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Introduction

This report will discuss some of the Academic skills we need to develop to succeed. And how crucial motivation, time management, analytical and critical thinking and teamwork are to our academic and professional life. Time is one of the world’s vital and valuable commodities, but many people waste it. This results from a need for more understanding of how time management affects our life since it may impact the effectiveness of our professional and academic endeavours. We will thus build some time management techniques and advice, as well as some instances of how to handle time to manage time effectively. In addition, Motivation can be described as a process which gives us the power to get up in the morning. It is an engine which forces us to achieve our goals. Highly motivated people try to do their best to reach their goals. Low motivation is when a person lacks enthusiasm, making it more challenging to instigate success. The ability to follow your dreams and do your best is essential. Every person must develop himself and move on the development scale. 
Maslow’s Theory of Hierarchical Needs will be explained, and there are different levels of needs that people have. And the two types of motivation are intrinsic motivation and extrinsic motivation. Also, what are Analytical and Critical Thinking, and why is it important? The ability to analyse and solve problems and how students and professionals can use academic skills like thinking critically.

















Motivation
By Rosiyana Domozetska

Motivation plays an important role in our life. It influences our behaviour and makes us successful and achieves our goals. Motivation can be described as a process which shows why a person behaves or acts in a particular way. Motivation helps people to reach their goals or objectives. It is the process that initiates and maintains good-oriented behaviour. Getting people motivated to do good things and keeping them doing good things are two different mechanisms. Schunk and Usher (2019) defined motivation as psychological energy directed towards inspiring and encouraging activities to achieve objectives. According to Cottrell (2019), motivation is affected by all kinds of things, from changing your mind about your career to doing less well than expected. Motivation is high when someone has a strong sense of purpose. On the other hand, a loss of confidence shows weak motivation. When someone is filled with energy and enthusiasm, we can say that this person is highly motivated and will achieve his goals. Motivation is a crucial subject, and many psychologists have studied it and have formalized their findings in different motivational theories. All of them tried to show the way people behave and what motivates them. Some of the most famous theories are Maslow’s Theory of Hierarchical Needs, Hertzberg’s two-factor Theory, and Alderfer’s ERG Theory.
This report will focus on Maslow’s Theory of Hierarchical Needs.  The author created a pyramid to show how people are motivated. According to Maslow (1943), when basic needs are covered, people are satisfied and start looking to achieve goals at the next level. Firstly, the pyramid has five levels. The lowest level, according to Maslow, is physiological needs, such as food, shelter, water, and air. The second level covers safety needs like secure employment, health and others. The third level includes social needs. The needs of friendship, partnership and association. The next one is esteem needs. They include respect, freedom and status. The highest level is self-actualization needs, the opportunity for personal development and knowledge. Maslow considered that essential needs are physiological. When the person meets these needs, he can go to the next level. Maslow pointed out that when safety needs are covered, people want to love and belong. Esteem needs involve feeling good about ourselves. Self-Actualization refers to feeling fulfilled. This level looks different for everyone. For one person, self-actualization can be an achievement in the music industry, and for another can be getting a good degree. People’s needs are different because of their different personalities. He later expanded his five-stage model to eight stages to meet all People's needs. The new ones are cognitive needs, aesthetic and transcendence needs. Cognitive needs refer to knowledge and curiosity. Many people like to learn new things and explore the world around them. The next level is aesthetic needs. It is for people who like beauty and balance. The last one is for people who like mystical experiences. This theory influences education, business and other aspects of our life. People go through different stages in life. Sometimes people feel completely motivated and able to achieve their goals. At another point in their lives, they may not be motivated. When you are not motivated, you feel discomfort and other negative feelings. In this case, it is essential to have someone to talk to and try to motivate yourself again. You can take a break and then find motivation in something else. You can also revise your goals and if they do not satisfy you, set new goals.
There are two types of motivation: intrinsic and extrinsic. Cebollero (2014) explained them. Intrinsic motivation refers to internal rewards. Activities involving their own rewards delivered motivation that is not dependent on external factors. A person is driven to do something for his personal satisfaction. According to some theorists, the two main elements of this type of motivation are self-determination and competence. In this way, people improve their capabilities. Extrinsic motivation refers to the people whom do something forced by external influence. Positive influences could be money or other types of rewards. A negative impact could be dismissal or some other type of punishment.
At different ages, there are different forces that direct our motivation. When I was little, one chocolate was enough to motivate me. When I was a teenager, a movie ticket got me excellent grades in school. Now the good salary and good attitude motivate me to work harder. In all stages of our life, motivation goes hand in hand with us. So let us always have the incentive to do good things. 





















