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PART 1 – Essay 

1. Introduction

A successful graduate student must have the capacities and skills to handle multiple assignments with maximum focus, minimal time resources, energy and tenacity to complete the University degree. Becoming involved in students’ meetings, taking the initiative in planning and organizing events, making connections is another important aspect that a successful graduate should consider while studying. Moreover, skills like solid work ethics, stamina, preparation and discipline, professionalism, social skills and self-confidence are also considered primordial for a student to succeed throughout University degree. (Bedford and Wilson, 2012)
This essay in intended to discuss the role of two concepts which can enable a student of UWTSD to become a successful graduate. The two concepts that will be looked at are team working and essay planning. 

2. Team Working 

Teamwork can be described as a collective effort of a group of people to achieve a common goal in the most efficient and effective way possible. In another words, this concept can be described as a group of individuals who work together towards achieving the same goal or completing a task in a timely and efficient manner. (Stein, 2012)
2.1. Tuckman’s model 

One of the key theories of team working is Tuckman’s theory which stated that teams would go through 5 stages of development: forming, storming, norming, performing and adjourning. These stages would basically start when the group of interdependent people first got together and would last until the task has been completed. Bruce Tuckman is a psychologist who came up with the memorable phrase: forming, storming, norming and performing, in 1965 in his book ‘’Developmental Sequence in Small Groups’’. Later on, he added the fifth stage, which is called adjourning (also known under the name of mourning) and this last stage marks the end of the team’s journey. (Tuckman, 1965)
The first stage - the forming stage, is considered to be the beginning stage, when the team is being shaped and formed, when the individuals get to know each other and they unsure whether they’ll work well together or not. They are also unsure of the group’s purpose and they may feel excited, anxious and inquisitive of working in a new group. Regardless of what their feelings are, they always tend to be looking for support, directions and guidance from their team leader. This can be a long winded and time consuming process and individuals get to know each other and find common ways of working together to achieve a common goal. (Tuckman, 1965)
The second stage – the storming stage is when the team members may push against the established boundaries. Rivalry and resistance can happen between the individuals forming the group as they try to impose their own way of working and they start showing their true character. This can interfere, clash and surface with other members’ beliefs and ways of working. In the storming stage, the management style or the team’s purpose can also be challenged by the group members. The managers must address these challenges and work them out as otherwise, if they are left unchecked, they will lead to tensions between the group and a lot of frustration. If the responsibilities and roles of each member are not clearly defined by this stage, the members of the group will start feeling overwhelmed by their workload or discouraged at a lack of progress. (Tuckman, 1965)
The third stage – the norming stage is when the group members start working together, sort out their differences, appreciate and accept others strengths, and recognize the leader’s authority. As the members of group, know better each other, they will feel more comfortable in sharing opinions, asking questions or asking for help and offering constructive feedback that can lead to progress. They should be more involved and engaged towards the team’s goals and work together towards achieving it. (Tuckman, 1965)
The fourth stage – the performing stage I when the team I performing to its full capacity and potential. With a structured process and hard work from the team members, goal will be effectively achieved. The responsibilities and roles within the team have been clearly defined which has made the whole process more fluid. Each group member has learnt to appreciate the differences between them and used these discrepancies to strengthen and improve the team’s performance. (Tuckman, 1965)
The fifth and the last stage of Tuckman’s theory is the adjourning stage which is the stage where teams normally get when the project has come to an end. This is considered to be a natural stage of the whole process. However, some members of the group might find this time difficult, as they get into a certain routine and developed some strong connections with other colleagues. (Tuckman, 1965)
Tuckman’s model has been used over the years to help teams perform better. First, is important to identify the stage where the team is at, then use Tuckman’s suggestions to move the team through all the stages. There are also situations when teams fall back one stage. In this case, Tuckman’s model must be continuously reviewed and take all the necessary steps to get back on course. (Tuckman, 1965)
Over the years, research has shown that collaborative problem solving has generated better results. People are more reasonable in taking risks that lead to innovative projects when they have the support of a group working with them. Team work makes achieving targets easier, reduces stress and enhances personal and professional development. (Stein, 2012)
3. ESSAY PLANNING

