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Introduction 
This report aims to capture the learning experience that I had during the Academic Skills module of the Certificate of Higher Education in Business Skills for the Workplace. The techniques of time management, note-taking, academic writing conventions and creative methods of referencing were some of the areas that I have practised during the past seven weeks. My consideration will be based on important in-class assignments and classroom discussions and activities in groups. These experiences have played an important part in helping me to develop my study strategies and they have served to empower me, both with confidence and competence, as a reflective, self-directed learner.

Description of Experiences 
The academic skills quiz in week 5, Task 1, was one of the earliest module events. For 45 minutes, I covered multiple-choice tasks about time management techniques, labelled good systematics of notes (Cornell, mind maps), and created complete references based on partial data about sources (UEFAP 2023). This intense quiz not only emphasized what strengths I already had in acknowledging the referencing forms but also demonstrated the lack of internalizing academic misconduct laws (Yu and Liu 2021).
Task 2 of week 7 involved some extraction of notes on a short text, paraphrase sentences, and writing a coherent paragraph within the time limits provided. Trying to change the way I read, I used tactics of active reading highlighting keywords, writing a one sentence summary to follow up by writing a paragraph with academic tone and flow. Before the exercise, discussions in the classroom acquainted us with the framework of paraphrasing and connecting phrases, which I used directly in my paragraph (Shrestha 2020).
In addition to these activities, weekly seminars featured peer-reviewed draft paragraphs and group discussions about the credibility of the information as well as workshops on how to utilize digital libraries. I attended group discussions related to the process of evaluating online sources and fed my notes to peers to have them comment on it, which triggered the insights concerning clarity and structure (Howitt et al. 2024).
Analysis and Personal Reflection
The experience of completing Task 1 with time constraints showed that my strength is organization of preparation. I had been using the Pomodoro Technique and developing flashcards of important concepts that would enable me to memorize definitions of plagiarism and styles of citations within a short time (Costales et al. 2021). The positive part was that I managed the quiz time perfectly. Nevertheless, my low estimation of the complexity of some questions mistakenly identified the passive-to-active voice switches in one question. Based on this, I also understood that in addition to learning the vocabulary, I should work on re-phasing sentences to reinforce my knowledge (UEFAP 2023).
Task 2 made me aware of my note-taking abilities. I used Cornell notes to record the key concepts and formulate reflective questions at the bottom of the page, which made the process of paraphrasing faster (Gökmen et al. 2024). Upon rereading our in-class paraphrasing checklist, the substitution of synonyms, changing the order of the sentences, and checking ideals retainment, I enhanced my rephrasing. Words like moreover and consequently were connected in my written paragraph and as such, there is development in academic coherence. I, however, found that I still tend to use simple linking words, and I would like to expand my connectors list to improve flow (Yu and Liu 2021).
Reading some of the discussions in the classroom regarding source evaluation, I understood that I relied on some easily searchable information too much. My peers informed me about such evaluation models as CRAAP (Currency, Relevance, Authority, Accuracy, Purpose) (Lowe et al. 2021), and the time I used it in one of my group activities, I found that an article I considered decent did not have author credentials. Such group knowledge has fortified my critical information literacy and made me more wary. It also emphasized a weak point: I must develop specific time during my research to troubleshoot source auditing instead of hustling to find materials (Lowe et al. 2021).
Workshops on the topic of academic misconduct helped me realize that I had a misconception that writing a few words differently was enough to paraphrase. The module helped to understand that effective paraphrasing consists in thorough understanding and reformulation. This knowledge has helped me change my style: I write the paraphrases without referring to the original sources and then check the material. This technique has already lowered plagiarism by mistake in my practice activities (Mulenga and Shilongo 2024).
I can see my progress as a learner in establishment of SMART objectives of the module. I was specific with this goal and targeted to learn how to work with APA formatting and referencing within two weeks by averaging at least 90 percent in the weekly quizzes in reference assignment. I did so by allotting half an hour every day for reference formatting and instructor feedback. Therefore, my digital literacy improved because I gained more confidence when using digital reference managers (Zabed and Qi 2022).
Emotionally, I observed that when I started speaking in seminars, there was some uncertainty when I started to talk. Gradually, the fear of criticism was alleviated with the help of having my paraphrase draft reviewed by my peers and getting constructive comments. 
In the future, based on these achievements, I intend to:
· Allocate regular weekly reflection slots in my journal to track evolving strengths and challenges.
· Practice more varied paraphrasing exercises using peer-review sessions to expand my repertoire of academic language.
· Integrate more sophisticated linking devices and transitions in future paragraphs to refine coherence.
· Develop a checklist for CRAAP evaluation to systematically assess every source before including it in my work.
Conclusion 
The module on Academic Skills has been life changing. The basic strengths of my organization and the ability to do preliminary referencing were highlighted in Task 1 and Task 2 as well as in class debates and workshops, whereas the aspect which I must develop more deeply is the level of paraphrasing and source analysis. I have come out with a better time management tactic, boosted emotional and ethical literacy, and advanced digital competency levels. The module has prepared a good foundation for further evolution of the reflective and self-regulated learner within me and will guide my qualification to future academic obstacles.
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