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Introduction (100 words) 

Returning to university after a long break from formal education was both exciting and 

daunting. Managing academic work alongside personal and professional commitments has been 

a challenge. The Academic Skills module offered essential tools such as time management, 

referencing, information sourcing, and reflective writing, which have supported my transition. 

This report reflects on the skills and knowledge I’ve developed and how they have influenced 

my approach to learning. Using personal experience and Gibbs’ Reflective Cycle, I examine the 

growth of my academic abilities and how I intend to apply these skills in future studies and 

professional development. 

Description of Experiences (200 words) 

 

In the early weeks of the course, I was introduced to essential academic and digital skills that 

laid the foundation for my learning. One of the most impactful topics was time management, 

particularly the 4D strategy—Defer, Downgrade, Delegate, and De-commit. This method helped 

me better prioritise academic tasks while balancing personal responsibilities. Another initial 

challenge was understanding assessment requirements and accurately interpreting 

instructions. Week 2 addressed this by teaching how to identify key information and analyse 

task expectations, which greatly improved my confidence. 

  

Week 4 focused on referencing and academic misconduct, clarifying the importance of proper 

citation and the risks of plagiarism. I had previously found referencing confusing, but this 

session helped demystify the process and highlight its role in academic integrity. In Week 9, we 

explored Gibbs’ Reflective Cycle, a framework that helped me structure my reflections more 

effectively. Reflective writing had always been a challenge for me, but using this model has 

strengthened my ability to evaluate and learn from personal experiences. 

  



Overall, these sessions have been instrumental in improving my academic skills and building my 

confidence as a student, setting a strong foundation for future success in both study and 

personal development. 

 
Analysis and Personal Reflection (600 words) 

Looking back on my academic journey so far, it’s clear that I began with a range of concerns. 

After being away from formal education for several years, re-adjusting to structured learning 

environments and digital platforms was challenging. One of the most difficult aspects at the 

start was managing my time effectively, especially while juggling family responsibilities and 

work commitments. The introduction of the 4D strategy during our time management session—

Defer, Downgrade, Delegate, and De-commit—was a turning point. This approach helped me 

sort tasks by priority, allowing me to concentrate on what truly mattered while letting go of less 

urgent obligations (Mancini, 2003). I now use this method in both academic and personal 

settings, which has noticeably improved my organization and productivity. Another key area of 

growth was learning how to interpret academic assessments. At first, I found the language used 

in instructions and marking criteria quite intimidating. I often felt unsure about what was 

expected of me. However, the course provided clear explanations, video tutorials, and practical 

exercises that broke down the requirements into understandable steps. I began asking myself 

guiding questions such as: What is the aim of this task? What evidence is needed? How should it 

be presented? This type of reflective questioning aligned with the ‘Evaluation’ and ‘Analysis’ 

stages of Gibbs’ Reflective Cycle (Gibbs, 1988), helping me think critically about my approach 

and improve my understanding. 

  

Referencing was another area I initially struggled with. I had limited experience in citing 

sources correctly and often felt overwhelmed by the complexity of referencing styles. The 

session on academic misconduct and the Harvard referencing system was especially valuable. It 

highlighted not just how to reference properly, but why it’s important. Understanding the 

ethical aspect of academic writing made me much more conscious about giving credit to original 

authors and avoiding plagiarism. With regular practice, I’ve grown more confident and accurate 

in citing sources (Pears & Shields, 2019). 

  

Reflective writing also presented a challenge early on. My initial reflections lacked structure and 

depth. Learning about Gibbs’ Reflective Cycle provided a clear framework—Description, 

Feelings, Evaluation, Analysis, Conclusion, and Action Plan—which allowed me to approach 

reflection in a more organised and meaningful way. This has not only improved my academic 

writing but has become a valuable tool for personal growth. I now apply this reflective model in 

various areas of life, making it a skill I can transfer beyond university (Moon, 2004). 

  

Another significant development was in information literacy. I initially found it difficult to 

identify credible academic sources for my assignments. The session in Week 2 helped me 



understand how to access academic databases, evaluate the reliability of sources, and use them 

appropriately. As a result, my research has become more focused, and I feel more confident in 

supporting my academic arguments with relevant evidence. 

  

In conclusion, this module has had a meaningful impact on my academic and personal 

development. The initial challenges I faced—such as time management, understanding 

assessments, referencing, and reflective writing—have gradually become areas of strength. 

Through the support provided in the course and the practical strategies taught, I have become 

more confident, self-aware, and capable as a learner. These skills will not only support my 

future academic work but also contribute significantly to my personal and professional life. 

 

Conclusion (100 words) 

This reflective report has helped me assess my development throughout the Academic Skills 

module. I’ve progressed from struggling with time management and referencing to confidently 

applying the 4D strategy and using Gibbs’ Reflective Cycle. These experiences have 

strengthened my organization, critical thinking, and ethical awareness. The skills I’ve gained 

will support both my academic journey and personal growth. I now see challenges as learning 

opportunities and feel more empowered to take responsibility for my development, both in my 

studies and daily life. 
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