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[bookmark: _Toc195575785]1. Introduction
This report is focused on my experience and learning from the “Academic Skills” module. According to Chang (2019), reflection is the process of critically thinking about one's experiences, learning, and growth. Reflection helps university students grow academically and personally by increasing self-awareness, comprehension, and problem-solving. I have gained the knowledge and skills of Time management, Note-taking, Referencing, and some other important academic skills from this module. I got to attend the classes, complete class tasks based on learning, and attend the quizzes on the learning. These skills will help me in the future to have great academic success in learning and also writing assignments (Cameron, 2008). These skills will help me to have great marks also. In this reflective report, I will critically discuss which skills I got to learn and which I need to improve. 
[bookmark: _Toc195575786]2. Descriptions of Experiences
It was a great experience to learn new skills in the “Academic Skills” module. In the first week, I learned about time management skills.  I studied different time management techniques like Eisenhower Matrix, 4D, and Pomodoro time management. According to Alvarez Sainz, Ferrero and Ugidos (2019), Time management improves efficiency and effectiveness by planning and regulating job duration. Students need these skills to handle various assignments and deadlines.   To prioritise and manage my studies, I used the Eisenhower Matrix and Weekly Planner templates in class. These class tasks helped to develop my time management skills. The “Time Management Quiz from MindTools” and filling out the template on “how to spend my 168 weekly hours” helped me balance school and personal life.
In the second week, I learn about Note-taking. According to McPherson, (2018), Note-taking is the strategy of transforming the information into meaningful understanding. Note-taking helps the students in retention and comprehension. From this module, I learn that to improve my organisation and processing of information, I used Cornell Notes, Mind Mapping, and Linear Notes in the program.  In class, I used these methods to analyse Kevin Murray's “Eight Ways Bad Managers Kill Conversations – and Motivation” article and “Essential Skills for University Life” article.  The Cornell technique summarises essential points and Mind Mapping links concepts from the articles (Moore et al., 2010). This knowledge and practice really enhanced my skill to understand difficult ideas and recall important knowledge.
In the third week, I learned about Referencing.  Referencing is the process of acknowledging the actual author or source of information in academic work (Dunleavy, 2003). I learned to create Harvard Style Refringence and Citation. Harvard referencing needs in-text citations and a reference list, which I covered throughout the program (Newcastle University, 2024). I completed the "Referencing worksheet" in class to practice quoting sources and making comprehensive references.  This hands-on experience taught me how to properly cite books, journals, and other materials (Cottrell, 2019).  My reference accuracy improved greatly using the "Cite Them Right" resource's precise advice.
[bookmark: _Toc195575787]3. Personal Experience 
[bookmark: _Toc195575788]3.1 Evaluation
[bookmark: _Hlk195575353]In the Academic Skills module, certain tasks and strategies were helpful, while others were difficult to learn. The “Eisenhower Matrix” and “Weekly Planner Template” helped me prioritise tasks for time management.  These tools helped me organise my calendar into a reasonable schedule, which helped me balance academic and personal obligations (Cottrell, 2019).  However, Using Pomodoro regularly was difficult for me. Although I recognised its potential to improve attention, I struggled to stick to the 25-minute intervals, particularly when working on large tasks that needed concentration.
Using the Cornell technique in class improved my note-taking skills.  I used it to organise lecture notes and summarise essential topics.  I remembered more and revised faster using this method.  However, I have trouble using Mind Mapping for tough concepts. I was overwhelmed by the amount of information and struggled to see all the links.
Practicing on the “Referencing worksheet” in class helped me understand Harvard referencing.  I now know how to properly cite books and publications. I had trouble acknowledging unusual sources like multi-author web publications.  I need more experience to implement the approach correctly in different scenarios.
[bookmark: _Hlk195575187]The module laid the groundwork, but more practice is required to improve (Cameron, 2008).
[bookmark: _Toc195575789]3.2 Analysis 
In thinking about my time management, note-taking, and reference experiences, class activities, and exercises provided various insights.  While difficult, these experiences taught me essential skills that have improved my academic performance.
Time Management Skills: 
[bookmark: _Hlk195575203]The Eisenhower Matrix, 4D approach, and Pomodoro method I studied have both pros and cons.  Using the "Eisenhower Matrix" template and constructing a "Weekly Planner Template" helped me prioritise tasks and break down my week.  Alvarez Sainz, Ferrero, and Ugidos (2019) found that good time management practices help students allocate time effectively, lowering stress and enhancing productivity.
The "How do you use your 168 hours a week" assignment helped me think about how I was allocating my time, revealing areas where I was spending too much time and ignoring vital activities.  Creating my “study plan for Term 1” helped me organise my semester.  However, the Pomodoro technique—25 minutes of intense work followed by brief breaks—was difficult to practice regularly.  I had trouble taking breaks, particularly while I was immersed in work, which might disrupt my flow.  The Pomodoro approach works best when students can keep to the set intervals (Cameron, 2008).  
But I struggled with it since I wanted to finish chores in one sitting.  The Pomodoro approach will help me concentrate, but I need to be disciplined to follow the time.
Note-taking Skills:
I found the Cornell technique helpful for note-taking during class activities like "Eight Ways Bad Managers Kill Conversations – and Motivation" and "Essential Skills for University Life."  McPherson (2018) stated that note-taking makes information relevant and helps remember knowledge, and I found this to be accurate. I organised material and extracted significant elements from articles using the Cornell method, which divides notes into cues, notes, and summaries.  Revision was easy since I could use my summaries and prompts.
[bookmark: _Hlk195575428]When dealing with complicated thoughts, Mind Mapping was harder.  Mind Mapping can help organise knowledge graphically (McPherson, 2018). Yet I failed to map out idea linkages clearly.  The "Essential Skills for University Life" essay has many connected talents, and I struggled to see them without getting overwhelmed.  This is because I favour linear note-taking, where information flows more easily.  I need to strengthen my abstract thinking and visualisation skills for mind mapping. I will practice more to learn it easily.  
Referencing Skills:
After doing the "Referencing worksheet" tasks, I understood Harvard referencing better.  Applying accurate in-text and complete citations for diverse sources helped me learn referencing norms.  Dunleavy (2003) stated that reference in academic writing ensures academic integrity and enables others to verify the content.  Structured class assignments like citing books, papers, and internet sources helped us learn these principles.  I learnt how to correctly format citations, including the author's name, year, and title now. For example- in this reflective report I used the reference “Cottrell, S. (2019). The study skills handbook. 5th edn. London: Red Globe Press” and I use the citation like (Cottrell, 2019). 
I had trouble citing non-traditional sources like multi-author online articles.  It was confusing to cite these sources and format the material appropriately.  As Newcastle University (2024) noted accurate referencing takes experience, and I realised I need to practice with different sources to improve. I will make Harvard references for 20 online articles with multiple authors to improve my skills. 
[bookmark: _Toc195575790]4. Conclusion  
In conclusion, time management, note-taking, and referencing skills have improved my academic performance.  I was successful in prioritising activities using the Eisenhower Matrix and taking notes with the Cornell approach, but I struggled with Pomodoro and Mind Mapping.  These experiences have helped me identify my talents limitations and progress.  I want to improve my discipline by practicing abstract note-taking and time management.  I also want to improve my reference abilities by using different sources.
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