undergraduates can succeed in their academic journey while in Higher Education by developing new skills and by maximise the ones brought forward from different learning backgrounds. Enrolling to student life enable individuals to engage in life-long learning and to adapt to future workplaces (Balula, Vasconcelos, Moreira, 2019) .
For a successful career path and student life all individuals should aim to acquire a high level of skills. Possessing these abilities each person can thrive personal and professional career development. By improving each day and maintaining an increased level of learning students could become successful in their workplace, and get better in interactions with others, therefore is very important to develop academic skills (Sharma, Sharma, 2010). The personal abilities of everyone can improve relationships with other people and are essential for success in the workplace including thriving in personal life (Vasantrao Chavan, 2019).
This report will be structured in four parts, each section will analyze the importance of academic skills for academic and professional development of students. In addition, each skill will be explained with examples from students’ life applied to their experiences. The skills analyzed are analytical and critical thinking, teamwork, time management, and referencing.
First, a definition will be provided for analytical and critical thinking followed by a detailed discussion of the importance of this skill for Professional and Academical success. Then the definition of teamwork will be presented followed by a discussion on the importance of teamwork for Professional and Academical success. In the third section, the definition of time management will be highlighted, continued with a discussion on the importance of time management for Professional and Academical success. Finally in the fourth section will be presented the definition of referencing followed by a discussion of the importance of referencing for Professional and Academical success. In the end, a conclusion will be drawn from the report concluding all the discussions mentioned in this report.
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[bookmark: _Toc143525627][bookmark: _Hlk142903452]2.1 Definition of Analytical and Critical Thinking

	According to Amer, (2005) Analytical thinking is a very helpful tool which everyone can use to understand problems, different information and turning them into weaknesses and strengths. Analytical thinking is an important component of the critical thinking which Doyle, (2022,p.1) defines it as “the ability to analyze information objectively and make a reasoned judgement”. Being able to think critically means that a person has the capability to evaluate facts, data and research findings and explain them in a simple way for everyone’s understanding. 
Sometimes when people say they are critical means they are negative about some facts but in academia being critical means students approach ideas and question the information received (Heard et.al.2020). Students use critical thinking as a very important instrument for developing new skills for analyzing aspects from their professional and personal life (Potter, 2022).

[bookmark: _Toc143525628]2.2 Importance of Critical and Analytical Thinking for Professional Success

	Nowadays employers focus more on the ability of analytical and critical thinking of their future employees, because in the workplace is very important to be able to draw conclusions from the amount of date received but also to separate the useful information and discharge unnecessary one. Every company is searching for employees which are capable of evaluate a situation thinking logical and offering the best solution and applying it independently (Doyle, 2022).
Individuals who usually demonstrate critical thinking have a keen intuition and develop skills such as creativity and innovation in the workplace. This type of skill can be very beneficial for an organisation because could improve the development department, could help release new innovative successful products or services. In the workplace another important aspect is problem solving this is also included in critical thinking skill, therefore it is essential for all employees worldwide to apply and use their ability to clarify, evaluate and decide how to deal with certain problems. For example, a person working in a care home may face conflicts between care givers and residents, therefore is very important for the team leader to evaluate the situation, clarify the misunderstanding and decide what to do further (Doyle, 2022).
Moreover, another aspect of critical thinking could be open-mindedness, this skill can be an essential characteristic of employees because allows them to leave judgments and assumptions on the side and focus and analyze the exact information they receive being objective about it. An example may be when an old lady came into the store to buy some melon, but she had her own method of checking the freshness and sweetness of it, but an employee came and offered to help her choose the right one, instead of criticizing her why is she touching all the melons. He got promoted for being kind and open-minded.  In this case, the employee demonstrated an open-minded approach towards the customer and brought him a promotion, so it is an important skill for professional success (Doyle, 2022).
Critical Thinking is an imperative skill for people working in economics, for example dealing with the increasing change of business environment it is critical to analyze and take  accurate decision to avoid the decline of the workplace (Penkauskiene, Railiene, and Cruz, 2019). Employers usually value employees that can develop an individual system of problem-solving decisions and empower them with strong arguments which brings benefits for the organisation (Indrasiene et al., 2020).
Today’s society and labour market look for employees with this significant skill to excel in the workplace and to improve the welfare of the population as well. Therefore, for a successful career and successful academic journey, each person should work towards improving their analytical and critical skills.

