	
	
	






Student Name:                      Fabienne Cossa
Student Number:                  2431920
Module Code and Title:	LCLM4001- Academic Skills
Task Title: 	                             Task 3 Reflective Report 1000 WORDS
Lecturer Name:                    Simon Chatterton


































Table of Contents
1. Cover Page 
2. Table of Content
3. Introduction & Description of Experiences –––––––––––––––––––––––– 3
4. Key Learning Experiences ––––––––––––––––––––––––––––––––– –––– 4
5. Analysis and Personal Reflection –––––––––––––––––––––––––––––   – 5
6. Conclusion –––––––––––––––––––––––––––––––––––––––––––––––––– 5
7. References –––––––––––––––––––––––––––––––––––––––––––––––––– 6




















Introduction 
This reflective report outlines my academic skills development during the module. At the outset, I faced challenges with time management, academic writing, research, and referencing. However, by engaging with structured lessons and tools such as the Eisenhower Matrix, SMART goals, and the CRAAP test, I gradually gained confidence and competence. I also improved my ability to locate reliable sources, paraphrase information, apply Harvard referencing, and structure my writing effectively. This report uses reflective frameworks and personal insights to evaluate my progress, with a focus on how these skills will support my future academic journey and enhance my performance across university-level assessments.

[bookmark: _Hlk203298728]Description of Experiences 
When I began the module, I found academic tasks overwhelming due to poor planning and limited familiarity with university expectations. Time management was my primary struggle, as I often procrastinated or failed to prioritise tasks effectively. Early sessions introduced me to the Eisenhower Matrix, which helped me classify tasks by urgency and importance (Mind Tools, 2024), and the 4D strategy (Tracy, 2014), which encouraged more efficient task handling. I also began setting SMART goals—specific, measurable, achievable, relevant, and time-bound (Doran, 1981)—which made my study routines more structured.
As the module progressed, I was introduced to research and information literacy skills. I learned to use academic databases, apply the CRAAP test (Blakeslee, 2004) for evaluating sources, and take notes using mind maps. I improved in Harvard referencing and learned to paraphrase accurately to avoid plagiarism (Neville, 2010).
Additionally, the module taught me how to reflect effectively using the D.I.E.P model (Boud, Keogh and Walker, 1985), helping me engage with formative feedback to identify weaknesses and set goals. Overall, these experiences contributed to my academic confidence and shaped the way I now approach university work with increased clarity and organization.




Analysis and Personal Reflection 
At the beginning of the module, my study habits lacked structure and consistency. I frequently left tasks until the last minute, resulting in rushed work and high stress. This negatively impacted my academic confidence. One of the most impactful changes came from learning how to plan using the Eisenhower Matrix, a decision-making tool that distinguishes between urgent and important tasks (Mind Tools, 2024). By applying this matrix, I began prioritising critical assignments over less important commitments. For instance, I allocated earlier time to research and writing while reducing time spent on non-academic activities. The 4D strategy (Tracy, 2014) complemented this, teaching me that it is acceptable to defer or delegate non-essential tasks. Together, these tools improved my productivity and reduced academic anxiety.
I also adopted SMART goals, which replaced vague plans like “start the essay” with specific objectives such as “write 300 words of the introduction by Wednesday.” These goals were easier to measure and helped me remain focused (Doran, 1981). I found that breaking large projects into manageable milestones made them feel less daunting. This shift in planning supported better outcomes and enabled me to track my progress over time.
Research was another area of substantial growth. Initially, I relied on general websites, unaware of their limitations in academic contexts. The CRAAP test (Blakeslee, 2004) taught me how to assess the Currency, Relevance, Authority, Accuracy, and Purpose of a source. Using this framework, I began selecting more credible and scholarly resources from Google Scholar and the university’s library databases. I also learned to use mind mapping (Buzan, 2018) to organise ideas before writing, which enhanced the structure of my assignments. Note-taking strategies such as the Cornell method helped me summarise complex texts, extract key arguments, and retain information more efficiently.
One of my biggest concerns was academic integrity. At first, I did not fully understand referencing rules and was worried about plagiarism. The module provided step-by-step guidance on Harvard referencing, and I practised citing books, articles, and websites correctly, both in-text and in the reference list (University of Leeds Library, 2024). I also worked on paraphrasing—learning how to reword ideas accurately and ethically while maintaining the original meaning (Neville, 2010). These skills significantly increased my confidence and ensured that my work adhered to academic standards.
In terms of writing, my early paragraphs lacked cohesion and logical flow. I often jumped between unrelated ideas, which made my arguments difficult to follow. Learning about paragraph structures such as PEEL (Point, Evidence, Explanation, Link) and TEEL (Topic, Evidence, Explanation, Link) improved the clarity and development of my writing (Cottrell, 2019). For example, I now begin each paragraph with a clear topic sentence and ensure that evidence is fully analysed and linked back to the main argument. These changes have helped my work become more analytical and coherent.
A particularly transformative part of the module was learning to engage with formative feedback through the D.I.E.P reflective model (Describe, Interpret, Evaluate, Plan). Previously, I viewed feedback as judgmental rather than helpful. Now, I see it as a tool for development. I revisit comments, interpret what they suggest, evaluate how they align with my strengths and weaknesses, and create action plans to improve. This reflective habit has helped me become a more independent and resilient learner (Boud, Keogh and Walker, 1985).
Overall, the module has not only improved my technical skills but also reshaped my mindset. I now approach academic work with a proactive attitude, confident that I have the tools to manage time, conduct effective research, and write clearly with integrity.

Conclusion 
In conclusion, this academic skills module has significantly enhanced my capabilities in planning, researching, referencing, and academic writing. I moved from feeling overwhelmed and unstructured to becoming more confident, reflective, and organised. The use of strategies such as the Eisenhower Matrix, SMART goals, the CRAAP test, and Harvard referencing has been transformative. Through consistent practice and feedback, I have developed habits that support critical thinking, academic integrity, and structured communication. These skills will continue to support my success in future university assignments and broader academic development, helping me achieve greater autonomy and effectiveness as a higher education student.





References
Cottrell, S. (2021) The Study Skills Handbook. 5th edn. London: Bloomsbury Academic.
Mind Tools (2024) The Eisenhower Matrix: Prioritising What’s Important, Not Just Urgent. London: Mind Tools Ltd.
University of Leeds Library (2024) Academic Integrity and Referencing. Leeds: University of Leeds.
Williams, K. and Carroll, J. (2022) Referencing and Academic Integrity: A Guide for Students. 2nd edn. London: SAGE Publications.

	
	1
	



