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1 Introduction
In the Academic Skills module, we have explored a wide range of topics that have significantly contributed to our personal and academic development. According to the University of Chester (2023), the purpose of the Academic Skills   is to develop key skills to become more confident in your studies and assignments. In this report, I will reflect on my experiences throughout the module, with a particular focus on the topics of Time Management and Referencing, which I found especially valuable and insightful. Reflection, as defined by Conway (1994) and cited by the University of Sussex, is "a process of looking back on what has been done and pondering on it and learning lessons from what did or did not work”.

2 Description of Experience
In Week 1, we focused on the topic of Time Management. Our lecturer, Tim Hopkins, introduced us to several useful techniques and explained why it is essential for students, employees, and professionals in general to learn how to manage their time effectively. We explored three main time management strategies: the 4D Strategy, the Pomodoro Technique, and the Eisenhower Decision Matrix.
The 4D Strategy includes four approaches:
· De-commitment: Identifying tasks that can be postponed because they are not urgent.
· Deferment: Pushing tasks to a later time when they can be handled more effectively.
· Downgrading: Focusing on completing a task on time, even if it means lowering the quality slightly, to avoid missing deadlines.
· Delegation: Assigning a task to someone else when it can be more efficiently handled by another person.
The Pomodoro Technique, developed by Francesco Cirillo in the 1980s, involves working in focused 25-minute intervals followed by 5-minute breaks. After four cycles, a longer break is taken. This method helps improve concentration and productivity by preventing burnout during long study sessions.
The Eisenhower Decision Matrix, created by former U.S. President and military leader D. Eisenhower, helps prioritize tasks based on urgency and importance. It is divided into four categories:
· Do: Tasks that are both urgent and important and must be done immediately.
· Decide: Important but not urgent tasks that can be scheduled for later.
· Delegate: Urgent but not important tasks that can be handled by someone else.
· Delete: Tasks that are neither urgent nor important and can be eliminated.
The main purpose of these strategies is to help individuals identify their priorities and manage their time more effectively. During the class, we had engaging discussions and asked many questions to the lecturer We also completed tasks using examples from our own lives, which made the learning experience even more enjoyable and meaningful.
In Week 3, we learned about Referencing—how to do it correctly, why it is important, and how to use sources appropriately in academic writing. Referencing is essential because it gives credit to the original authors, supports your arguments, and adds credibility and authority to your work.
There are two main types of referencing: in-text citation and the reference list. An in-text citation is a brief reference placed within the text, usually including the author's surname and the year of publication. It shows the reader where the information comes from without interrupting the flow of the writing. The reference list, on the other hand, appears at the end of the document and provides full details of all sources cited in the text.
According to Harvard style (2025), a reference list should be double-spaced, and every line after the first in each entry should be indented (this is called a hanging indent). The title of the list should be "References" and centred at the top of the page. This format helps ensure that readers can easily find and verify the sources used in the work.
At first, I struggled with this topic because I found it difficult to apply referencing in practice. However, the lecturer showed us a video that helped us understand how to reference correctly, which made it easier to follow. The whole class was engaged with the content, and it became more interactive. In Week 4, we continued to practise referencing in class, and we were also given some homework to reinforce what we had learned. The lecturer provided us with a worksheet titled "Harvard Referencing Workshop", which gave us the opportunity to practise creating a proper reference list (see image for evidence).

3 – Evaluation and Analysis
Throughout the Academic Skills module, I had both positive and challenging experiences. One topic that worked well for me was Time Management. The session where we learned about strategies such as the Pomodoro Technique, the 4D Strategy, and the Eisenhower Decision Matrix was very practical and engaging. During the class, we had the opportunity to apply these techniques to our personal routines, which helped make the content more relevant and easier to understand. I found the Pomodoro Technique especially helpful when preparing this report at night, after my job and family responsibilities. It allowed me to work in short, focused periods and stay productive despite feeling tired.
I believe this activity was successful because it was directly linked to my daily life. According to Cottrell (2019), academic success depends heavily on developing effective study habits and time management strategies. This was true for me. I felt more organised and less stressed, and I could complete my tasks more efficiently. As a result, I now feel confident in using these techniques in my future assignments.
On the other hand, I found Referencing to be more difficult. In Week 3, we learned about in-text citations and how to create a reference list using the Harvard style. Although the lecturer gave us a worksheet and showed us a helpful video, I still felt unsure about how to structure references correctly. We had many questions in class, and I noticed that many of my classmates were also confused.
I now understand that referencing shows the reader where my ideas come from and helps support my arguments with reliable evidence. For example, the University of Leeds (2023) provides a helpful online guide to Harvard referencing, which I will use to improve my skills.

4 – Conclusion
Reflecting on my journey through the Academic Skills module, I can confidently say it has been a valuable learning experience. The content on Time Management gave me practical tools that I now use in my daily life, while the challenges I faced with Referencing helped me recognise an important area for improvement. Although I struggled at times, the support and guidance from the lecturer and classmates made a real difference. Overall, this module has not only developed my academic skills but also increased my confidence and motivation to succeed in future studies.
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