	Student Name: Sara Watson
Student ID: 2331412
Module code: LCLM 4001_Lon
	Certificate of higher Education in Business Skills for the workplace
	Internal Verifier: Dr Lizeta Demetriou
Module Lead: Sylvia Hoffmann



[image: ]Certificate of Higher Education in Business Skills for the Workplace 
Academic Skill   
Task 3 
 Reflective Report

   
   Name: Sara Watson
   Student Number:2331412
   Module Code: LCLM 4001_Lon
   Module: Academic Skills
   Lecturer’s Name: Sylvia Hoffmann 
                                                                
            Submission date: 22nd of August 2024   
by 14:00

[image: ]













Table of contents 
1. Introduction ……………………………………………………………………………….. Page 3
2. Academic writing…………………………………………………………………………. Page 3
3. Note-Taking………………………………………………………………………………… Page 4
a. Note-taking methods………………………………………………………….  Page 4
i. Sentence Method…………………………………………………….. Page 4
ii. Charting Method………………………………………………………  Page 4
iii. Mind Mapping Method………………………………………………  Page 4
iv. Outline Method……………………………………………………….   Page 4/ 5
v. Cornell Method……………………………………………………….   Page 5
4. Paraphrasing……………………………………………………………………………..    Page 5 
5. Summary/ reflection……………………………………………………………………    Page 6
6. Referencing……………………………………………………………………………….     Page 7
7. Acknowledgement / Appendix ……………………………………………………..     Page 8
 


 





One could say this is a paradox. A reflective report on academic skills. Linguistics in academic writing, Note -Taking, and Paraphrasing. offering an alternative way to using direct quotations, giving the ability to integrate evidence/source material into assignments. Paraphrasing can also be used for notetaking and explaining information in tables, charts and diagrams.
 Academic skills are a fundamental part of human existence. It binds scholars and the world together to communicate, gain insight, and understanding about a particular topic. Indicating a range of learning techniques that allows us the opportunity to systemically relay information, solve problems, ideas, and research. Develop transferable skills, such as cognitive, logical reasoning, analysis, conceptualization, creative thinking, clear persuasive writing, and mental dexterity. Each academic skill has its own systematic structure or framework to follow. This allows consistent and precise execution. 
 It would be a disservice to humanity not to touch on archaeology, and the evolution of communication, or academic skills as we know it today. Humanity is said to have begun approximately 500,000 to 300,000 years ago (Dedis and Levinson, 2013) It is said that Homo erects linguistically communicated by using a variety of sounds with their mouths, using their tongue, facial, hand gestures, and body motions. It is also said that aboriginal culture who still exists in Australia. The way they communicate is by singing songs of knowledge, ancient songs passed down from ancestors about the creation of the world and how to travel to distinct locations. In addition, they would Engraved animation on to stone, this is how they would recollect information.
Writing evolution ostensibly established in 2667 –2648bc, begun with hieroglyphic symbols. In the second dynasty, known as the Bronze Age. 33rd century Bc. It is said the first sentence was written. 
Academic writing has standers and requirements that need to be upheld around the world. It is a formal, informative way of communicating. It allows us to effectively communicate our ideas, research, and information gathered to others in a clear, concise, and exact way. Academic writing styles are normally found in educational facilities, or academic environments. Such as academic journals or books for others to learn and expand their knowledge.
There are many types of academic writing. These are said to be the main ones descriptive, analytical, persuasive, and critical. The features are Formal, structured, evidenced, critical, precise, balanced, objective. Experts, scholars and academic writers all adhere to this system.
 
