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[bookmark: _Toc196664852]Introduction
Reflection is the examination of the actions, cognition, and learning to achieve better results in the future(Race, 2019). Reflection means that learners take time to assess their performance, weaknesses, and opportunities for improvement, which is essential in improving education. Reflection is adequate because it encourages growth, helps us take accountability for our actions, and leads to sound decisions. This report will focus on three skills: note-taking skills, writing skills, and self-reflection(Turner, 2023). It also acknowledges the need to use efficient means, such as the Pomodoro Technique, in developing and practising the skills.


[bookmark: _Toc196664853]2. Importance of Note Taking
[bookmark: _Toc196664854]2.1. Definition of Note Taking
Note-taking means collecting information that is regarded as relevant and necessary for further work, lectures, readings, or discussions(Cottrell, 2017). It is a to-be-student learning approach in which data is categorically arranged and presented in a compact way for future use. Note-taking is not just about recording everything that is said or written; it is about identifying what is relevant, paraphrasing, and organising the data in a way that improves memory and comprehension(Kumar and Sharma, 2019). This skill is vital in the learning process, enabling one to grasp what is being taught and analyse it further.

[bookmark: _Toc196664855]2.2. Importance of Note Taking
Note-taking can play a crucial role in learning in an academic environment, and thus should not be overemphasised. First of all, it helps to organise the content as it enables learners to split information into more digestible sections(Cottrell, 2017). Lack of organisation in notes allows students to distinguish between primary and additional information, which is helpful when reviewing content later. In addition, writing notes also aids in memory, since writing is a cognitive exercise that engages other cognitive processes as well. People remember information that they own, key in, and summarise in their own words, better.

Another reason is that taking notes helps in active interaction with the learning resources. Engaging in taking notes makes the student more actively involved in comparing information from the lecture or textbook, analysing the content, and asking questions. This active engagement fosters critical thinking and deeper learning(Kumar and Sharma, 2019). Furthermore, notes can be helpful during revision, as students review their understanding of specific ideas without having to go through the entire book or rewind through recordings. This helps boost grades because students can stay aware of their task schedules, significant tests, and projects.Furthermore, taking notes helps one adopt an open attitude toward measures such as paying attention, listening, and distinguishing what is essential from what is less important in a given subject. Regular note-taking prepares students to face academic challenges and keeps them motivated to study more and more confidently.
[bookmark: _Toc196664856]2.3. Note Taking Techniques
Several factors can be adopted to improve the note-taking process. There are many methods, one of which is usually known as the Cornell Method, which has three parts: cues, notes, and summaries(Cottrell, 2017). The right section is the simplest to use for taking pertinent points and additional information while lecturing or reading. The cues section provided at a later date consists of keywords anticipated to help in the subsequent elicitation interview. The final part can be the summary, which may include a few sentences that allow students to review and reflect on the key ideas.

Another common strategy is Mind Mapping. This method involves coming up with ideas that help organise information around a topic of interest (Cirillo, 2018). Each idea is divided into branches and subbranches, facilitating easy comparison and noting any relationships. Mind maps help develop creative thinking, particularly when working on subjects that require connections between multiple topics.Another of the proposed techniques, though, is the hierarchy/following-below style of outlining, which is a valuable method that primarily applies to students. This includes arranging notes in a predefined format, which may use headings, subheadings, and lists. Thanks to the well-structured review format, this method makes it easy for students to differentiate between main points and subtopics.

However, other time management methods, like the Pomodoro Technique, can also be beneficial for note-taking. This technique involves arranging affairs into a format that provides 25 minutes of work for every 5 minutes of break(Cirillo, 2018). Applying it during note-taking also prevents attention overload and, in turn, fatigue. Note-taking and time management are other important concepts that, when done correctly, can enhance the learning process and lead to better outcomes.Thus, note-taking is regarded as an essential study skill that facilitates learning and memory and fosters the advancement of critical thinking skills. In combination with tested techniques such as the Cornell Method, Mind Mapping, Outlining, and time management tips like the Pomodoro Technique, note-taking is a practical academic tool(Cottrell, 2017).