An essay can be defined as a focused academic discussion of a certain issue, problem or question. There are several reason why essays are considered to be a common form of assessment. An essay will allow an individual to analyze a problem in depth, express concepts precisely and concisely, research and debate other author’s opinions on a particular subject. Most of the times, academic essays pursue a clear organizational structure that helps the writer to clearly express his thoughts and the reader to follow and understand their idea. The essay’s structure is defined and guided by its content and argument, thus each essay topic will face particular and exclusive structural challenges. Writing an essay involves many stages, from choosing the essay topic to research, planning, revising and rephrasing. Setting up a goal, developing a schedule, revisiting and revising the plan is essential when completing and assignment. However, in order to achieve all of these, a good time management skill is required. (Godwin, 2009)
3.1. The ABC Model of Time Management in based on three primordial ideas which are awareness, believe and continuation. In the awareness stage, the writer must be aware that every moment and every second are important and must be used wisely. The activities to be accomplished throughout a day can be grouped in 4 quadrants as shown below: (Macan, 1994)
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Based on the above table the first task to be done is the important and urgent one. The second task to be completed is the important but not urgent. The third task is the one that is not important but urgent. The last and the forth task is the one that is not important and not urgent. In the believe stage, the focus is on realizing how important is time and its value. If an individual recognizes the importance of time for goals in life, he is half way down the road to success. Following and focusing on the four levels above will generate a healthy habit on achieving goals on time and with a maximum level of confidence. (Macan, 1994)
3.2. Pareto’s Principle – The 80-20 rule

This principle is named after the Italian economist – sociologist Vilfredo Pareto (1848-1923). The 80-20 rule has been widely used over the years, in many aspects of business management and organization. This theory explains in a very easy and effective way what should be considered as important and what is unnecessary. The principle of 80-20 involves following the below steps:
· Identifying 20% that is considered to be vital and which would probably generate 80% of performance, productivity and effectiveness of a project 

· An individual should retain the 20% and nothing else, unless it serves a crucial point

· It should then be tested whether is effective or not and its implications of reduced holding

· It must be then referred to aspects of change of management and different aspects of management as considered necessary (Reh, F.J. 2018)
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In another way, the 80-20 rule explains that 20% of activities will account to 80% of the results. Each assignment may take the same length of time to complete, but focusing on one or two essential tasks will generate a result five or ten times the value of any one of the others. Well organized people, who achieve a high level of effectiveness and productivity, discipline themselves to complete the most important task first and then focus on the other ones. Pareto’s Principle shows how maximum results can be achieved in minimum time. It also gives the opportunity of obtaining personal growth. (Reh, F.J. 2018)
3.3. Pickle Jar Theory

The Pickle jar theory is one of the most common and well known solutions for a better time management. It is considered that as everything in life has a purpose, everything that goes into a pickle jar has a certain purpose for existence. The pickle jar is basically compared to an individual’s life. Sand, pebble and rocks that go into a jar have their own significance. The rocks are the equivalent for the most important tasks that have a major impact if they are not accomplished in time. The pebbles are represented by the day to day activities that have medium importance. Finally, the sand is considered to be the less important task like social media notifications, emails, personal phone calls. The sand also represents the distracting events and activities. If the jar is initially filled with sand, there will be no space for pebbles and rocks, which are the first 2 most important tasks. If the jar is filled with pebbles, there will be a bit of space left for sand but none for rocks. However, if the jar is first filled with rocks, the with pebbles and then with sand, there is space for all in the jar. This is a very easy but important lesson to follow in life which basically proves that if one focuses on the important task first, there will be time to fulfil other activities too and there will also be room for leisure. (Mulder, 2017)
The principles and theories described above have proved how important is to focus on creating a list of activities to be achieved and to priorities each one of the them. There are similarities between them but in the same time they are different too. The models have shown how important it is to divide tasks into important and urgent, not important and urgent, important but not urgent and neither urgent not important. People have usually got the habit on clearing not urgent and not important tasks which can drive them away from their real goal. Time management theories and principles have been created to make people focus on important tasks and drive them away from the activities that can distract them. Once the time management models have been properly understood it`s very easy to achieve effectiveness and personal growth by knowing what’s important and what is wasteful and being not important nor urgent. (Mulder, 2017)
4. Conclusion 

