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[bookmark: _Toc129944250]Introduction
This report is going to discuss a specific section from the book named “The Study Skills Handbook”. The section selected from this source is “Part B: Academic, people and task management skills”. A summary of the discussion on the skills set mentioned in the selected section of the source will be provided. Ways to improve own skill set and learn from the resource will also be included in the report.
[bookmark: _Toc129944251]Summary of the discussion of the skill
According to Cottrell (2019), there are three core and interrelated sets of skills that are essential for studies and students. The first skill mentioned in the source is academic skills, which are required to build knowledge and conduct an inquiry within the academic framework. This skill includes behaviours, thinking and methods required by students to perform better in higher education. There are various types of academic skills such as reading, research, writing and problem-solving skills.  These can be developed to study efficiently for higher education. Another skill is people skills that facilitate mutual support and the exchange of ideas. These skills become important for students studying in diverse learning communities. It helps in collaboration with other students, offering and receiving support and sharing knowledge while maintaining academic integrity. Group projects and studies can be joined using effective people skills.
The third skill mentioned in the resource is task management skills, which are essential for academic success. In higher education, complex and lengthy tasks are allocated to students. Planning and management of these tasks within a given time and resources can be done using task management skills. As stated by Cottrell (2019), these three skills can be used collectively for achieving success in higher education.  Academic skills would help in scoring high in assessments and class projects. People skills can be useful in expanding knowledge and performing better in group projects. Task management skills can be used for making efficient use of time for studies.
[bookmark: _Toc129944252]How this knowledge can be used to improve own skills in future
Adding new skills to my skill set can help in improving my academic performance in future. The skills discussed in the chosen source are study skills, which means these skills can be used to enhance efficiency and engagement in studies for better academic performance. Academic skills include many skills such as reading, note-taking, research, listening and writing skills. These skills would help me in improving my ability to learn, interact with other students, take tests and accomplish my class projects within a given time. Competition in academic and professional areas is increasing.  Academic qualifications play important role in availing desired jobs or starting own business (Chan, 2019). Some of these skills can also be applied in a professional setting for better performance. For instance, research skills can be used to expand knowledge and stay updated with the latest trends and technologies. Similarly, writing skills can be used for formal communication, CV writing and report preparation at the workplace.
People skills are important for improving my skill set, as interactions with people in the classroom, library, workshops and workplace help in building a social network and gaining new knowledge.  These skills include empathy, active listing and communication skills. It can be used to avoid misunderstandings, win support and resolve conflicts. Like academic skills, these skills can also be used in different areas of life such as academic, personal and professional in future. People who struggle to communicate with new people can feel difficult to work as a team member for achieving common goals. Strong relationships and bonds with peers result in greater team success (Thompson, 2021). People skills can be developed by expanding the network, active listening and developing cultural awareness. Openness to consider new perspectives and learn new things can help in bonding with people from diverse backgrounds. 
Task management is a valuable skill that helps students in planning and prioritising upcoming tasks and events. It can help me in managing my time and daily activities efficiently.  It is an important factor for keeping daily routine organised and reducing stress (Akpan, 2020). Task management is also considered a desired professional trait, as it can help in enhancing career growth prospects. In future, this skill can be used for making efficient use of available time for studies and extracurricular activities. I can make time sufficient time for self-study and group studies to enhance my performance in class. Similarly, these skills can be used at the workplace to manage workload and complete daily targets efficiently. I can make time for adding new skills to my skill set and updating existing skills by using task management in future.
[bookmark: _Toc129944253]Learning from the source
This source has explained a wide range of study skills that can be used by students to enhance knowledge and skill set. The section that drew my attention was "essential study skills for good academic performance". This section mentioned three skills such as academic, people and task management skills for mastering study skills in higher education. I learnt that academic skills are important for students to select the right methods, sources and behaviours for knowledge expansion.  It helps students maintain academic integrity by complying with the academic rules. Plagiarism issues can be avoided by using the right sources of information and original ideas in assessments (Stander, 2020). Similarly, a better understanding of new topics can be gained using effective research skills. Note-taking skills can be used to prepare class notes for self-study.
This source also introduced me to the importance of people skills in academic success.  I realised that increasing diversity in the academic environment is encouraging the need for good communication, effective listening and empathy skills to interact with new people. Easy exchange of ideas can be a source of knowledge. Collaboration has become part of a daily academic and professional routine. We collaborate with peers, friends and teachers to work on a group project or discuss common issues. Leaders use people skills to manage team motivation and engagement. A lack of these skills can result in communication gaps and conflicts. People skills can be developed by joining group activities and interacting with new people during social gatherings (Vasanthakumari, 2019). It is crucial for interacting and communicating with others effectively. It helps in being tolerant of differences and enhances the ability to mediate during negotiation or conflict. 
I learnt about the role of task management skills in study and higher education. Tasks are used to transform our plans into actions. Nowadays, pressure on students is increasing due to busy schedules and diverse learning environments. Therefore, students require effective task management skills to manage time and duties efficiently. They can make complete daily tasks on time and make time for self-study and personal hobbies. It is also a desirable and valuable employment skill (Yudiono and Budiman, 2019). Lack of these skills can lead to a waste of time, delay in goal achievement and missing deadlines. It helps in organising, coordinating and prioritising tasks when working with teams. Task management skills help in dividing complex and lengthy tasks into small and simplified tasks to mitigate stress and complexities. It can also be used to make efficient use of available resources and collaborate with others to share resources and responsibilities. 
[bookmark: _Toc129944254]Conclusion
Thus, it can be concluded from the report that students can develop study skills to improve their overall academic performance. The chosen source provided elaborated information about different types of study skills such as academic, task management and people skills that can be added to the skill set to perform better in higher education. These skills can also be used in professional areas to build positive relationships, expand knowledge and utilise time properly.
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