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Introduction

Reflection is the structured analysis of your own thoughts, feelings, and or actions.
You can reflect of what you have done by looking at what occurred, and discussing why and how it happened. An advantage of self-reflection is it can highlight areas you have done well in and identify where u may have room for improvement 
The Oxford dictionary (2024) Defines Reflection as “Serious thought or consideration”
In my current module (LCLM4001) Academic skills, I have studied various academic topics.
In this report I will reflect on the following three of them 
· Note taking
· Paraphrasing 
· Time Management 
To do so I will incorporate elements of the Driscoll method of reflection, “what” “so what” and now “what” created by John Driscoll (2007). I find this form of reflection very beneficial; though have not stuck to it strictly though out the entire report, in some cases, I have added another element to it. I not only discuss what occurred but also write about my   preconceptions of what it thought of the topics before studying them  












Note taking
In this section I will explain my previous experience with taking notes and how my note taking has changed. I will list the different methods of note taking I was taught in this module and l will reflect on how I felt during the lessons, what I learnt, and how I intend to use what I learned in the future.
What is note taking?
Note taking is writing or typing out what you believe to be the key parts of the information you are being told for your own future reference.
There are many ways you can go about taking notes. In the past before taking this module, while taking notes I would try and write down every word being said to me. Most of the time this was unachievable , as it is difficult to write at the same speed someone is talking .Often my notes ended up being very detailed in some parts and not detailed enough in others.
Other times I would not take any notes at all and rely on my working memory to keep all of the information, but working memory is “a brain system that provides temporary storage”(Baddley 1992) how long we are able to retain information varies from person to person; but even the most intelligent person does not have infinite memory and can benefit from taking notes if they are trying to learn something
What I learned in this module about note taking.
Academics from various fields have developed different methods and strategies to make note taking more efficient and effective I was taught some of these methods in this module 
· Diagrammic note taking , 
There are different forms of diagrammic note taking, many of which involve writing the main subject in the middle of the page and drawing lines leading to different sub headings around the page. This is very useful if u already know what the main topic is. in class I used this method and found it fast but harder to record detailed information and in one particular exercise I ended up with a centre topic that was not the main topic of discussion but did not realise this until my notes had finished, to correct this I had to cross out allot of thing on the page and I was left with a messy page that could have ended up being harder for me to use in future revision  
· Tabular note taking 
This involves putting your notes into tables , I used this method in an exercise in class and found it quite useful although limited as I ended up running out of space , I may consider using I again in the future depending on what the main subject is . Before taking the module I had never used this method before so found learning about it interesting. Others in the class had used it before. Someone said they use this method at work .Tabular not taking was a new concept for me I found it quite helpful but am more likely to use other methods when taking notes in the future 

· Cornell method 
The Cornell method involve separating you page into three different sections. One for you main notes and another for key word and things like dates and names. When you have finished taking notes you create a third section and use it to summaries your notes in full sentences. I found the Cornell method of taking notes more suited to my style of learning and will continue to used it in my academic career and anywhere else I may need it as I found it far more effective than my previous method.
Before learning the methods taught in this module , I thought my original approach was the only way of taking notes as I was never taught any different .But as the lessons and discussions continued , I began to realise where I had been going wrong and eventually found a method that was suited to my way of learning and thinking . Others in my class had a similar experience; the note taking techniques seemed to be new concepts for most of us. I think we as a class have and will benefit from the examples given and techniques we were taught in the note taking part of this module. Our lecture gave us videos to watch and practical exercises to do that helped to solidify the ideas and techniques in our minds. 

















Paraphrasing
In this section I will define paraphrasing and explain how   I use it in my everyday life away from university , I will detail what I learned about in  the module and discuss how I think it will be helpful for me in the future 
What is paraphrasing? In simple terms paraphrasing is re wording something whilst still keeping the original meaning.
As a native English speaker, paraphrasing is something I tend to do allot of the time naturally without thinking about it, for example, if I am relaying information to someone that was previously told to me by someone else I am more likely to paraphrase what they have said than to quote them directly word for word 
In the module I was given various sentences and asked to paraphrase them accurately, I found this quite easy as I used this technique quite a lot in my everyday life, although in some instances I accidently misinterpreted a few small bits of information and paraphrased inaccurately .The exercises we did in class helped me find ways of avoiding this happening. I was also taught to used tools such as thesauruses to aid me when trying to rephrase things and keep the original meaning 
The module taught us about Plagiarism “The practice of taking someone else’s work or ideas and passing them of as your own “(Lib Guides 2024) and how it can be avoided by correct use of paraphrasing  
In this assignment I have use some direct quotes from different sources and have not paraphrased , but in future assignments if I do need to paraphrase anything I will make sure I do it correctly to avoid plagiarism and make sure I credit the person I ham paraphrasing .










Time Management

In this section write about the different time management techniques we were taught in the academic skills module I will give some examples of the techniques and explain what I found useful.
“Give me six hours to chop down a tree I will spend the first hour sharpening my axe” (Abraham Lincon)
Is an insightful quote by well known former American president Abraham Lincon. It highlights the importance of preparing to do thing before you do them to make the job easier.
In class we were taught different time management strategies
· Pomodoro strategy
· Eisenhower matrix
· Four D strategy  
Pomodoro strategy .The pomodoro strategy is a way of managing time created in the 1800s by Francesco Cirillo
“Pomodoro” is a Spanish word that translated to tomato in English. By nature the inside of a tomato is split into sections , the pomodoro time management strategy encourages you to split your task into sections where u work for a short time followed by a period of rest the go back to working , you alternate between working and resting until the task is complete . Sometimes a long period of working or studying can seem over whelming and can become tiring, dividing the task into smaller increments can help the brain stay interested and make completion of the task feel easier
Eisenhower matrix 
The Eisenhower time management method was developed by Dwight D Eisenhower a former United States president. It is done by first writing a to do list then working out if the tasks are A. Important or B. urgent, you make a diagram that allows you to put some tasks in intersections, foe example if a task is both urgent and important u put it between them, but it is only important you only put it in the important section and if it is only urgent you put it in the urgent section only. This method is very helpful and will help you get the right tasks done at the right time.
Four D strategy
Everyone’s life is busy. At any given time someone, always has multiple tasks that need completing, some are more urgent than others 
The Four D is a time management strategy tells you what to do with each task; each option begins with the letter D.

Do do the task  , Delegate assign the job to a someone else if you have more important tasks to complete  Defer if a task is not urgent , don’t complete it before a more urgent task , do it on a later date or Delete if the task is not important or beneficial don’t do it at all .
I found all of the time management techniques helpful, as managing time is something I think I can improve on 
In the module we also listened to discussions about procrastination. Almost everyone in the class admitted that there are times in our everyday lives that we all procrastinate. As a group we discussed the dangers of procrastination and spoke thought patterns that we can use to help us avoid this. 
For all university courses, students are given assignments with deadlines, in order to be a successful student you must be careful to manage your time correctly and hand your assignments on time. What the other student and I learned about time management will help us in our academic future and personal lives if applied correctly.







 








Conclusion
To conclude the academic Skills segment of this course has been very beneficial to me I can see how my academic skills have improved, I have learned new things and how to apply them in my university got better at things I thought y work and my personal life.
In the future I will definitely be using the skills learnt in other assignments like the Cornell note taking method and the Eisenhower time management method.
Over all it has been a valuable experience and has helped me start of my academic career on the right foot 
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