Team work and essay planning are two of the most important concepts that successful graduate student must have in order to complete the University degree. On one hand, the team working concept can be described as a group of individuals who work together towards achieving the same goal or completing a task in a timely and efficient manner. The Tuckman’s model has been used over the years to help teams perform better and achieve better productivity. On the other hand, essay planning involves many stages, from choosing the essay topic to research, planning, revising and rephrasing. Setting up a goal, developing a schedule, revisiting and revising the plan is essential when completing an assignment. However, in order to achieve all of these, a good time management skill is required. The ABC model of time management, Pareto’s principle and the Pickle Jar Theory have shown that there are both similarities and differences between the models. The models have shown how important it is to divide tasks into important and urgent, not important and urgent, important but not urgent and neither urgent not important. People have usually got the habit on clearing not urgent and not important tasks which can drive them away from their real goal. Time management theories and principles have been created to make people focus on important tasks and drive them away from the activities that can distract them. (Redman and Maples, 1998)
Part 2 – Reflection 
I will be using the Gibbs model of reflection to describe my learning experience in the academic writing module. I consider academic skills are important as they are actually linked with many other types of skills used to accomplish my goals in life. Once I have graduated from University, skills like punctuality, being patient, helping others when needed, concentrating, good communication skills, understand of modules, presentation skills, group working skills, presentation skills, time management skills, revision and examination techniques will make my professional path and day to day activities much easier to accomplish. Referencing is an extremely important job when doing academic essays, reports, presentation etc. It is primordial as it shows how much effort an individual has put in his research and also makes others work recognized. Referencing should be used every single time an idea of someone else has been used or integrated in its academic work or presentation. In another words, referencing is a way of bringing evidence that someone else’s idea has been used and to support the ideas in my academic assignments. By citing in text I show and prove that I am aware of the fact that the ideas and words from my assignment have been borrowed from other writers. I trust this part of the module has been extremely useful as referencing will be used in every assignment and is a very important part of it as it shows the work that I`ve put when writing the essay. 
Going through the academic skills module has made me feel prepared in facing my journey ahead at University of Wales and has definitely made me more comfortable in carrying out my research, prior to writing essays. Learning about critical thinking, good communication skills, time management, team working will definitely help me achieve an overall personal growth. The personal examples given by the lecturer have helped me understand the concepts, models and theories much better. Based on the way the lecturer was presenting in class I was able to memories most of the lessons and I will definitely be using them in achieving my goals in life. The part that I most enjoyed was when theories, models and principles were presented. I am a critical thinking person and I like to think rationally, evaluate and interpret information and establish connections. Critical thinking is particularly important to me because it enables me to interpret and put together information in order to create sense. Another important lesson that will stick with me forever were how important research skills are. I consider research skills important to employers too and they are valued in many jobs positions. Possessing these kind of skills are important for my individual development and they help improve career wise. I can say that my research skills have improved a lot and have shown me the right way of doing research and the right way of proving that I am aware of the fact that the ideas and words from my assignment have been borrowed from other writers by doing proper referencing. (Schon, 1991) 
Overall, I can say that going through the academic skills module has been a real pleasure and has given me a good insight in all aspects of academic skills. I can certainly say that I will be using these skills in both my professional and personal life. I have tried to implement the time management theories presented in class and they have shown me how important is to classify my daily activities. I am now focusing in achieving the urgent and important tasks and minimize the activities that can distract me and that are not important, nor urgent. 
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