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Introduction
There are numerous academic skills that students develop at higher education and they are important tools for studying at university to be successful. Through our lecturer who took us through Academic skills module, I learned time management, note taking, academic writing, paraphrasing, summarising skills, finding information or research skills, referencing and reflection skills. This reflective report shows how I learned three important academic skills using the Gibbs reflection model (Gibbs, 1988) cited in (MindTools, 2024). Gibbs uses a series of questions that helps to analyse my learning experience in Academic skills. It has helped to reflect on what I learned, how I felt before, during and after the session. I reflect on what was useful or not and what the experts say about a skill. As a result, I made some decisions to improve the skills so that my studies may be successful. I have I chosen three academic skills, namely, Note taking, Paraphrasing, and Referencing for this narrative.
[bookmark: _Toc165503274]Note taking
Note taking or note making is a skill of noting main points and ideas in a summarised form. According to Cottrell (2019), there is no ‘best method’ of making notes but my reason to make them is significant. This was one topic that I thought I knew much about, but I realised that there was much more to learn. There are four ways to take notes: in tabular form, mind maps, diagrams, and linear notes. This improves our working memory, that is, the amount of information one retains at a time. I found this lecture enjoyable because of learning new things such as mind maps and working memory. I have learned that effective note taking is also impacted by effective listening. How the flow of information is given will help to make good or poor notes. It also depends on whether the information is too much or complex. In addition, the lecture conditions influence note taking such as noise, temperature and how alert I am. My lecturer encouraged our group to read books and go through the module notes. I needed to get better understanding of this topic and I read some books. In addition, I listened to video recordings found on Moodle. It is advisable to have one set of notes and leave spaces to write down additional notes when revising. We can also use arrows to link up points. Highlighting points can help to make them easier for the brain to remember (Cottrell, 2019). We revised the topic several times during other sessions which I found particularly useful and has helped me memorise the main points. I can apply note taking skill and will use the skill during sessions, when revising and completing tasks.
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In all academic writing, it is important to refer to the original source of information or ideas (K McMillan and J Weyers, 2021) which is referencing. I looked forward to attending the lecture on referencing. That afternoon I was feeling a bit tired, but I learned a lot. Citation is the use of an author’s idea expressed in my own words. Referencing can be written in several styles and our focus was on the Harvard style. It includes the in-text citation which provides a link to the reference list at the end of the report (Bailey, 2011). According to Bailey (2011), the style follows a set of rules for a direct quotation (author, year of publication and page) or a summary or paraphrase (author and year of publication), when the information is retrieved from a book. Furthermore, there are other requirements depending on where the information is sourced from, that is, a book, journal or article. Then there are rules to follow depending on where the information is found online or a video. A full reference of a book in Harvard style includes the following:
· Author(s) surname and initials
· Year of publication in round brackets
· The title in italics; bold or underlined
· Edition (if it is not the first)
· Place of publication
· Publisher
This topic has a lot of information to be absorbed and at first it was difficult to follow. Our lecturer took as through videos like ‘A guide to Harvard Referencing’ (Derby, 2012) found in Moodle. We did some examples with our lecturer during the session which made it clearer. She emphasised that referencing is a vital requirement in all my academic work. It acknowledges the use of the author’s work and prevents plagiarism (K McMillan and J Weyers, 2021). This is now recalled in my mind as one vital aspect of referencing. My friends and I also got assistance from the librarian who took time to take us through the topic and we learned more. She showed us how to references our work using the References tab in Word with some examples. There is a guide to referencing found in Moodle which I intended to go through to refresh my memory. I believe that I will continue to get better at referencing throughout my studies and in the future. 
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Paraphrasing skill was another interesting topic I learned. Paraphrasing means ‘to state something written or spoken in different words, especially in a shorter and simpler form to make the meaning clearer’ (Press, 2024). I looked forward for this session because I thought it is simple. It seemed easy as our lecturer clearly explained how to achieve this skill. However, during this session, it became difficult to concentrate because some of my fellow students were chatting and were distracting the flow of information. Our lecturer emphasised that paraphrasing is extremely significant to avoid plagiarism and that I should always refer to the original author. When paraphrasing, the sentence should retain the original author’s meaning. This is a skill used to demonstrate my understanding of what I have been reading. It assists to clarify ideas and confirm an author’s statement (K McMillan and J Weyers, 2021). 
There are five methods of paraphrasing:
· Using synonyms of words in a statement.
· Change the order of words in the statement.
· Change the word form in a sentence. For example, ‘without incurring publication cost’ can be paraphrased to ‘avoiding publishing cost.’
· The sentence can be changed from active to passive voice.
· The sentence can be changed from negative to positive.
We practised several examples of paraphrasing during the session, and we applied the five methods of paraphrasing in the activities. The lecturer gave us feedback of our answers during the session. I found the exercise beneficial as it has helped me to remember the ways I can use this skill in my studies in future. 
Paraphrasing skill is not so easy to grasp because of applying these techniques. It made me realise that it will require more time to practise. I need to get synonyms and learn the meaning of some words to understand what is being said. Using a dictionary and thesaurus is needful when paraphrasing. After the session, I looked for examples in books and websites and used them for practice. Once again, the librarian assisted my friends and I to obtain more examples. I can use paraphrasing when writing my notes during my studies. I need to get into the habit of noting the reference so that it will be easier for me to remember afterwards. With more practise I will get better at applying this skill in my studies and assignments and in future. 
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Reflecting on this module has helped me evaluate my learning experience. I am grateful for the opportunity to study this module as it has helped me realise the depth required in academic studies. Applying academic skills on this course will enable me to study effectively, draft essays and complete reports. I have determined some of the steps I need to take to achieve a good outcome. It is good that I started by learning academic skills as a good foundation for my studies of Business skills in the workplace. I am grateful to God for my lecturer and librarian who have given me support and feedback for this module. 
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