
 

 

Programme: BA Business Management 

Student name: Akriti Saini 

                        Akhila Babu 

                        Prabhjot Kaur 

                        Parneet Kaur 

                        Simranjeet Kaur 

Student ID: 2224661 

                    2225765 

                    2216654 

                    2223893 

                    2225768 

Module code: LCBB4006 

Module name: Academic Skills 

 Lecturer: Dr Lizeta Demetriou  

Length: 2750 

 

 

 



1 

 

 

 

 

 

 

 

 

Table of Contents 
Introduction ..................................................................................................................................... 2 

Importance of paraphrasing ........................................................................................................ 2 

Avoiding plagiarism: .................................................................................................................. 2 

Incorporating others' ideas while maintaining academic integrity: ............................................ 2 

Importance of summarizing ........................................................................................................ 3 

Conveying main points or ideas .................................................................................................. 4 

Providing an overview of previous research or findings ............................................................ 4 

Examples ..................................................................................................................................... 5 

Academic research ...................................................................................................................... 5 

Steps to paraphrase effectively ................................................................................................... 6 

Strategies for summarizing effectively ....................................................................................... 6 

Common mistakes to avoid when paraphrasing and summarizing ............................................. 7 

Analyzing Published Literature .................................................................................................. 7 

Incorporating Feedback .............................................................................................................. 8 

Conclusion ...................................................................................................................................... 8 

Recommendations ........................................................................................................................... 9 

References: .................................................................................................................................... 10 

 



2 

 

 

Introduction 

Two methods for restating information in one's own words are paraphrasing and summarizing. 

When we paraphrase, we change how we express a thought or a sentence while keeping the same 

meaning. Contrarily, summarizing entails reducing a longer text or piece of information to a more 

concise version that still communicates the main ideas. Both strategies can aid in the clarification 

of complex concepts or ideas and ensure that the meaning is accurately communicated, making 

them useful in academic writing and research as well as in casual conversation (Flores & Lopez, 

2019). The goals of this report are to summarize and paraphrase. In this report, we will compare 

and contrast the two methods and discuss why both are necessary in scholarly work. We'll also go 

through why it's smart to use paraphrasing and summarizing in everyday talks and offer some 

concrete advice and examples for doing so. 

Importance of paraphrasing  

In both academic and professional settings, the ability to paraphrase is crucial. It entails rephrasing 

someone else's thoughts or words while preserving the original meaning. The following points 

sum up the significance of paraphrasing: 

Avoiding plagiarism:  

The serious academic offence of plagiarism can be avoided by paraphrasing. Giving credit to the 

original author and protecting our self from charges of plagiarism can both be accomplished by 

restating someone else's ideas in our own words and properly referencing our sources (Flores & 

Lopez, 2019). 

Incorporating others' ideas while maintaining academic integrity:  

We can incorporate someone else's thoughts into our own work while still upholding our academic 

integrity by paraphrasing. 

This is crucial in academic writing because we're expected to use and expand upon already 

conducted. 

Paying close attention to language, grammar, and vocabulary is necessary when paraphrasing. We 

can hone our  writing abilities and gain a deeper comprehension of language and its nuances by 

engaging in paraphrasing practice (Bataineh et al., 2018). 
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Analyzing and synthesizing information from various sources is required when paraphrasing. We 

can improve our critical thinking abilities and gain the ability to assess various viewpoints and 

ideas by participating in this process. 

Complex information can be effectively communicated in a clear and succinct manner by 

paraphrasing. We can make information more approachable and understandable for our audience 

by restating it in our  own words (Bataineh et al., 2018). some examples of when paraphrasing is 

useful. 

In academic writing, where it is necessary to cite and expand upon prior research, paraphrasing is 

especially crucial. We can synthesize and summarize the ideas of other researchers in our own 

words by paraphrasing. 

When writing for a business audience that does not have a technical background, paraphrasing can 

be helpful. Making our  writing more understandable and accessible can be accomplished by 

paraphrasing. 

