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Introduction
In this report I will be discussing  academic skills as my prefered topic. Academic Skills can be describe as writing for academic and learning purpose and not like everyday writing of ordinary letter. In this report I will reflect on 3 academic skills comprising of paraphrasing skill, Summarising Skill and Referencing skill. Academic writings are distinguished from other writings through its different characteristics and how its Structured, Evidenced, Precise, Critical, objective and Formal. Academic writing is divided into 2 parts of Student/Experts academic writing whichever way it must not consist of slang and the words must be clear, recent and focus on a particular topic with an organised layout and grammatically correct. A good academic writing must reference experts in the field and should also search for information in places of interest like (CMI) chattered management industry, (BCC) British Chambers of Commerce, online news, dictionaries, personal and company blogs etc. My developed academic writing has helped in doing all assignments in all aspect of my education and I aim to continue using my newly acquired academic skills in every situation of life where academic skills are necessary most especially at workplace. Cottrell (2021)


Reflective Model

In my report, I will be reflecting on Gibbs model. I am using the Gibbs reflective model because its straight, easy to understand and more explanatory for me to focus and in this process, I reflect on my fundamental learning in the module that will upgrade my theory knowledge in a way of compliment. Learners gain from being able to drag experience into opportunities for reflection, believed development and to add it up to new experience that which has become open understanding built on confidence of which every academician can truly claim to themselves. (Gibbs 1998)

Academic Skills

Paraphrasing.
Paraphrasing is the ability to change word order, change the structure and its format into your own words without losing the real meaning either by using synonyms, negative to positive or passive to active. Paraphrased sentences retain its meaning used in the real phrase and it is important to cite your source during paraphrasing” (Pears & Shields, 2019 P.245) 
To the best of my knowledge we paraphrase in order to demonstrate our understanding of the sentence, to avoid plagiarism, to make clear ideas and to evaluate quotes and paraphrases from other authors and can summarise them in my own writing style. 
The best performance of paraphrasing is bridging it on a comprehension text and understanding what combined strategy and patterns can be used to inform necessary instructions and report that can help and support readers individually  and collectively. McNamara, et al. (2023).     



  
Summarising
Summarising is the ability to reduce large texts or data into shorter text by identifying the key words and most important information in the whole text combined, unlike paraphrasing which might be of same length, summarising  shows that I have read and understood the whole text/data and now identifying what is important, analysing and evaluating the information by building memories on what you read and heard “selecting  the points that are most relevant to my own writing” (Deane,2011) 
When information is condensed into smaller text for future use most especially ideas of others, it will be very useful to generate new whole large text when reporting the ideas in a pure summary, adding one’s idea into the large text generated from the summary is not allowed in order not to change the context meaning from the original text. (Awelu 2021)
I will also present summarising as a very brief important information from a larger text expressively condensed, understood by others without add-ups into a smaller text. Summarising needs proper referencing whenever your source text is compared to your summary just like in paraphrasing to show case where your discovered information came from and to show that you understood what you read to both your readers and to whom it may concern. Bailey (2018)   


Note-Taking 
Note-taking is the collection of ordinary normal information in a strategized way or manner and making it more meaningful. Note-taking is more important when collecting information than just listening and trying to remember all presented information later. In my opinion note taking is an important way of collecting meaningful information because it helps to build a good write-up according to the information gathered and it helps to expand the little meaningful noted information. There are different types of note-taking strategies stated as Diagrammatic note-taking which helps to link and connect ideas, Mind mapping note-taking strategy which can also be referred to as (Empathy Map) is used in collection of important information of feelings and pass memories. Linea note-taking which is the third is the ability to write down notes in order of what is said or presented line by line. Another strategy of note-taking is the Tabular form which is the summarising of information for future use. McPherson (2018)   
 Working Memory is a vital advantage in note-taking which is the amount of information one can hold or memorise at a time because individual has a different memory capacity which governs our ability to what we read or hearing and to learn new words in order to plan and organise your work. High capacity memory people can hold up to 10 pieces of information at a time while average working memory person can hold 6 pieces and the lower capacity person can hold 3 pieces of information. Working memory combined with learning shows the capacity of your ability to absorb information, with lower capacity working memory one may have to read pieces of new information over and over again before been convinced that you understand and it makes sense, you may also have to write out information severally to really comprehend it or say those new information out loud to yourself before you understand, your note will help you understand a topic including the dept which trying to remember can not do. Good note-taking helps to understand information received, by making your thinking clear and selectively forcing you to focus on what is important, organising your ideas and putting forward your case. University of York (2024)
In my opinion every individual has a strategy for note-taking but what is important is to locate what works for you since note-taking effectiveness is determined by several factors which includes the weight, fast presentation compare to a slower pace to review your note. The style of including points in your own words is very useful instead of long verbatim notes, well organised information by the presenter is also a good factor and how skilled you are by taking important points. “After taking a note you need to keep track-of, by finding method that will help you to read, store and cite your work. The application designed to cite your work is called referencing” University of York (2024)
    

Evaluation
The reflective process I chose has been very useful because it enlightens me and boost my academic skills towards my learning and the good side of it is that it will also be useful for me in the future at workplaces even when I work from home. The lecture was useful after every explanation because it explains how I can develop my academic skills and I can’t pick what was not useful in the lecture because I was able to learn new things concerning academic skills. 
What I will focus on to improve is the ability to build my working memory capacity by taking notes and listening attentively without allowing any distraction and remembering all that I have written in my own words and way of understanding.

Conclusion
In view of my opinion this module has helped my learning strategy through academic skills because my understanding of applying academic skills into my learning has changed and can now be applied in my everyday academic life and at workplace in the future. Academics skills is more advantageous when writing for both students academics and experts. Even when the knowledge of understanding is strong enough, there will always be problem of passing it on to lots of students without strategic educational program like Reflective Model (Gibbs 1996) which focus on different strategies like Summarising, Paraphrasing, Mind Mapping, Tabular and Note-Taking. 

     
Action Plan
My plan of action for the future is to be able to prepare my assignments and assessments in my own words and using very few of my lecturers’ important words and terms in order to develop my academic skills further and be able to impact others.  
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