[bookmark: _Toc196664857]3. Importance of Academic Writing
[bookmark: _Toc196664858]3.1. Definition of Academic Style
Academic writing is writing that is prestigious and precise, characterised by formal and structured language, and is clear, concise, and unbiased(Bailey, 2018). It begins with the facts and minimises the use of assumptions, appealing to emotions, as in the case of a rhetorical question. In academic writing, one needs to provide support for the views presented, and citation and referencing procedures are followed to uphold academic honesty(Bozorgian, 2020). It also includes formal language, clear organisation and an unemotional, neutral stance, which expresses critical thinking instead of charged opinions. In that respect, academic style maintains professional and scholarly ways of interacting with source materials and texts.

[bookmark: _Toc196664859]3.2. Importance of Academic Writing
Academic writing is an essential component of one’s performance in class and in life in general. It helps students express their ideas, arguments, and research findings effectively within an academic setting(Bailey, 2018). Academic writing enlightens people and makes it possible to present complicated information and data systematically, allowing one to undertake research at a higher level while reflecting on the information in current literature.The first benefit of academic writing is that it enhances thinking and analytical processes, as it allows one to analyse data from different perspectives(Claessens et al., 2017). Engaging in academic writing means that, in addition to understanding existing knowledge, students need to evaluate, assimilate, and apply it to other conditions. It helps them think independently and formulate appropriate conclusions and arguments. Besides, academic writing entails high standards and organisation, through which students are challenged not to write incoherently.

As a matter of fact, academic writing remains compulsory for a student to establish himself or herself in academia. Properly developed papers, essays or research projects are testimony to a student’s comprehension, dedication, as well as the potential to add value to that field of study(Bailey, 2018). This is why core writing competencies have a significant impact on the academic performance, employment opportunities, career advancements and progression levels of learners in higher education institutions and other areas of life.Proper time management techniques, such as the Pomodoro Technique, work well in the process of developing academic writing(Claessens et al., 2017). The methods allow students to write consistently for about twenty-five minutes and take a break, reducing the feeling of being overwhelmed by a massive writing task. It helps avoid distractions, delays, and continuous writing, while also making the writing task more straightforward to handle. With the practice of structured time management over time, you will write better and have improved overall work quality.

[bookmark: _Toc196664860]4. Importance of Reflection
[bookmark: _Toc196664861]4.1. Definition of Reflection
Reflective practice refers to the deliberate, continuous and critical processes related to the beliefs, experiences and practices that one adopts when using them(Moon, 2019). Reflection in an academic context is about analysing and evaluating one’s learning processes, gaining insights into the process and outcomes, and then applying those insights to future learning processes(Bolton and Delderfield, 2018). It’s a self-improvement process that involves commitment, ethical behaviour, and personal attributes in the face of growth.

[bookmark: _Toc196664862]4.2. Importance of Reflection
Reflection is critical in studies to ensure a better understanding of concepts and college student development. In this way, students can consolidate their knowledge, acknowledge changes, and identify the powers facing the issues(Moon, 2019). It enables people to go beyond superficial categorisation and analysis, which motivates them to apply theories into practice. Such reflections help students develop critical thinking skills, which will enable them to tackle various issues and gain confidence in their work.In addition, such a practice allows for students to set reasonable and attainable objectives(Bolton and Delderfield, 2018). Thus, when learners are aware of these strengths and weaknesses, it becomes easy for them to set up a plan and work toward making the learning process more effective. It also adopts the aspects of growth theory in which no fault is committed, but rather, it is in the process of building a future.Thus, using time management systems like the Pomodoro Technique will add more value to the reflection process(Cirillo, 2018). It teaches students how to think carefully since they arrange their time for reflection, which gives them less chance for other distractions to occur. Thus, this structure ensures that a consistent culture of reflection practice is maintained to foster academic and personal growth at all times.

[bookmark: _Toc196664863]5. Conclusion
Academic skills that are important to acquire include note-taking, writing, and especially reflective writing skills. These skills are essential in that they facilitate the planning of learning, expression, and enhancement of performance in academic tasks by students. Adopting the Pomodoro Technique in your study schedule will go a long way in cultivating these skills by managing your time well and taking frequent, short breaks to avoid fatigue.
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