When we need to communicate information concisely and interestingly on social media sites like 

Twitter or Facebook, paraphrasing can be helpful. We can make lengthy messages more 

manageable by paraphrasing them into shorter sentences (Abacha & Demner-Fushman, 2019). 

When interpreting and explaining complex legal jargon or case law in legal writing, paraphrasing 

can be helpful. Legal concepts can be simplified to make them clearer to non-experts. 

When we need to explain complicated processes or procedures to a non-technical audience in 

technical writing, paraphrasing can be helpful. Technical information can be made more 

approachable and understandable by paraphrasing. We can improve the clarity, interest level, and 

readership of our  writing by employing effective paraphrasing in these situations (Abacha & 

Demner-Fushman, 2019). 

Importance of summarizing  

A critical skill for academic and professional work is summarizing. It entails extracting and 

reducing to a shorter version, while preserving the original meaning, the most crucial information 

from a source (Adelia et al., 2019).  

We can quickly and effectively extract the key details from a source by summarizing it. This can 

help we focus on the main ideas of the text and save time. Summarizing calls for more in-depth 

interaction with the content than simple reading. We are compelled to critically evaluate the 
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information and comprehend it more thoroughly because we have to narrow down the most crucial 

information and condense it into a shorter version. Improved retention we can improve our 

memory by summarizing information. We can make the information more concise and memorable 

so that it is simpler to remember by condensing it into a shorter version. Summarizing is a powerful 

tool for conveying complex information in a direct and understandable way (Adelia et al., 2019).  

A useful skill when getting ready for exams or presentations is summarizing. We can make study 

notes or presentation slides that are more manageable and simpler to work with by condensing the 

material into a shorter version. 

Conveying main points or ideas  

A critical skill in academic and professional work is the ability to communicate the key ideas or 

points of a larger text or body of information. After skimming the text to get a general idea of its 

subject, focus on finding the most crucial details. To find important information, look for headings, 

subheadings, and any bold or italicized text. Determine the main points or arguments after we have 

understood the text. Look for the most crucial ideas and attempt to condense them into a handful 

of main concepts (Nayeem et al., 2018). Restate the information in our own words when expressing 

the main points or ideas. This will improve both our understanding of the subject and the 

comprehension of ou  audience. 

Keep our summary brief and direct. Concentrate on the most crucial details and omit the extraneous 

information. To make our  summary easier to read and comprehend, organize it with headings or 

bullet points. Additionally, this will make it simpler for our  audience to locate the data they require 

quickly. Conveying the main ideas or points requires practice, just like any other skill. We'll 

become more adept at summarizing as we continue to practice and improve our abilities (Nayeem 

et al., 2018). In academic and professional work, the ability to effectively communicate the key 

ideas or points of a larger text or body of information is crucial. We can improve our  writing by 

skimming and scanning the text, determining the key ideas, using our  own words, being succinct, 

using bullet points or headings, and regularly practicing (Fitrna, 2021). 

Providing an overview of previous research or findings 

Academic and professional work both require providing an overview of prior research or findings. 

It entails highlighting and synthesizing the most crucial information from the body of prior 

research on a specific subject or field. Perform a comprehensive literature review. We must 

conduct an exhaustive literature review before giving an overview of prior research or findings. 
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Finding and reading pertinent articles, books, and other sources of information is required for this. 

After reviewing the literature, note the key conclusions or trends that appear in various studies. 

Look for similarities and differences in the research, and attempt to combine the data into a logical 

story (Fitria, 2021). Create a structure that is logical and coherent using the informationwe have 

gathered. This could entail segmenting the data into subtopics or arranging it in chronological 

order. Use our own words to summarize the information when giving an overview of earlier 

research or findings.  

This will improve both our understanding of the subject and the comprehension of our  audience. 

