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[bookmark: _Toc78619695]Introduction
A set of study habits, learning tools & strategies, and time management strategies that enable students to learn is described as Academic skills. It is also described as the knowledge and skills required to accomplish any academic goals. (Shapiro, 2010). In academic life to earn a degree, a student must learn the skills relevant to that degree or course. These skills should be harnessed with proper tools and techniques whereas the evaluation of these skills are very important to find gaps and improve (Duhon, et. al. 2014). For this reason, the reflective learning process is very helpful. It involves the experience of previous events to observe, generate new ideas, and implement them. The process continues with new a new event or experience (Boyd and Fales, 2013). The report will focus on time management, reflection, referencing, and online learning experience. The reflective learning process will help to identify and improve the gaps of existing academic skills and for this reason, Kolb’s reflection model will be used. 
[bookmark: _Toc78619696]Importance of the selected topics
1. Time Management: The process of planning, organizing, and dividing time into different specific activities are described as time management. It is a systematic process to allocate time for many different tasks and sub-tasks based on the plan and priority (Britton and Tesser, 2011). The main aim of managing time is to reduce waste and increasing efficiency. It has a huge effect on decision making, relationships, stress, social life, etc. (Claessens, Van Eerde, Rutte and Roe, 2017). I couldn’t manage time properly for accomplishing all the assignments, study, personal life, etc., as I had no time management skills. I was used to making unnecessary notes by collecting from irrelevant sources and friends. I felt high stress as I couldn’t do well in the exam as I expected from myself. The academic skill module that aims at improving the academic skills of students so that their academic life becomes easier came before me as a blessing.  Giving enough time for each separate task according to their priority, completed each task on time, and became punctual. I have used a time management matrix to improve my time management skills to become efficient.
2. Reflection writing: Personal reflection in learning means exploring and examine the way a person learns and apply the learning. Reflective learning shows the intention to learn from experience. Analyzing someone’s work to understand the learning, how the learning occurred, the gap of learning, ideas to improve the gap, applying the new ideas in the real world is described as a reflective skill (Göranzon and Florin, 2012). This skill can help students, learners, and professionals to learn better, gain experience, and self-awareness. It works as a personal assessment tool for the skill development of a student. During the course, I have learned to write personal reflections based on my experience. I have used my experience and observed what has happened during the learning phase. Then I tried to focus on inconsistencies and generating new ideas to solve them. I could not learn properly as I didn’t have time management skill and reflection skills. But after learning these two skills, I have learned to learn better. 
3. Referencing: The courtesy of giving proper credit to writers, sources, and authors as their work is being used in another work. It helps both the writer who is using another’s work and the author whose work is being used. The writer can reduce the plagiarism in his writing whereas the author becomes motivated by getting recognition (Roberts, 2021). In an exam, I was asked to describe and analyze communication, reflection, and time management skills. I have used literature from different sources including journals and books. I used references to give appropriate credit to the authors. Still, I was not able to write properly with my ideas and thus the teacher found plagiarism in my work and criticized me. After that, I have worked hard and practised more to write with my ideas. In this way, I learned to analyze literature, write a literature review, and give references to them. 
4. Online Learning Experience: In the Covid-19 pandemic, attending classes physically was impossible. In this scenario, online learning has become a blessing (Shearer, et. al. 2020). Although I didn’t have prior experience of learning online I have learned now. As the course teacher asked everyone to understand digital tools, online platforms, and how to use those in learning, I have tried to learn online. Now I can attend class, engage myself well with the course, take notes, save classes, submit assignments, get feedback, etc.

[bookmark: _Toc78619697]Introduction to Kolb’s Reflection Model
David Kolb’s reflection model is also known as Kolb’s learning/experiential learning model. It is based on the idea that learners create knowledge by interacting with the environment. It is a four-step process that includes concrete experience, reflective observation, abstract conceptualization, and active experimentation. 
[image: ]
Figure 1: Kolb's Reflective Learning Model; Source: (Dennison, 2010)
Concrete Experience: In the concrete experience stage, the learner faces a new or repeating event. The learner goes through the event and has the experience. (Deninson, 2010)
Reflective Observation: In the second stage of reflective observation, the learner observes the experience and learning of the previous stage closely. He finds out what went good and what went bad. The gap in the learning and experience is identified. (Deninson, 2010)
Abstract Conceptualization: In the third stage of abstract conceptualization, the learner explores new ideas for improving learning. The learner concludes experience from previous stages and generates ideas to improve the current concept by comparing it with a new concept. (Deninson, 2010)
Active Experimentation: In the last stage of active experimentation, the learner applies the new idea and concept in the real world experiences that improve their learning and experience. 
The cycle continues with a new experience or with the occurrence of an existing experience. (Deninson, 2010)
[bookmark: _Toc78619698]Applying Kolb’s Model in Time Management:
Reflective Observation: After the exam, I was determined to improve and that’s why I needed to understand what happened and why happened. I found out that, time management skill is very important in academic, personal, and professional life. I explored that, I didn’t analyze the questions, their valuations, and the time to be allocated for each question. 
Abstract Conceptualization: After observing properly, I wanted to improve my concept of time management. I have tried to gather ideas on how I can improve and I found that I will have to analyze the activities and their importance to me. After that, I will have to set priorities and allocate time according to priorities. Then practice more and more to become efficient. I have decided to-
· Apply the POMODORO techniques
· Practice the new ideas regularly
Active Experimentation: In this stage, I have applied the new ideas in the exam. I have analyzed questions, their valuations, importance, and allocated time properly. Due to practising regularly, I became efficient this time and received a good grade. 

