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1. Introduction

   This essay will discuss two important aspects that I learned from ‘academic skills’. These two topics are essay planning and academic writing. This essay will also provide a reflection on these issues. The first topic of this report is about essay planning. Essay planning is the process of sorting out a presentation about a logical, reasoned argument in response to a specific question or topic.
 This subject covers the whole process, from planning, to timeline, word count, analysing the question, structuring, drafting and redrafting stages (Godwin, 2014).
   A definition of essay will be provided, also different types of frameworks for all types of essays (Cottrell, 2019).
   The second topic of the essay is academic writing. Academic writing is the formal writing style used in colleges and universities.
   The key points of this topic are appropriate writing style, conventions for using sources, clear structure and layout, coherent flow of ideas and accurate use of language (Read, 2018).        Academic writing is an essential skill for a student to be successful. 















2. Essay planning

   Writing essays is an important aspect of many courses. Essays sound difficult. Writing essays is not a typical writing of someone’s everyday live. There are certain rules or conventions to follow. The essays can become an invaluable way to explore a topic in depth and develop own perspectives. Writing essays defines thinking as well as written skills. When doing essays, the writing is more precise, clear, and professional, this is a benefit in academic field, at work, in any context (Cottrell, 2019).
   Essay planning is critical in all academic fields. The process of planning includes analyse the title and decide what is required, brainstorm the topic to find own ideas, prepare an outline using own method (Bailey, 2013).
   Essays focus on reading, analysis, critical thinking, debates, synthesis, own positions giving arguments to support them. An essay is a piece of paper with a specific aim, structure, layout. The writing is formal, academic rather than informal. The research of data should be easy to collect. The scale should be manageable. The topic, the words should be within the time limit (Cottrell, 2019).
   There is a generic structure writing essay. The students are trying to write the right answer when basically the most important thing is how they present the argument (Godwin, 2014).
   The first thing when planning an essay is to organise a schedule for work. Also, to organise the time efficiently. Leaving the writing the last one, is not a good idea no matter how much research has been done. Another mistake is to postpone the work. The sooner one starts the sooner he will refine the ideas. After planning the essay, a structure is needed. The first page is the title page where the student’s name, the module title, the number are shown. The second page is the contents page with the basic organisation of the essay, with page numbers. If the essay includes graphs, these need to appear with title and page number. The title of the essay should include key words for a better following of the topic (Bailey, 2013).
   The title can be a question. Breaking down the question for keywords will start the literature research. When doing research, one should stick to the question. The structure of an essay should be clear, logical, well defined (Godwin, 2014).
    If someone must choose a title for the essay, this one should not be long, complicated, with several questions or long quotations. After the title, there is an introduction which explains what the essay is going to present. Introduction should be about one-tenth of the essay. Here is the place to interpret the question, to summarise the argument and conclusion. The key terms are defined. The key points are going to be covered without going into details. A brief outline will be given about how the question will be approached. The third part of an essay is the main body where the argument or line of reasoning is being developed. The length should be around 75-85% of the essay. The first paragraph of the main body covers the first topic from the introduction. The first sentence presents the main idea of the paragraph. The other sentences will develop the argument of the paragraph. Here are going to be shown examples, details, evidence, quotations, references. The next paragraph will follow. The first sentence from paragraph 2 will link the paragraph to previous ones, then will introduce the main idea of the paragraph. Other sentences will develop the second topic. The conclusion has no new material. All the arguments and main reasons that support them will be summarised. Most important points will be presented, statements of general conclusions and why they are significant. In the final sentence, all the arguments will be linked to the title. References is about listing all the books, articles and other materials which are being referred to in the essay. A bibliography is a list of texts including the read ones but did not refer to in the essay (Cottrell, 2019).
   Each essay has stages of work. First is to study title and make the outline and looking for suitable sources, then reading, note-making, keeping record of all sources used, paraphrasing, summarising, modifying outline. It is better to start with a draft of the main body and after that to continue with introduction and conclusion. All these will be refined checking for logical development of ideas from the title. References will be written or appendices (data related to the topic that the reader wants to refer to). The essay will be proof-read in order to keep the presentation clear and accurate (Bailey, 2013).
   Planning the essay spatially can be hard in terms of how much will be written. One page of A4 includes around 300 words. If the essay is about 1200 words, 300 words per page is four pages. As a result, 4 pieces of paper will be taken and for each topic will be allocated a certain number of words. To get the balance, few attempts will be made. Having this spatial plan, it is much easy to see how many pages the essay will take, where topics will be on the page, how much is the word limit, how much research is needed. There are 4 types of essays: for or against essays, which invite to an argument, to what extent essays, which invite to make a judgement about how far something is true, compare and contrast essays, where the focus is on similarities and differences, reflective essays, where someone draws out lessons from own experience. Such essays are personal but still engaged in an academic process in a critical reflective way (Cottrell, 2019).
   Every essay is a display of knowledge and understanding. For an effective essay, someone should: have a clear idea of the topic, gather information, make a clear structure showing understanding, develop an argument, think critically, use academic written skills which will be presented in topic nr. 2 of this essay (Godwin, 2014).