[bookmark: _Toc143525629]2.3 Importance of Critical and Analytical Thinking for Academic success

The actual globalization placed critical thinking in the core of Higher Education and society which offers new opportunities to students allowing them to become critical professionals (Penkauskiene, Railiene and Cruz, 2019). Each person should have this significant skill of thinking analytical and critically, therefore this should be learned in school. Before teaching students how to think critically lecturers should have a high level of understanding and developed analytical and critical thinking skill themselves (Lenin, 2019). According to Gellin, (2003) critical thinking had been integrated in the higher education system gradually over the years. Despite the effort made by universities for teaching students this essential skill, it still exists a lack of comprehension from  students of what this skill involves (Gellin, 2003).
It is very important that teachers present a clear process of what critical thinking is and to involve students in brainstorming sessions and make them question the information received. Once with the development of technology having an effective way of thinking can be crucial for students to evolve into active learners and become independently in their life choices (Ghanizadeh, 2017).
As Cotrell, (2019) states that thinking critically is essential for undergraduates, because this skill will bring them academic success even when reading, writing, and analyzing other people’s work. Students must be able to question the data they read allowing them to understand the information and apply it in their assignments. A high level of understanding empowers students to bring valuable arguments and logical statements when asked to accomplish some academic tasks. For example, being analytical help students to evaluate and check the information needed for an assignment, to make sure is reliable and it comes from an academic resource such as journal articles, books, and trustworthy websites (Cotrell, 2019).
Being critical when writing an academic report can be very important for students because in this way their work will be qualitative and will bring them high marks. For example, if a student provides good knowledge and a range of sources used for research and gives essential background of their work this demonstrates that  the information used was critically chosen and considered essential for that specific report, therefore will bring along a high mark (Cotrell, 2019). It is very important to have the ability to think analytically and critically because it has great impact on every aspect of academic study.
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[bookmark: _Toc143525631]2.1 Definition of Teamwork

[bookmark: _Hlk142904505] 	Teamwork is a working strategy where people come together for common goal to advance a business or study. Cooperating and accomplishing clear and shared purpose, using strategies to shape people through challenges to improve and learn (Middleton, 2023).
 
[bookmark: _Toc143525632]2.2. Importance of Teamwork for Professional Success

According to a research conducted by Salman, and Hassan (2016) which had the aim to find out how effective teamwork can impact the employee’s performance. In this study was used a quantitative method based on questionnaires targeting employees from entertainment company in Koala Lumpur. The results showed that there is a strong relation between effective communication and employees’ performance, for example communicating with your manager your concern may be solved, keeping the problems for yourself as employee leads to stress and low working performance (Salman, and Hassan, 2016).
Another important aspect of teamwork is leadership according to findings of this research, which has a strong relation with the employee’s performance. A good relationship between the leader of a team and its members,  in the workplace can make the difference between failure and success. A good example is when a person is working as a chef in a professional kitchen if the leader which in this case can ne the head chef does not have a good relationship with the other chefs,  the customers may get low quality food and the restaurant could get bad reviews (Salman, and Hasan, 2016).
      Professional kitchen is made for people who are cooking and working in a team, therefore motivation, talent and flexibility is a necessity. Kitchen team are qualified professionals with distinct responsibilities, capable of communicate well, listening well and using time management skills very well.  
       There are various departments in a kitchen which control aspect of the menu that report to head chef and manager. Those departments on a day-to-day basis must collaborate to ensure that their areas of responsibility function efficiently and satisfy the needs of the business. The restaurant structure and kitchen structure are always intended to be adaptable and responsive to the demands off the business. TEAMWORK IS ESSENTIAL (Middleton, 2023).
        Kitchen staff morale is higher when they are more supportive of one another, when they feel like a team. Collaboration is the key. Productive teamwork requires effort, preparation end commitment to ongoing team development and job-related skills, trust and communication. 
 
