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Executive Summary 
The purpose of this report is to discuss some core skills for the personal and professional development of individuals. The Study Skills Handbook of Cottrell has been used here to identify top skills for individuals. Communication, the use of IT, problem-solving and other skills have been demonstrated in this report. 
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[bookmark: _8d6xdr3xywkn][bookmark: _Toc160657048]Introduction 
The aim of this report is to critically discuss some essential skills which are required for future professional and personal development. Study skills help individuals to develop core soft skills which are essential for academic careers. The report has chosen The Study Skills Handbook of Cottrell to briefly demonstrate essential study skills and their importance. 
[bookmark: _qgwx4mfdcrn][bookmark: _Toc160657049]Summary of the discussion of skills 
Cottrell has demonstrated some transferable skills, core skills and key skills for individuals. Transferable skills are meta-skills which individuals can adopt such as working with others teamwork skills, problem-solving skills and the use of IT (Cottrell, 2019). Core skills are cross-curricular skills which are required for specific positions. These are subject-specific skills such as numeracy skills, language skills, IT skills and others. Every student does not have to be efficient in all core skills as they can develop these skills according to their choices. According to Cottrell (2019), key skills are required for every student in their academic career. Communication, interpretative skills, programming skills and others are the key skills. The Qualifications and Curriculum Authority have confirmed six key skills such as communication, Information Technology, working with others, problem-solving, application of numbers and improving on learning and performance (Cottrell, 2019). The Quality Assurance Agency has included Benchmarks for individual skills to understand the improvement of learners. The first chapter of The Study Skills Handbook has highlighted 5 main skills for individuals such as teamwork, increasing self-performance, problem-solving, communication and IT skills (Cottrell, 2019). 
[bookmark: _azm50a8gj3n7][bookmark: _Toc160657050]Importance of these skills in personal and professional development 
Communication skills: communication is one of the important skills for every individual in their academic as well as professional career. There are three different types of communication such as verbal nonverbal and written. Maintaining proper verbal communication with others helps individuals share their ideas and create a strong mental connection with the audience. According to Hargie (1997), good communication skills also develop public speaking and active listening skills. Individuals with effective communication skills can control their emotions and behaviour better. Accordingly, it develops bonds and promotes trust among team members. Maintaining eye contact, voice tone and proper gestures are denoted as nonverbal communication skills. It helps to foster meaningful connections as well as establish credibility (Cottrell and Morris, 2017). Individuals become more confident with good communication skills as they can easily interact with others. Asking for feedback from teachers helps them to understand their learning gaps as well as create an action plan for those. Large organisations such as Tesco, Unilever, HSBC, Premier Inn and other companies always recruit employees with strong communication skills (Some, 2022). Good communication helps to provide effective customer service which leads to better business performance as well. 
Use of IT: As per the view of Tight (2021), digital skills or the ability to use information technology offers various growth opportunities for individuals. Using various applications and software can help to improve other skills. They can use the Pomodoro application for improving time management skills, designing software for presentation skills and grammar correction software for academic writing. Individuals also learn the usage of basic software applications such as spreadsheets, graphics, email, word processing and databases in their academic career which helps to secure high-paying jobs. As per the view of Owen (2024), basic technical skills are required for every employee to maintain the operations in their workplaces. Using various software and digital tools helps employees to improve their personality as well as working efficiency. They can update their knowledge through digital media platforms and advance their professional careers. Along with this, using various software and applications also boosts their career growth. According to Hargie (1997), using IT can automate routine tasks and improve internal communication in the workplace. Deloitte, Morgan Sindall Group, Network Rail, British Airways and other popular UK companies use various advanced technologies in their organisations. These companies always try to hire people who have strong technical knowledge and are efficient in using different software. 
Teamwork and collaboration skills: Good teamwork and collaboration skills encourage personal growth in many ways. Individuals who can work with team members can learn new things easily. It fosters self-learning and reflection skills which allow individuals to analyse their weak areas. According to Greene and Burleson (2003), teamwork is required in both academic and professional careers. Students who have good teamwork skills can improve their learning performance easily. People also can secure higher positions in their workplace through good teamwork skills. It develops leadership abilities among individuals which help them to manage teams and make proper communication with team members (Cottrell and Morris, 2017). Strong leadership abilities improve employee satisfaction which leads to a high employee retention rate. As per the view of Tight (2021), individuals can easily build new skill sets by receiving feedback from others which improves their productivity. They learn to manage tasks efficiently and use various resources as well. Collaboration skills also allow people to take calculated risks by using their creativity which can promote innovations. Individuals feel more engaged with their organisation in a supportive group environment. As per the view of x working with others improves the constructive criticism ability among individuals and they learn new things by observing. It develops negotiation skills and assertiveness which improve professional behaviour as well. People learn to manage emotions and offer high-quality customer service by working with others. 
Self-management: Managing self and learning from one’s own mistakes are other essential skills for personal as well as professional development (Brankin, 2022). Taking responsibility for own learning and performance is essential for personal development. It helps individuals to identify their strengths and weaknesses. As per the view of Tight (2021), people can create action plans according to their self-reflection and work to develop core skill sets. Improving one's own learning and performance also develops practical knowledge as well as critical thinking skills. Individuals can apply their practical experience to new concepts and get innovative solutions for critical situations. As per the view of Owen (2024), self-management skills also allow people to apply different learning theories according to their learning needs. It improves the overall well-being of a person which helps to control stress and achieve goals. It is also beneficial for the workplace context as self-management enhances individuals' productivity, reduces internal conflict and motivates them to improve their performance (Moore et al., 2010). Similarly, it builds self-confidence and promotes self-empowerment which helps individuals to cope with new challenges in their professional career. 
Problem-solving and task management: Problem-solving and task management skills are directly related to time management skills. Solving complex problems requires good critical thinking, creativity and research skills. Individuals who have good problem-solving skills can offer out-of-the-box solutions for the organisation which can save time and cost as well (Moore et al., 2010). On the other hand, problem-solving skills also develop strong research skills where individuals can identify new growth opportunities in their professional careers. They can work with different opportunities and get higher positions at their workplace. Apart from that, problem-solving skills help individuals to achieve their personal goals and expand practical knowledge (Dorlevi, 2024). Recognising the key problem area and trying out different models also improve the professional efficiency of individuals. 
[bookmark: _yyhns03a6e8k][bookmark: _Toc160657051]Conclusion
The report has briefly demonstrated various interpersonal skills according to The Study Skills Handbook of Cottrell. Communication, self-management, teamwork, problem-solving and the use of IT have been evaluated in this report. The paper has analysed the importance of these skills for future personal and professional development. Implementation of these skills in the workplace and academic context also have been discussed here. 
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