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[bookmark: _Toc185336629]Introduction 
An individual needs to sharpen academic skills to succeed academically and on the professional front. The skills involved in writing academic materials such as academic writing, summarising and paragraph writing are essential in academic success.  Considering the learning process that has been experienced three academic skills include academic writing skills, summarising skills, and paragraph writing skills during my classes. In the study, I have discussed a reflective summary of my experience to sharpen my skills by using Gibbs's reflective model. 
[bookmark: _vxnl6ouddwzm][bookmark: _Toc185336630]Discussion on reflective summary 
The framework that I will be using is Gibbs’ Reflective Cycle to analyse my experience, problems and possible solutions. Gibbs’ model is organised into six stages including Description, Feelings, Evaluation, Analysis, Conclusion and Action Plan which will be useful in understanding my personal development (Adeani et al., 2020).  
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Figure 1: Gibbs reflection model 
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In the middle of the class assignment, basic writing competencies that are applicable for academic success in each coursework were academic writing, summarising, and paragraphing. I understood that those skills are basic to enable me to provide coherent, well-taught, and persuasive arguments in all my assignments. 
At first, I had a problem with the synthesis presupposing the management of summaries of the texts. In other words, summarising is the process of pulling together a shortened version of the respective source that does not involve any personal views/interpretation (Smale and Fowlie, 2009). In one of the sessions, I was introduced to some of the ways of summarising which included careful reading, identification of key points, and re-stating them without changing the meaning. I also became aware that such a process as referencing is also essential when making summaries as an essential step in higher education.
Likewise, writing academically involves learning how to sound professional, analyse properly and write consecutive paragraphs (Open Learn, 2022). I always had problems grouping ideas of different authors into one argument while making references. Last but not least, working on paragraphs meant developing appropriate construction of a paragraph with topics, supporting ideas, and answers to the questions, which helped me a lot in developing proper structuring of the information. 
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Honestly, the first time I attempted these skills, I felt inadequate to discharge the tasks. In broader terms, it was especially difficult to identify merely what may be called summarising. Hence, even such a word as ‘summarising’ seemed deceptive, as if there is nothing that may be extremely simple and still not decide which aspects to include in the summary and which – to leave out – a mere piece of cake (Cottrell, 2017). Additionally, it was a silent fear of replicating the source unconsciously, about which notion I often doubted whether I was paraphrasing appropriately. In particular, for my academic writing, I had concerns about how to stay formal in wording and how to meet university expectations. 
Meanwhile, what I especially found rather frightening was referencing because of the possibility of plagiarism. I also had some difficulty with composing paragraphs – I usually put together quite a lot of concepts into a single paragraph and my statements become unclear and disordered. I also realised from my instructor that to review a text effectively, it is advisable to disintegrate the text into a series of components and in the same manner, to summarise and structure the paragraphs accordingly. Overall, I felt that I had made some progress, however there was a lot which still needed to be done.
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Reflecting on my experience, I can see that I made significant progress in all three areas namely academic writing skills, summarising skills, and paragraph writing skills. For summarising skills, the first challenge that I encountered was identifying the main ideas from fuller texts. But other techniques such as underlining what I considered important and choosing to sub-divide the text made me improve the summarising technique. Moreover, it also became clear that it is possible to move from an extensive description of several points to a brief description of what is most significant in a context or situation (McMillan and Weyers, 2021). Utilising SWOT analysis as the tool, I learned about the possibilities and constraints of my work, my strengths including summarising and creating new paragraphs and my weaknesses such as the ability to paraphrase. Meanwhile, I also became aware of opportunities I could explore while having to combat threats such as time management problems. In my case, I also noticed the evolution in the skills related to paragraph writing. 