 
Note Taking
Developing note-taking skills has been an important part of human antiquity and scientific development. It helps us to recite, remember and organize information. It is an active way of learning. It is said that writing things down into a logical arrangement can help to keep information. It enhances learning, memory and aids more in your learning progression. There are multiple methods for taking notes. such as sentence, charting, mind mapping, outline and the Cornell method. Note-taking is usually done by handwriting. There are exceptions to the rule, when using shorthand, or the sentence method you can use a device. 
The Sentence Method. This method is said that Charles William Bardeen (August 28, 1847 – August 19, 1924) was an American educator and publisher. He devoted his career to improving the education system in the United States and was the founder of the sentence method in (1881). He wrote the book ‘the sentence method of teaching Read, Write and spelling. A manual for teachers. 
If someone has never done Notetaking before this is a good method to begin with. As this method needs no planning preparation or extra skills. When you are using this method you write out as much topic information, each thought and point the lector says. You must write as much detail as possible unless one is confident in remembering their own abbreviations. One can also use bullet and numbering points to separate each point made in the session. It is good practice to analyze what is written down, this is so you can gather key elements of the topic. In addition, making a written summary also enhances the knowledge learnt. 
The Charting method is a note-taking practice. It involves organizing information into a structure and visually appealing manner, that uses columns and rows. It is a fast and efficient way of visually seeing information, as there is not much writing involved. It is neat and designed like a spreadsheet. When using the charting method, you must know the subject matter beforehand. 
The mapping method involves creating a visual map or diagram that represent the relationships between different ideas, cure concepts, and information. This method is a great method for individuals that are visual learners, as it is the way your brains work, not in a linear way. If one does not like writing a lot and wants to see how concepts connect, this could be the method. This method focuses on capturing the main topic or fundamental idea in the middle of the page and branching out with connecting lines to subtopics, supporting details, related concepts, encourages active listening and engagement. Requires good understanding of the subject. The best time to use this method are discussions and lectors. 
The outline method is one of the most organized, neatly, prioritizing of information out of them all. This helps you to be able to compartmentalize the information effectively. It is presented in a linear hierarchical structure. Begin by outlining the main idea or topic at the top of the page. Then break it down into subtopics or sections and add as many details as needed, using bullet points or indentation to show relationships between topic heading, subtopics, and supporting information. It captures the structure and hierarchy of the content, making it easier to see the overall framework and connections between different concepts. This method is good to be used during lectures or meetings to understand the entire concept briefly, as it helps the user to recollect the sequence. This is great for outlining complex topics and logically organizing your thoughts. 
The Cornell method was founded in the 1950s by Walter Pauk, a professor from Cornell University. It's a systematic approach that helps organize and review information effectively. This method is backed by real educational theory. When using this method, you must understand your subject matter. You must split the paper into three pieces. There should be a small cues column on the left, a notes column on the right, and a summary at the bottom. The thin column on the left note’s most essential points, questions, or prompts to aid with material recollection and revision. The larger column on the right is for taking more detailed notes and expanding on important ideas. Finally, the summary area at the bottom is for summarizing, reflection, clarification, and reviewing remarks. The Cornell method needs minimal preparation beforehand and is good for lectures, meetings and discussions.  
 
Paraphrasing
It is said that paraphrasing likely existence thrived from Roman times, in oral traditions. When author Marcus Fabius Quintilianus recommended it for students to develop dexterity in language. This is when it became paraphrasing as a specific education exercise. In academic writing it is important to acquire paraphrasing skills. Paraphrasing is when using different words, phrases or deploying what individual have understood from using someone’s ideas. Paraphrasing helps students learn how to use convincing reasoning, critical analysis, and well-formed, defensible arguments. This is why academic writing must follow a certain structure and format, as well as strict rules for paraphrasing. Rules make it easier to find where ideas came from and to support a culture of intellectual honesty and originality.
 An essential part of paraphrasing is to review one’s work using tools like Turnitin. Such self-assessment results may shed new insight on the academic credibility and reliability of the publications and the information being passed on. Turnitin has a similarity score of original scholar’s manuscript published and used to verify whether the extensive background reading suggests new knowledge has been created, and not plagiarized.  It should be emphasized, however, that statistics are not an absolute measure of copying. A low similarity score implies that the piece is well integrated with sources and offers innovative ideas, much as both originality and exact cites, but a high similarity score can mean that citation styles should be checked in more depth as accidental plagiarism may have occurred. In this way, the emphasis on the importance of making sure all contributions get their credit, and that scholarship stays trusted.
 
What academic skills symbolize. To be honest, before starting at the University of Wales and this course. What came to mind when thinking about academic skills, were English, Math’s, and Science.  systematically passing your way through the education platform; primary, secondary, college, and university. Advancing through each stage of education (in the Uk) you must sit different test to grade your academic ability. These stages start from S.A.T’s, which is primary, G.C.S.E, which is secondary, then to A levels which is college. If in every respect, you can obtain all qualifications and reach all the way to university you have academic skills. One was so wrong. Taking the time to investigate and thoroughly research the topic. It is evidently perceptible there is much further to academic skills and the paradox in the way we learn these skills. This assessment itself is a reflective report on academic skills. Show the ability of one's skills, how knowledge has evolved and become even better than before. In the way we use our study, Communication, Data analysis, self-development, reading, writing, and digital skills.
 






















  Reference 
 
Dedis and Levinson, 2013
Fran Dorey, Homo Sapiens – modern humans,homo sapiensbackground 16/10/2020
Accessed 18/06/2024
 
Bronze Age
LibreTexts tm Humanities,2.5: the bronze age, Art of the Bronze Age,
Accessed 19/06/2024
Farnham, G. L. (1881) The sentence method of teaching reading, writing and spelling. A manual for teachers. Syracuse, N.Y., C. W. Bardeen. [Pdf] Retrieved from the Library of Congress, https://www.loc.gov/item/06038681/.
Kennedy, George A. (1969). Quintilian. New York City: Twayne Publishers.
https://www.student.unsw.edu.au/paraphrasing-summarising-and-quoting#:~:text=Paraphrasing%20is%20a%20way%20of,evidence%2Fsource%20material%20into%20assignments.
 
 
 
 
YouTube 
BBC English Mardan (2009) Accessed 19/06/24
Documentary world (2015) Accessed 19/06/24
BBC FOUR
From pictures to the world
Discover Egypt’s Monuments
 
 
Acknowledgement / Appendix 
 
Homo Sapiens = The name selected for ourselves means ‘wise human’. Homo is the Latin word for’ human’ or ‘man’ and sapiens is derived from a Latin word that means ‘wise’ or ‘astute.
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