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Introduction  

In this report I will be explaining, evaluating and reflecting on the learning done in the 

Academic and Digital skills module. 

I will be talking about three topics; Time Referencing, Summarising and Paraphrasing. 

Summarising  

The basic definition given for summarising is ‘to give a concise overview of a text’s main 

points in your own words’, it is to be able to maintain the main ideas of a text but 

compressing them into a shorter and easier to read text.  My first idea when summarising is 

always to look for synonyms of key words, something that my lecturer also advised us to do, 

not only it improves our vocabulary but it also allows to use words which are in the same 

context of the ones originally used without having to repeat them, but he also told us to be 

aware of the synonyms we choose as they might change/lose the context of the sentence . I 

was able to learn a correct and more precise definition of the term ‘summarising’, I learned 

that not only I have to read the text but I need to understand it to successfully write a 

summary of it. One of the key advice I retained from my lectures was that if I organize and 

outline the main ideas of the text just before starting to write I will be able to have a better 

structured summary. The best way I found to do this is by drawing a mind map where I 

brainstorm my thoughts and ideas centred on the main idea of the text  

 

Paraphrasing on the other hand was the most challenging topic as it was something that I 

have heard and practiced before  but never took the time to fully understand it to facilitate 

me to do this I chose to use Kolb’s model of reflective thinking as it proposes that learning 

can happen naturally throught experience for the development of knowledge construction, so 

once I was familiar with the definition of paraphrasing which is very similar to summarising  

but should not be mistaken as being the same thing. 

I realised that when you are paraphrasing the main idea is not to convey the text into a 

shorter version but to say exactly the same things without it losing  its length and 

significance. 

I now use these 4 key points (UEfAP- Academic Writing; Reporting- paraphrase, summary 

and synthesis,2022) 

1. Make sure the meaning is the same. 
2. Make sure the length is the same. 
3. Make sure the style is your own. 
4. Remember to acknowledge other people's work. 

As Kolb’s method is a cycle I decided to focus more on one stage than the others which 
is ‘Active Experimentation’ as I believe is more useful for my academic work . 

In the ‘Active Experimentation’ stage learning takes an active form, instead of only 
knowing and focusing on the theorical part we  are going to take all that we learned and 
put it into practice, the best way I find to this is with exercises, we did some paraphrasing 
exercises in class and I also took the liberty to do some on my own as well. 



At first I could see that some of my sentences tended to ‘run away’ from its original 
context due to the way I positioned my synonyms and how I chose them as well, I 
learned  replaced them the meaning of the sentence will stay the same.  

I practiced summarising and paraphrasing through my presentations too. As in powerpoint 

slides I did not want to display all of the information that I had I summarized it on the slides 

and paraphrased it as well  , so it was easier for the reader to understand and read quicker, 

while I had a longer version of the text with more synonyms. 

 

Time management 

In my opinion time management is a skill that not only you practice and apply in your 

academic life but in your personal life as well. But from an academic view I was able to 

perfect this skill by keeping a journal of my daily and weekly plans. I started by writing a daily 

timetable for how much time I would dedicate for each activity or task I had to complete for 

that day. My organization skills also were used as I needed to be able to follow my time limit 

for each. 

 

In the presentation that took place in week 9 I was able to reflect and gather my strengths 

and weaknesses. I am with time getting used to public speaking so I tend to get nervous and 

have trouble speaking and projecting my voice , these are all things that I plan on improving 

with time but also found some techniques that have helped me with this. Instead of looking 

down, I now try to focus in multiple objects in the back of the room so this way it looks as if 

I’m looking at my audience, and I try to speaker slower so my speech is clear and 

understandable. 

  

 



 

 

 

 

 

 



 

 

 

 

 

 



 

 

 

 



 

 

 

 

 