[bookmark: _Toc143525633]2.3. Importance of Teamwork for Academic Success 

       Team learning encourages cooperation, creativity and problem solving among team members. Team learning in the academic world is crucial. When people work as a team to learn, they can use their knowledge and experience to solve complex problems in original way and accomplish shared objectives. Students exercise together, share enthusiasm gathering positive mindset. Working in teams is compulsory for students so they can be prepared for their future as employees (Herzing University, 2019).
       Developing oneself and growing as a person requires teamwork. For a team to work effectively, communication is a necessary skill. Working in a team teach how to manage time well. Discipline and sense of routine by teamwork are crucial qualities for finishing projects. Much of the time, the work is completed more quickly and to a higher standard when a team of people uses their diverse skill sets. Teamwork boost productivity (Herzing University, 2019).
        Essential social and communication skills, like active listening and effective speaking are tough thought Teamwork. Students gain the ability to listen to their leaders and lecturers when working as a team in order to fulfil the individual rows. To work together as a team student, learn how to listen. For example,  when students are required to work in teams for an assignment, if they listen and have effective communication with the leader they will finish their assignment in time and will bring them good marks.
         The ability to successfully accomplish goals and objectives depends on ability to collaborate, which is a fundamental aspect of the human experience. Improve interpersonal relationship end find new opportunities. 
 
[bookmark: _Toc143525634]2.4. Disadvantages of Teamwork 

            Not working closely with others daily, teamwork disadvantages can include conflict between team members. Difficulty making decisions and feeling of isolation from the rest. The disadvantages of working in a team include the possibility that there are simply too many people and ideas for the team to reach and produce a good outcome.  
              Conflicts between personalities, a lack of trust, or a misunderstanding of roles are among the common causes of issues. It is the responsibility of the team leader two spot these hiccups and get the team moving again. The Team will quickly resume effective and productive corporation with strong decisive leadership. 

[bookmark: _Toc143525635]4. Time Management

[bookmark: _Toc143525636]4.1 Definition of Time Management

Time management is a crucial component of academic and professional achievement because it enables individuals to allocate and use their time wisely, to accomplish their educational and professional objectives. Effective time management plays significant impact on students’ study and professional career. 
[bookmark: _Toc143525637]4.2 Importance of Time Management for Professional Success

 	People can work towards their aims methodically by setting clear goals and breaking them down into manageable tasks. A 2019 study in the Journal of Positive Psychology by Matthews and VanderWeele highlights the value of goal setting for overall wellbeing and life satisfaction.  
 Having control over your time enables you to make deliberate judgements based on all available information. You can set aside time for investigation, evaluation, and thought, which will help you make wiser decisions. Katsenelinboigen, (1997) claims that Time management aids in maximising decision-making processes.  Professional Reputation and Advancement: Producing high-calibre work on time consistently improves one's professional reputation. Opportunities for career progress may result from this. Time management abilities are cited as one of the top qualities employers look for in candidates in a survey by the National Association of Colleges and Employers (NACE) ("NACE Job Outlook 2021," NACE, 2021).  
 Time management skills enable people to schedule time for personal pursuits, family time, and pleasure in addition to work. A greater state of physical and mental health results from this equilibrium. Work-life balance is crucial for general wellbeing, according to the World Health Organisation (WHO) ("Healthy Workplaces" WHO, 2021).  Long-Term Success: Successful time management is a habit that may be developed over time. The cumulative result of effectively using time. A critical ability that impacts performance in both education and the profession is time management.
 Students and professionals with effective time management skills can balance their personal, academic workplace priorities. By setting priorities for their work and managing their time efficiently, they can maximise their time and improve their performance. Students who manage their time well can absorb subjects more fully, do assignments on time, and feel less stressed before exams. Therefore, it will reflect on their professional life in future.


[bookmark: _Toc143525638]4.3 Importance of Time Management for Academic Success
	
The topic heavily emphasises the necessity for students to develop time awareness, understand how they currently use their time, and identify areas where they may make improvements. Students who are conscious of how they spend their free time are better able to plan and efficiently prioritise their homework. (Daugule, Kapeniak, and Timsans, 2022). Time management training includes learning how to prioritise tasks based on their importance and urgency. By recognizing the difference between vital tasks and less important activities, students may efficiently manage their time to focus on their academic goals. Setting up definite, attainable goals will help them manage their time more efficiently. Kids' time management may be improved by setting goals since they may feel more driven and meaningful.
Time management enables students to effectively divide their limited resources, such as time and energy, among numerous academic tasks. Students can avoid wasting time on ineffective activities and concentrate on those that directly support their learning and achievement by prioritising tasks and developing a disciplined routine. Britton, and Tessar (1991) cites that effective time management techniques lead to good marks in higher education. Time management is a valuable skill that empowers individuals to optimize their efforts, reduce stress, and achieve their goals effectively. It plays a pivotal role in personal, professional, and overall life success.