3. Academic writing
   
   Reading and writing are not separate acts, they are interrelated, in order to write, someone must read. The next step is organising the read information. One of the main problems in higher education is that students are not taught how to write. Teachers may teach how to connect thought and word, how to make a sentence but they are not able to teach students how to read and write according to the demands of academic field. The type of paper in high school is different to one in higher education. In high school the data is blindly assumed. In higher education, the magnitude of doing a paper must be enough to produce acute anxiety and panic. The possibility of writing 15 to 20 pages generates fear because this is a new type of assignment. Once someone understands the logic behind the reading, the next concern will be about thematic organisation of the data rather than the number of pages. At the beginning, a student might look lazy or shy, as soon as he finds the right direction, structure and order, he will not be away from the challenge. Steps to follow in academic writing: synthesizing and critiquing literature, developing critical arguments, shaping abstracts, introductions, discussions and conclusions for a good logic and structure (Shon, 2018).
   There are several dos and don’ts on writing style. A clear and simple writing is preferable then a significant number of words. Two short sentences are preferable than a long one. Spelling and grammatical errors make the work less credible. The place of jargon is not in an academic writing. Expressing idea in own words is preferable than using large numbers of quotations. Reports are written sometimes in an unexciting style. This is because of the impersonal writing. In academic writing the most used tense is present and past. For non-discriminatory use of language, it is advisable not to use a specific gender. The work should be continually revised as work in progress. The style and content will be refined, sharpened and clarified with each draft (Saunders, 2011).
   There are some tips for a writing to be readable. Avoiding discontinuous structures would be one of the tips. The last part of the sentence is the stress position or topic position. The reader will remember the information which is placed last. The first part of the sentence is important because in this part the reader understands the logical progression of the text. Using the verbs effectively will help the reader to use these verbs as a crutch. Passive voice gives to a text an impersonal and non-active tone. Anyway, there are situations when passive form is better than the active form. For example, when personal pronouns, I, you, are being avoided. In academic writing everything is about clarity, first characteristic. The writing should be verifiable and replicable. Another important characteristic is succinctness, as many students have strict word limits. To balance these two, clear paper and words limit is an art which requires practice. The text should be critically revised. This means removing unnecessary clauses. Important things to bear in mind: being accurate in descriptions, being nuanced in claims, leaving space for new, avoiding ambiguity. Even if the sentence is grammatically correct it may not be clear. Using demonstrative pronouns carefully, when using ‘this’ and ‘that’ the meaning should be clearer. Abbreviations will be avoided. The format of the paper should be the same, every citation in the text should be accompanied by a reference in the references. It is not advisable to use exclamation marks. ‘That’ is used when the information is crucial, ‘which’ is used when the information is not crucial. Grammatically, the report should be correct (Van der Gaast, 2019).
   In academic writing someone should avoid ‘I’ and ‘we’ as these can be subjective. Only in reflective writing are these allowed because in this case it is about someone’s experience. Words as ‘great’ ‘nice’ ‘unusual’ ‘cool’, exclamation marks, superlatives, bold or italic, bigger type are not used in an academic language. Contractions, abbreviations are considered informal. Every sentence should have a subject, a verb. A sentence has to be written in full, without missing parts. Another issue in academic writing is to know how to use punctuation, grammar and style. Proper nouns require capital letters. The same for acronyms. If contractions are not meant to be used, the apostrophes can be used only when indicates possession. The comma is for separating words, phrases or for emphasis. It is recommended to use a word processing software spellchecker before to submit the work. Reading aloud the piece of paper will help to spot mistakes, missing words or repetitions. A dictionary check is more than necessary. Discriminatory language about sexism, racism and disability is not allowed. The feedback from the tutor is a good way to learn more about academic work (Bedford, 2020).
   Common features of all academic writing: draw on good source materials, compare and contrast, use criteria to evaluate, show awareness of complexities and nuances, provide a well-structured argument, make a decision, synthesise, follow a set structure, be discursive, be emotionally neutral (Cottrell, 2019). 