Time management 
By Marlon Ortiz Gavilanes

One of the greatest achievements of humanity is the ability to manage time effectively to better organize personal life at university, work, leisure, or other activities.
The duty of a student is to take charge of managing their time efficiently, and productively and trying not to get stressed. However, it can be difficult to do this, as the amount of time a person spends studying will have a big influence on how well they do in college. The more you study your subject, "preparing better for exams and assignments so as to achieve better grades" (Cottrell, 2019, p.125), the more likely you are to succeed as the time was used effectively. 
Additionally, this also has effects in the workplace; Effective time management will enable you to achieve your goals, including a better performance at work, a healthy work-life balance, increased productivity, and a better quality of life. Having low levels of stress and anxiety is one of the most frequent and significant challenges, and you can achieve it if you manage your time efficiently. This helps the company you work for to successfully expand and achieve goals faster. For example, if I manage my time at work well, I will produce better and more efficient results, have more time to participate in other activities, have less stress, and live a healthy life (Cottrell, 2019).
The best way to use your time effectively.
There are different methods to arrange and utilise your time. To-do lists are an easy and orderly method to keep track of your chores and everything you still need to complete, so you can start by making one to get started. The chores that must be completed every day, week, or month are listed in the list. As a result, a realistic, thorough record must be kept that includes detailed information about the chores and the day and time at which they must be completed, such as for medical appointments, meals, outings, family days, leisure activities, etc. The more explicit the activities, schedules, and information on the list, the more structured your life will be, and because you won't have as much to remember each day, you'll have less stress every day. Prioritizing the list is another consideration. This indicates that the most urgent or significant chores should come first and serve as the main work, and we may do the simpler or less important things afterwards. I've found that using a task list to plan my time has benefited me both personally and professionally since it has allowed me to complete all of my chores more quickly (Mackenzie, A., & Nickerson, P. 2009) 
In order to conclude this subject, I would want to emphasise how critical it is to manage your time, maintain a healthy lifestyle, and feel less stressed while doing your tasks and job on time.



[bookmark: _Hlk123826560]
Analytical and critical thinking
By Marieta Marinova

According to Cottrell (2019), examining appearances critically helps us comprehend why things are the way they are. There are different kinds of critical thinking, such as analytical, reflective, and creative. 
The ability to analyse a problem into its parts to reveal its underlying logic and assumptions, recognise and account for one's own biases in judgement and experience, gather and evaluate relevant evidence from either one's observations and experiments or by gathering external information, adjust and re-evaluate one's thinking in response to what one has learned. These abilities are only helpful if a person is motivated to utilise them. As a result, they emphasise that certain mental habits are essential to critical thinking. This temperament's characteristics include curiosity, open-mindedness, self-awareness, empathy, and tenacity. Although a set of characteristics are universally recognised as being linked with critical thinking, scholarly work about the word has shown disputes over its precise definition and whether and how it varies from similar concepts like problem-solving. Additionally, some theorists have argued that critical thinking should be viewed and appreciated as a process rather than a set of predetermined skills that can be applied to issues as they arise (Britannica, 2022).
 Importance and benefits of critical thinking: For most higher education courses, the capacity for critical analysis is crucial. In general, practical critical analysis and the results of sharp critical thinking are highly valued in the marking or grading systems that instructors employ for student work (Cottrell, 2019).
We must exercise critical thinking to think clearly and systematically to express ourselves. Understanding how to deconstruct texts as part of critical thinking also enhances our comprehension. Practising critical thinking allows us to solve problems and develop new and creative ideas. How can we truly have a meaningful life without rational reflection? This ability is necessary to reflect on ourselves and defend our beliefs. We can evaluate ourselves the way we need to with the help of critical reflection. 
According to Cottrell (2019), self-awareness is essential for good critical thinkers. Without that is difficult to evaluate factors that have disproportionately affected us that we may not even be aware of. So that means being careful what we say when making judgments or trying to interpret.
In a professional career, the importance of the ability to think critically. Lawyers, surgeons, managers, engineers, accountants, analysts etc., are just a few professions that need the application of critical thinking in their work for analysing information, finding creative solutions to issues, and making precise plans. That help to create an overview and helps to see the whole picture and view different perspectives. Critical thinkers make the most significant decisions. Critical thinking, which is frequently done instinctively, helps us deal with challenges in everyday life. It teaches us to think for ourselves and to believe our instincts. Critical thinking is highly systematic, which means being methodical in following a plan. As a result, understanding yourself better will help you avoid restrictive or negative thoughts and put more emphasis on your talents. Your quality of life may be improved by having a voice. 

In life, we find that not everything is what it first appears. We must be aware, ask questions and look at things clearly and from different points of view. For students, critical thinking helps with decision-making, such as what to read or analyse the information and solving problems when challenges are faced. (Cottrell, 2019).
According to (Cottrell, 2019, p. 253), why critical thinking matters. “It helps us to understand the world around us, to predict more accurately what might happen in future, make wiser decisions, keep things in perspective, act fairly, and resolve problems creatively”. 
According to Dewey (1933), an example of critical thinking is when a man on a walk realises that the air has suddenly turned cold and predicts it will likely rain, so he quickens his steps. He also glances up and finds a black cloud blocking the sun.




















Analytical and critical thinking (Part 2)
By Nikolay Kolev

Human beings like to learn and improve from experiences, but the element of improvement from experience requires an element of reflection and introspection. It’s not enough to just experience something to get better at it, you also have to evaluate what happened and what can be done better for improved results. Gibb’s ‘Reflective Cycle’ (1988) Model provides a tool to understand the process of learning from experience and consists of six steps. This model can be used as a self-improvement tool, as well as coaching or mentoring.
First step – Description
The first step is about describing the situation in detail and understanding what actually happened. That can be done by asking relative questions such as:
- What happened?
- What did you do?
- Were there other people involved?
- What did the other people do?
- What was the outcome of the situation?
The questions mentioned above can help for the best possible way of describing the situation. At this stage it’s important to not draw any conclusions and simply state what happened.