It's crucial to be impartial and unbiased when summarizing prior research or findings. Don't add 

our own biases or opinions to the summary. It's crucial to properly cite the sources we're 

summarizing when we are reviewing prior research or findings. This gives the original authors 

credit and strengthens the credibility of our  work (Lewis et al., 2020). Academic and professional 

work both require providing an overview of prior research or findings. We can effectively 

summarize the body of literature that pertains to a particular topic or subject area by conducting a 

thorough literature review, identifying the most significant findings, organizing the information, 

using our  own words, being objective, and providing proper citations.  

Examples 

Summarizing is frequently used in academic writing to give a general overview of prior research 

or conclusions regarding a particular topic. We can use summarizing to succinctly explain 

important ideas or theories. In business reports, summarizing is frequently used to give a quick 

rundown of the important conclusions or suggestions. The current state of a particular market or 

industry can also be summarized. In news articles, summarizing is frequently used to give a quick 

rundown of the most crucial details pertaining to a specific event or issue. Summarizing is a 

common technique used in meetings to make sure everyone is on the same page and to give a quick 

rundown of the important discussion points (Lewis et al., 2020).  

Academic research 

In order to produce new knowledge or insights, academic research entails conducting a systematic 

investigation of a given subject or question. Academic research is frequently carried out by 

researchers in universities or other academic institutions, and it entails adhering to a strict 

methodology and using the right research methods to gather and analyze data. Investigations into 

the causes and effects of social inequality, studies on the effectiveness of various teaching 
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strategies, and studies into the creation of novel medical therapies are a few examples of academic 

research. In all disciplines, from the natural sciences to the humanities, academic research is crucial 

for advancing knowledge and understanding (Bhargava & Sharma, 2020). 

Steps to paraphrase effectively 

 Recognizing the source material Before we can effectively paraphrase, we must comprehend the 

meaning of the original text. Make sure we comprehend the ideas and concepts presented in the 

passage by reading it aloud several times.   

Determine the key concepts:  

Determine the key points and main ideas of the passage we wish to paraphrase. To make it easier 

for we to remember them as we paraphrase, highlight or underline them.  

Utilize synonyms and alternative wording:  

Create a new version of the text by using synonyms, alternative wording, and sentence 

construction. This makes it easier for we to refrain from verbatim copying the original text. 

Altering the word order or dividing long sentences into smaller ones can help we change the way 

that the sentence is put together. If the original text is particularly complex, try to make it more 

understandable by simplifying the language (Bhargava et al., 2020).  

Verify the accuracy of our  paraphrase after we have finished the text. Verify that we have 

accurately summarized the main points and ideas of the original text and that the meaning has not 

been altered. Cite our  sources correctly to give the original author credit, even when we are 

paraphrasing (Bhargava et al., 2020). 

By using these strategies, we can paraphrase effectively and avoid plagiarism in our  academic or 

professional work. 

Strategies for summarizing effectively 

It is critical to adhere to a number of fundamental approaches whenever one is summarizing a 

piece of writing. In the first place, we have to make sure that we have a complete comprehension 

of the material in issue. This entails giving it a thorough read while making mental notes of its 

most important concepts and arguments. When we feel like we have a solid understanding of the 

content, we may go on to the next step, which is to identify the most important topics. This entails 

determining the most significant aspects and topics of the text, such as the primary argument or 

thesis, as well as any evidence that may support the argument.  
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When summarizing, it is critical to zero down on the material that is most relevant and leave out 

any details or instances that aren't absolutely necessary. Putting the material into our own words 

is the third tactic in this technique. We should rephrase the text making use of synonyms and new 

terminology rather than depending on verbatim quotations from the text. It is essential to use 

language that is succinct and clear, and to avoid any words or phrases that are unnecessary in order 

to write a decent summary that is also straightforward and short. Last but not least, it is quite 

important to check whether or not the summary is correct and to make certain that we have 

accurately represented the primary ideas and significant information of the original text. Even 

when providing a synopsis, it is necessary to provide a citation for the original work in order to 

provide the appropriate credit to the author. 