  
      
   
   
   
   
   

   
   

4. Reflection

   Gibbs’ model is one of the most used reflective models in higher education system (Markkanen, 2020).
   I will use Gibbs’ reflective cycle to give a structure to my essay about my learning experience in Academic Skills Module.
   According to Gibbs, there are 6 stages of the cycle: description of the experience, feelings and thoughts about experience, evaluation of the experience, analysis to make sense of the situation, conclusion about what has been learnt and action plan about how will be in the future (Gibbs, 1988).

   Description

   My class and I started the Academic Skills Module in January 2023 at University of Wales Trinity Saint David. It was my decision to be there. Besides the lecturer, we had a lot of support
from university departments: wellbeing, financial, it. Every week we have been learning something new such as: writing and reading for academic purposes, time management, introduction to data collection methods, developing academic presentations, working in groups. 

   Feelings

   I felt very enthusiastic about being a student and proud. I had a mixt of feelings. I was curious, shy, afraid. I guess all my colleagues felt the same. Before doing the assignments, we got frustrated, there were so many things to put together, to learn, to rewrite, for most of us this was the first time when dealing with such a task. Sometimes you think it is not for you, maybe it would be much easy just to quit. Somehow, in between tasks, you think to take the challenge to see what will happen next, and this is how you find your motivation. I enjoyed the course. By time, we become more and more confident to express ourselves.

   Evaluation

   The first aspect which comes into my mind is about the positive side of the course. The lecturer was teaching well, the colleagues were helping each other, we were a team with one goal. Everybody had a good attitude towards study and colleagues. I have been learning how to cope with stress, time management. My reading and writing have been improved. I learned how to do more tasks at the same time, how to communicate more efficient. I have realised how much university shaped my thinking. The negative side if I can say like this, is that I sacrificed most of my time, but I hope it will worth it.

   Analysis

   Being here in U.K. for many years and being a good learner in high school helped me to cope with the learning process. Another advantage was an IT course I have completed long time ago. When I am watching movies, I am paying attention to the English language. I think all these helped me somehow during my task. Unfortunately, my English is far from a native speaker, more improvements are needed. My essay skills are at the beginning, not quite developed. In high school I have learnt information and reproduced it which is different to an essay planning. My basic computer skills exist but many things are left to be discovered. My planning and time management were very bad. Before I thought I am organised, but dealing with being a student made me organise everything different. I think I should ask more questions in class when I don’t understand something. 

   Conclusions

   After being critical to myself, I realised that any new stage of my life comes with changes. Changes are mandatory. I just have to learn how to overcome them. I have to be more confident and stop thinking too much and put my thoughts on a piece of paper. I don’t regret being a student. To be a better version of myself I have to do some plans.

   Action plan

   It is easy to say it, harder to do it. Sometimes, just the realisation is enough. Sometimes reminders might be helpful. In the future, I want to spend more time practicing in Word, Excel, Power Point. I have some books home which I bought, and I intend to read them to improve my English. I also want to develop my research skills on the internet and to look for new academic material I might need. I want to ask my colleagues about new tips they might know about all mentioned above.





5. Conclusion

   Essay planning, academic writing and reflection have been the topics presented in this essay.
   The topic of essay planning has been detailed. A definition of the essay has been given. A schedule of work has been presented, an outline of the structure. The key points have been detailed, a spatial plan has been presented also the types of essay frameworks. At the end, the references have been added.
   Academic skills are mandatory for an essay writing. Academic writing is about formal tone and style, objective argument, use of resources, logical structure, free of errors. The arguments of several authors have been presented here.
   The last topic, reflection, is about my learning experience concerning academic skills module. 
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