Second step – Feeling 
In this, it’s important to understand what everyone involved felt before, during and after the situation. It’s important to understand the existence of this stage because self-improvement is an internal process, so the person has to recognize the need for improvement, so everyone involved get a better feeling next time.

Third step – Evaluation
In this step, the situation has to be looked at objectively and there has to be evaluation of what worked well and what did not. This part is not analytical, and it’s important to choose the most relevant aspects of the experience. Some questions can be asked which can help with the evaluation, such as:
-	What was positive about the experience?
-	What was negative about it?
-	If there were other people involved, how did they contribute to the outcome?

Fourth step – Analysis
This stage is one of the most important ones in the model, in which it has to be acknowledged why the experience was positive and negative or just negative. Moreover, there have to be an understanding of what the internal and external situations were, which resulted in the outcome of the situation.
Fifth step – Conclusions
In this step, we have to summarize our learnings and highlight what changes could actually improve the outcome in the future. It’s important to give specific details and avoid making general statements like “I didn’t have adequate skills.” Useful questions can be asked, such as:
-	What did I learn from this situation?
-	Is there anything else I could have done?

Sixth step – Action plan
This last step is where specific plan of action, based on the conclusions, has to be made.  The plan must involve what needs to be done in preparation for the event happening again. Some actions have to be done, such as recognizing what skills are required for the progress and how to put them in to practice, as well as how the progress can be reviewed. 
















Teamwork
By George Popa

In this section, we will focus on the concept of teamwork as a whole and in reference to the business world. The report will elaborate on what teamwork is, how it works and how it can affect the efficiency of an organisation
Teamwork can be defined as a group of people working together to achieve a single goal in an efficient and controlled manner. It is the ability of a group to work together towards a common vision, the ability to move from individual accomplishments towards organizational objectives and achieve results by working collectively. (Belbin RM 2000). Throughout the history of mankind, it was teamwork that has helped humans become better than other living creatures. It is human’s ability to work together in the form of teams that makes difficult tasks look easy. Teamwork is a complete process of working together, assessing the performance of team members, sharing information and skills with each other and exploring different methods to increase the performance of the team and the organization they are working for. (John W. Newstrom et al (1993).
Advantages of teamwork:
As stated earlier, teamwork is one of the most important factors in having success in any sector. Following are some of the major advantages that teamwork has: 
Teamwork improves relationships and builds trust among employees or team members. When people work together, they create a bond of understanding and work together towards a single goal. It also enables them to deal with any kind of conflict and increases their ability to deal with conflicts efficiently.
Teamwork gives organizations great flexibility. Companies today build teams with employees from different departments to work together for a single goal. This saves time as experts from every department can give their input and decrease the chances of any errors. (West MA 2012)
Teamwork promotes innovation and development as group members can input their ideas and insights. Brainstorming in teams is a significant factor in innovation and change in the organisation. (Dinsmore and Cabanis-Brewin, 2014).
Teamwork also promotes socialization, diversification and cultural development. Companies today tend to create culturally diverse teams to improve the interaction between employees and promote diversity in organizations. 
Teamwork also improves motivation, boosts the morale of employees and gives them a sense of ownership. It is because teams are given autonomy to take important decisions that can help in improving the organization. (Speck, 2006)
The concept of teamwork is not only helpful in business but in every field of life. Efficient teams can do any task more effectively and efficiently. Without teamwork, humans would not have been able to reach where we are today. Teamwork, together with good leadership, is the key to success in every field of life. 
Conclusion

It is concluded that motivation plays a crucial role in our life. It helps us to be successful in each part of our life. We must be motivated at school, university, and work. Let’s be progressive and set new goals to achieve. All mentioned academic skills are helpful, and we need to develop them in our personal and professional life. Let us climb the ladder of our development and move forward. To summarise, time management skills must be set to live a successful and healthy life. You will experience less stress and finish your tasks smoothly and on schedule. To do this, we must focus on changing our mindset to change our daily routines and habits. To do this, the tools and resources described in this report will be highly beneficial.
Critical thinking is the ability to analyse a problem into its parts to reveal its underlying logic and assumptions, recognise and account for one’s own biases in judgment and experience, and gather and evaluate relevant evidence from either one’s observation and experiments or by gathering external information, adjust and re-valuate one’s thinking in response to what one has learned. We must exercise critical thinking to think clearly and systematically to express ourselves. Practising critical thinking allows us to solve problems and develop new creative ideas. We can evaluate ourselves the way we need to with the essential help of reflection. The ability to analyse and think critically is crucial for students and in a professional career. And a brief explanation of the concept of teamwork, especially in reference to business. It highlights what teamwork is and has helped us in every field. The report also gives a thorough insight into the advantages of teamwork in the organisational setting.
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