[bookmark: _Toc143525639]5. Paraphrasing and summarizing

[bookmark: _Toc143525640]5.1 Definition of Paraphrasing and summarizing 

Paraphrasing is to express some ideas with your own words that already has been written by someone else (Study Skills, University of Canberra, (2015). When  including examples, you must always reference it, likewise. Provide some evidence. Paraphrasing is critical for academic writing for many reasons, for student it is very important, to avoid coping from source of text. However, this skill already has been explored by academic writers and came up with own the strategy for paraphrasing the work in order to complete their academic assignment.
· Rewrite some information and impression from other sources.
· Try to write the content with same meaning but with your own language.
· To be write full sentence or paragraph of the text.
There are some ways how to paraphrase the concept or text.
Essentially, read the text, analyze the source make sure you have understood the concept, read as many times as you can and try to rewrite it in your own words. Formerly, ensure you keep the same meaning from original text. considering that your text is identical to original concept try to find the key words and find alternative synonym words. It is critical to paraphrase some ideas already has been written, however it is fundamental study skill. Study Skills, University of Canberra, (2015.)
According to Casy, (2006) to expand the knowledges of students about paraphrasing, the present study analyzed by using the paraphrasing skill the writers developed some methods for classifying these paraphrases into four major Paraphrase Types, Near Copy, Minimal Revision, Moderate Revision, and Substantial Revision.
Summarizing is the academic skill that is brief critique of some discussion, concept or text, you can try to make summary of the whole article or some short story. However, people mostly summarize because sometimes some text can be too long or to highlight some important data.
If you are using in correct order both academic skills paraphrasing and summarizing, you are more likely to save your time (Mind Tools Content Team,2023). Your work will gain credibility and better understanding. There are some steps you can follow. For best results, read and take some notes. Try to read the text, highlight the important concepts, write down the information you need to memories, find different terms from own vocabulary. Try to find identical words or expression instead to use the same. Ensure the meaning will remain the same as it was in the original context. To abolish the complex sentence, break longer sentences into short versions.
After you have completed all the stages ensure you check your work, or alternatively you can compare your work with original version (Mind Tools Content Team,2023). Your work can be shorter but should include most essential information  date and also the author surname if the information has been inspired from somewhere else.

[bookmark: _Toc143525641]5.2 Importance of Paraphrasing and Summarizing for Academic success

As mentioned  previously, there are several factors that can bring benefits by using paraphrasing or summarizing skills, in terms of being more successful in academic success, it helps having more confidence towards the students work (Fastiggi, 2022). It saves time, improves some writing skills, helps students memorizing and highlighting most critical information. However, it helps you to curtail some quotation.
According to Nguyen, and Nguyen (2019) paraphrasing is an important strategy used by students to write their work using sources and information without changing the meaning. This helps students to get high marks and low similarity when doing their assignments which can lead them to successfully pass the module.
	Summarizing it is another strategy used by students when they need information for their assignments but when they take notes from courses in class as well. This strategy helps students identify the most relevant information from a text and using it in their work. For example, if a students has to do a summary of a book for their assignment, they will read the book find the important information and then writing the information in their words, therefore this shows that students had understood the topic and transcribed it in their own words (Nguyen, and Nguyen, 2016).

[bookmark: _Toc143525642]5.3 Importance of Paraphrasing and Summarizing for Professional success

     For student to be successful in professional development they need to get their degree certificate and to that they need to finish the university courses which requires paraphrasing and summarizing for all assignments (Paraphraser, 2017.) It is very important to have good skills of paraphrasing and summarizing to pass all the assignments smoothly. For many projects students need to take own notes, considering this case, students must devote a lot of time for reading and make some research simultaneously (Paraphraser, 2017). In that case the paraphrasing and summarizing skills are essential to convey the same message from original text and also to avoid repetition. This can be an important benefit for professional success, for example a person working in a company has a task of reading several research articles and create a report with the findings, therefore having the capacity of summarizing the employee can read all the information and create a report for his manager.	
 
[bookmark: _Toc143525643] Conclusion

In summary, this report argued how different skills helps individuals for academic success and for professional success. This paper analysed how critical thinking, teamwork, time management, and paraphrasing and summarizing can improve students’ skills for their academic journey but also how this skills learned at university will offer them new opportunities as employees in the near future. According with findings it is essential that all students focus and gain all these essential skills during their time spent at university because this will ease their way to a successful person in the future and will help them develop personal and professional. Therefore, each student should try to gain or improve their skills during their academic journey but also in their future career as well. As long as a person breathes, they always have something to learn and improve.
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