[bookmark: _Toc78619699]Applying Kolb’s Model in Reflection writing 

Reflective Observation: After that, I tried to analyze what happened in the class. I got support from the teacher on reflection and how to use reflection in learning. So, I observed properly and found out that I didn’t learn well. I could perform better, analyze my learning, and present the reflection before the teacher.
Abstract Conceptualization: So, I have searched for ideas on how to improve my self-reflection and learning. I found that taking help from teachers, reading books & journals on reflection, and practising to write and present reflection will be helpful for me to improve myself. 
Active Experimentation: After generating ideas in the abstract conceptualization stage, I have applied those in my learning process. I got better results every time. I practised continuously and the next time my teacher asked me to analyze and present my reflection, I did well. 

[bookmark: _Toc78619700]Applying Kolb’s Model in Referencing skill

Reflective Observation: Then I tried to observe the scenario and found that I could do better. I couldn’t give proper references. I couldn’t write of my own rather I used the work of others directly and gave references. I should have written the ideas from my point of view which I missed. I was not much aware of literature review writing and referencing. However, after observation, I was determined to learn referencing skills.
Abstract Conceptualization: After observing the gaps from the experience, I have tried to gather ideas on how I can improve my referencing skill. I found that I can improve by taking guidelines from the teacher, reading books & journals, and practising. 
Active Experimentation: I have applied the ideas in this stage to see if the learning improves or not. I found significant improvement in my learning and experience. In the next exam, I wrote everything based on my ideas and used references properly thus the teacher gave me a good grade. 


[bookmark: _Toc78619701]Applying Kolb’s Model in Online Learning Experience:
Reflective Observation: I observed the occurred event properly to understand what went wrong. I found that I didn’t have enough experience of using computers and participating in online classes that made me nervous. 
Abstract Conceptualization: After observation, I tried to find ideas on how to improve my online learning experience as it was mandatory for academic purposes. I found that help from a friend or senior can solve this problem and I will have to practice the whole thing at the home of my own or with my friends. 
Active Experimentation: I have applied the ideas generated from abstract conceptualization. I took help from a friend and practised online meetings with him many times. This helped me to have courage and to become engaged in the online class well. I took notes properly this time and my online learning skill became improved.
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Time Management
Time management is a necessary skill to fulfil academic life with success. It helps a student to become punctual, to accomplish activities effectively & efficiently, to manage himself/herself, and to become efficient in professional life. It reduces the inconsistency level and increases confidence. Failing to manage time properly fails everything (Cemaloğlu and Filiz, 2010). According to Adams and Blair (2021) students will time management skills are expected to get better grades and do well in all academic areas.
Reflection
Reflection is an academic skill that is described as the individual opinion of the learning, how it happened, what went good, what went wrong, how the learning could be better, etc. (Göranzon and Florin, 2012). A student should have reflection skills to evaluate the learning and experience so that he can evaluate his learning, find the gaps, and improve those gaps. (Cathro, O’Kane and Gilbertson, 2017)
Referencing
Recognizing the author as part of writing his/her work is described as referencing. It is an important academic skill and mandatory rule that must not be violated in any sense (Vardi, 2012). It motivates the authors to do well. Referencing should be given in the last part of a report with a citation in the main body. It ensures the authenticity of the information provided and the reader can go through the sources either to justify or to learn (Boucenna, Gaussier, Hafemeister and Bard, 2010). According to TAFE NSW (2021) referencing must be done with author name, source, publisher, date, year, etc. that can be used to find the literature. With appropriate referencing, plagiarism can be reduced. 
Online Learning Experience
Online learning skill is an important academic skill as students can learn online which is flexible, reduce boundary, and offer a new way to learn. In some aspects, online learning is better than traditional learning. It can be highly engaging with proper techniques (Song, et. al. 2014). Online learning experience helps students in remote learning, remote working, and show the importance of technology to their academic life and career as well. With online learning, students can work as a team, communicate with each other properly, can share their opinions & ideas, can take breaks, can take notes, can save and download the class, etc. (Palloff and Pratt, 2010)
[bookmark: _Toc78619703]Conclusion
Academic skills are crucial to the success of any student. Some of the academic skills are directly transferable that helps in both personal and professional life. Skills like time management are helpful in every activity of life. Reflection skill is also another skill that can help in any type of learning in life and to improve oneself. Referencing skills is important in academic life and can be transferred in some activity of professional life. It is a courtesy and rule to recognize someone for his/her work. Online learning experience helps a student to become familiar with the online learning environment. It is also transferable to personal and professional life. As the academic skill, all of these four skills that I have learned for my academic purpose has helped me to do well in exams, to improve myself, to enhance self-confidence, and to prepare for my personal and professional life. I have learned these four skills by adopting David Kolb’s reflective learning model. 
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