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[bookmark: _Toc203681462]1. Introduction 
This reflective report will focus on examining my experience during the Academic Skills module of the Certificate of Higher Education in Business Skills in the workplace. The report will be based on my experiences in taking up the academic skills quiz (Task 1) and in the application of academic skills exercise (Task 2), and other classroom activities that helped in developing my academics. This reflection aims at reflecting on what has been learnt in terms of academic writing, managing time, taking notes, and using citation and referencing skills as a result of these experiences and what needs to be done to further enhance the development of these areas.
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Throughout the module on Academic Skills, I have been exposed to various activities through which I could acquire the necessary academic skills. The first task the academic skills quiz challenged me with was my knowledge in the sphere of time management, note taking, academic writing, and referencing. This quiz was also a good lesson because I learned that I should always be ready and in good form to answer questions within the specified time limit. The parts regarding academic misconduct and referencing appeared to be fairly difficult to me because it is highly important to pay attention to the specific instructions in this domain and not to repeat plagiarism and not to overlook about the sources.
Task 2, which consist in the practice of academic skills, gave me a chance to train in taking notes and paraphrasing. I was required to extract key concepts of a short text and paraphrase individual sentences keeping their original meaning. The assignment was overwhelming yet beneficial since it not only assisted me in learning the art of paraphrasing but also ensured that I learned how to render ideas in my own Ignite words (Bolton and Delderfield, 2018). The process of writing a paragraph using my notes made me practice academic requirements such as structure, clear and coherent. These ideologies were also further established in the classroom problems and arguments through providing additional ideologies on academic dishonesty or misconduct, citing ideas and usage of rational argument in composition of academic literature. The experiences played a significant role in promoting my understanding of a more organized and critical approach to learning.
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The two tasks have played out in defining my academic capabilities. Reflecting on Task 1, I understood how important it is to prepare to a quiz. The pressure to finish the quiz in less than 45 minutes helped me to learn the essence of managing time and prioritization. Even though I had a problem with some of the questions on referencing and academic misconduct, I learned an important lesson that understanding the various styles of references and misconduct and what their consequences are can be very important. This has prompted me to be more organized with my course work and in particular with referencing and academic integrity (Cottrell, 2023).
The application of academic skills exercise (task 2) was enlightening. The activity compelled me to enhance my note taking paraphrasing abilities in practical environment. One of the skills I found to be exceptionally handy was paraphrasing: it involved the need to sort out the main ideas of the text, but also to make sure that I put them into my own style (Fullana et al., 2016). But the other thing I also came about is that paraphrasing may make me lose the original meaning at times unless I am extremely cautious. This assignment has made me realize that I should not solely focus on accuracy in paraphrasing and summarizing expression versus clarity of the same (Travers et al., 2015). Writing the paragraph by using my notes made me understand that logical flow and coherence are important elements of academic writing. Reflectively, I think that I should have simplified my paragraph further by emphasizing on arranging my points better.
Another major strength of mine during this module has been my punctuality in various class exercises. Although the two tasks involved a time limit, I realized that I was able to concentrate and spend enough time on each part (Priddey and Williams, 2016). One area I see that I can improve on however is my referencing skills. Although I am not oblivious of the criticality of referencing and using references, I must learn more about the various styles of citing to feel more comfortable with referencing in my works (Helyer, 2015). Second, I still require improvement in paraphrasing. I do pay greater attention to paraphrasing than to preserving the original text meaning which might sometimes lead to obscure or erroneous paraphrases.
As I reflect on my personal growth, I find that this module has gone very far in making me develop as an academic writer. I had problems structuring my writing and using an academic tone before this module. I feel better now about drafting, revising, and refining in the writing process. The tasks and the discussions have also provided me a better insight into the subtleties of academic writing such as its clarity, coherence, and proper use of the references (Kitchener and King, 2014).
Moreover, this module has set me to reflect more upon my learning. I have learned to evaluate my work critically and finding the opportunity to get feedback and develop my skills over time (Yeh et al., 2023). In the future, I will continue to hone my skills about academic writing and referencing, so that I would be able to come out with a well-researched and well-organized piece done in the academe.
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Finally, Academic Skills module has been critical to advance my academic skills. Through the participation in the academic skills quiz and applying it, I enhanced a more comprehensive awareness of fundamental academic skills, including time management and note-taking, paraphrasing, and referencing. After my experience, I acknowledge my strong points as well as the areas that I need to improve on, especially in the management of my referencing and paraphrasing skills. On the whole, it can be stated that this module has played a crucial role in my development as a student, and I am sure that the techniques that I have acquired will become a stepping block to my further student activities.
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