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All the problems that I met originated from the fact that I did not understand that this is a systematic approach for each skill. Thus, in what I have learned about summarising it is noteworthy for me to note that I previously failed to appreciate the significance of reading text matters and materials closely. Meanwhile, it was realised that reading comprehension is compulsory for producing summaries because otherwise, there have not been any key points identified (Bedford and Wilson, 2020). This particular taught approach of reading-writing-checking-revising played a paramount role in addressing this challenge. After learning how to write, I understood in a new way that, to write, I need to make a single point for every single paragraph. Just knowing about the PEEL structure (Point, Evidence, Analysis & Link) was a revelation for me giving me a step ahead in higher education. The method enabled me to write good paragraphs while creating a logical structure for my thoughts.
Moreover, when it comes to, for instance, academic writing I first struggled to decide where my arguments, on the one side, and the cited sources, on the other side, should be placed. I got some good comments such as a weakness of using too many quotes that masked my opinions and conclusions. This made me understand that in the future I have to incorporate the ideas I have paraphrased and present my evaluation together with the evidence that supports the various points. 
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In a nutshell, it is for this reason that when asked to summarise and write paragraphs and academic writing as tasks, I understood that it requires constant endeavour to be perfect. Paragraph writing made me systematic in the flow of work and this enhanced the Origin of my work. I understood critical analysis the hard way by writing an academic paper. 
[bookmark: _3i4lfeb2bg5m][bookmark: _Toc185336636]As for the progress I made, it was significant, except for several points I consider to be lacking. Breakdown of my direct quotes needs to be minimised and for this, I need to improve my paraphrasing ability. Also, proper time management will help in enhancing the final work that has been done as well. 
Action Plan
Meanwhile, to continue improving, I have devised the following action plan as summarised below.
Practice Summarising Regularly
Each week, I will set aside some time to do a summary of articles or chapters by following the read-write-check-revise method.
Improve Academic Writing
I will use tools like Grammarly to enhance my writing productivity.
Enhance Time Management
I will arrange my tasks by incorporating the time frame in reading, writing the first copy, re-writing and lastly editing.  I will properly utilise my time; I have to work harder so as to arrive at that level of quality expected of me.
Build Confidence Through Practice:
Writing frequently will build my self-confidence since enables an individual to become always stimulated to think greatly and hence reduce over-thinking (Cottrell, 2019). I will write a reflection/summary at least once a week to develop the skills needed effectively for the coursework.
Meanwhile, to improve my above-mentioned skills in writing, I will follow a structured approach as seen in the table in the appendix section.
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This reflective exercise applying Gibbs’ Reflective Cycle has helped me analyse my improvement in summarising, paragraph writing and overall academic writing needed in higher education. I have understood the essence of organisation, class work, and evaluations for better performance of my work. Despite all these difficulties, I have learned all these with clear actions that can enable me to overcome them and enhance the mentioned skills to succeed in higher education. 
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	Gibbs Reflective Cycle
	Key Insights

	Description
	Learned summarising, paragraph writing, and academic writing skills.

	Feelings
	Felt overwhelmed initially but gained confidence through practice.

	Evaluation
	Improved structure and clarity but struggled with paraphrasing and time management.

	Analysis
	Identified weaknesses in critical analysis and organisation of ideas.

	Conclusion
	Acknowledged strengths and created strategies for improvement.

	Action Plan	
	Focus on gathering, processing, creating, reviewing, final checks, and timely submission.
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Task
	Date: 2/11/24
	Date:2/12/24
	Date:5/12/24
	Date:12/12/24
	Date:13/12/24
	Date: 18/12/2024
	Date:19/12/2024
	Date: 31/12/24

	Gathering information
	 
	 
	 
	 
	 
	 
	 
	 

	Processing information and notetaking
	 
	 
	 
	 
	 
	 
	 
	 

	Creating the text
	 
	 
	 
	 
	 
	 
	 
	 

	Editing and reviewing
	 
	 
	 
	 
	 
	 
	 
	 

	Final Checks
	 
	 
	 
	 
	 
	 
	 
	 

	Submission
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