Common mistakes to avoid when paraphrasing and summarizing 

These are some frequent blunders to steer clear of while summarizing and paraphrasing. we must 

use our  own language while summarizing and paraphrasing; else, it is seen to be plagiarized. In 

attempting to compose the new version in our  own words, use the original text as a guide. we must 

uphold the original text's meaning while paraphrasing or summarizing. While we are paraphrasing 

or summarizing the material, take care not to modify the meaning (Egonmwan et al., 2019).  we 

must still mention the original source, even if we are paraphrasing or summarizing. Plagiarism is 

deemed to have occurred in this case. It's crucial to adjust the phrase structure when paraphrasing 

rather than only substituting synonyms for the original words. It may be easy to tell that we have 

duplicated the original material if we use the same sentence structure.  While summarizing, it's 

critical to pay attention to the text's primary concepts and crucial details.  

Leave out any instances or facts that aren't relevant. Too much or too little summarization the 

essential points and themes of the material should be covered in a solid summary, but not all the 

specifics. If we summarize too much or too little, our summary may be confused or lacking 

important information (Egonmwan et al., 2019). 

Analyzing Published Literature 

Academic and professional research both need analysis of published material. Here are some 

actions to do while examining written works: Choose our  research question before we start reading 

published material. By doing so, we'll be able to find pertinent sources of information and make 

sure our  analysis is pertinent and focused. To find relevant literature relating to our  study subject, 
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use internet databases and search engines. To focus our  search and locate the most beneficial 

sources of information, utilize pertinent keywords and phrases (Flores & Lopez, 2019). 

We should carefully read the sources we have discovered and assess their applicability, validity, 

and relevance. Take into account the author's background, the publishing date, and any potential 

biases that may exist. 

Incorporating Feedback 

An integral component of academic and professional work is incorporating feedback. Following 

are some guidelines for implementing feedback: It's critical to actively listen and refrain from 

becoming defensive when we receive comments. Make sure we grasp the comments by asking 

clarifying questions, and make notes to help we recall important details. When we hear criticism, 

seriously consider it. Examine the feedback's validity, where it came from, and how it pertains to 

our  study topic or goal. Adapt our  work based on the criticism we have received. Adjust our  

writing, research, or analysis as required to take into account the criticism we have received (Flores 

& Lopez, 2019). 

After making changes, get more input to make sure our  job is progressing as intended. Get 

coworkers, mentors, or other authorities in our  area to review our  improved work and provide 

comments. Use the criticism we have heard to our  upcoming work. Use the criticism as a chance 

to learn how to write better, conduct better research, or conduct better analysis while avoiding 

repeating the same errors in the future. We may generate higher-quality work and develop our  

abilities as a student or professional by successfully utilizing feedback (Bataineh et al., 2018). 

Conclusion  

In conclusion, the ability to summarize and paraphrase is crucial for both academic and 

professional work. Rephrasing a passage of text in our  own words while preserving its original 

meaning is known as paraphrasing. Condensing a lengthy book into a concise summary that 

includes the essential points and concepts is known as summarizing. Both abilities are crucial for 

staying away from plagiarism, giving information in a clear and succinct manner, and proving that 

we comprehend the source material. It is crucial to adhere to the principles given, avoid common 

errors, and practice often while paraphrasing and summarizing. These abilities may be improved 

with practice to generate precise and effective rewordings of difficult texts (Walker, 2008). 
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Recommendations   

The following suggestions will help we become more proficient in summarizing and paraphrasing: 

The more often we practice summarizing and paraphrasing, the more proficient we will become. 

Attempt regularly summarizing and paraphrasing articles or chapters of books. Practice 

summarizing and paraphrasing information from a range of sources, such as novels, news items, 

and academic publications. We will get more versatility and competence in these talents as a result. 

Compare our  finished summary or paraphrase against the source text to be sure we have correctly 

captured its meaning (Walker, 2008). 
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