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1. Introduction 
This reflection discovers my development of academic skills which  are comprised of note-taking, paraphrasing, and referencing skills gained during the Certificate of Higher Education in Business Skills for the Workplace module. To do so,I chose Gibbs’ Reflective Cycle. Gibbs' model is selected for its structured approach, enabling a thorough examination of experiences through six stages which are comprised of description, feelings, evaluation, impression analysis, conclusion and impression actions plan (Markkanen et al., 2020). As a structured framework, this model allows for in-depth learning by encouraging a comprehensive assessment and evaluation of both strengths and weaknesses to develop an action plan which eventually facilitates the unceasing development of indispensable academic and professional competencies (Adeani et al., 2020). 
2. Description 
During the Academic skills module, I was actively involved in classroom exercises of the module to enhance my academic skills. One of the session consisted of a presentation on the subject of how to take notes. In this session, we had to sum up key points from an audio case that has been provided. During another session, we worked in small groups and focused on the task of paraphrasing an article. Lastly, I worked on exercises associated with referencing in Harvard style, where students had to demonstrate their ability to create citations and bibliography in accordance with the required format of the selected sources. All these activities were aimed at improving my knowledge and independent use of notetaking, paraphrasing, and referencing skills.
3. Feelings
During the module activities, I experienced a mix of feelings. In the beginning, I was confused with the amount of knowledge being provided during the notes-taking session because I was not certain whether I captured the right details. But as I moved on and perhaps because of increasing the practice, I started to become more confident. During the paraphrasing activity, I felt challenged in the context that the students had to rewrite the given text without changing its meaning. At the same time, I felt satisfied when my contributions were recognised and appreciated during the group class discussion. The task of referencing the arguments initially felt tedious, but completing it correctly provided me with a sense of attainment and pride, considering correct referencing as an ethical practice in academic writing. 
4. Evaluation 
According to Flanigan and Titsworth (2020) effective note-taking includes filtering out significant concepts and structuring data coherently. During the workshop, I realised that with several practice sessions, I could gain mastery in capturing key points. I improved in taking organised notes thus which proved beneficial during my subsequent courses of study. Nevertheless, I faced a problem with defining the significance of all the accumulated information, and, as a result, I noted too many insignificant details, which took a lot of time to work through the information later. To address this, I could have benefited from applying note-taking approaches. For example, the Cornell note-taking method, as suggested by Elli̇alti and Batur (2021). This approach emphasises summarisation and question prompt to improve focus.
When it came to paraphrasing, Thomas and Thomas (2021) stressed the significance of comprehending the original text completely prior to attempting to paraphrase or re-write it. I performed well in relaying the main idea, and this helped me provide good rewrites and paraphrasing. However, I sometimes duplicated such patterns that can be regarded as low-quality paraphrasing. This is in line with Rossi (2022) where it is argued that while developing paraphrasing competence, students first engage in what they term ‘patchwriting’. For improvement, I think I should be more careful in switching different types of sentences, and using the synonyms or transforming sentences from active voice to passive voice without changing the meaning of the sentence. 
According to Miranda (2022) discussion, reference is extremely essential in writing but can be very time consuming. I first struggled with the Harvard style because it has strict guidelines on paper formatting and was, therefore, slightly off most of the time. However, I depicted a strength in identifying the significance of appropriate citations. Further on, the application of tools such as Chrome extensions like ‘cite them right’ could contribute to increasing the effectiveness of work and decrease the number of mistakes (Gravett and Kinchin, 2021). 
5. Analysis 
Enhancing note-taking, paraphrasing, and referencing skills are important for both academic success and professional development. Flanigan and Titsworth (2020) explain that effectiveness and organisation of notes, as well as the note-taking process, influence learning due to increased memory and understanding, which are fundamental to academics. My ability to classify important points and organise information can be helpful and valuable for me in future research; however, I have to refine my approach to evade over-detailing. According to Elli̇alti and Batur (2021) that helps me be more selective and concentrate on the arguments that I can record more effectively. The process will be more efficient and useful for the subsequent use of notes. This is especially useful in professional practice, as vast amounts of information need to be accessed within a short amount of time in order to facilitate decision making (Thomas and Thomas, 2021). 
In addition, Ruslan et al. (2020) opines that particularly the use of paraphrasing, cannot be overemphasised as it helps students understand and pass off the content learnt as original content. The use of the method to reframe information will help in future academic work but for higher development in the area, more work needs to be done in transforming away from different sentence patterns. In their view, this serves as one of the main difficulties related to the shift from simple paraphrasing to actual writing for students, as identified by (Gravett and Kinchin, 2021). By improving this skill, I will not only guarantee academic integrity but also establish a more sophisticated writing style appropriate for professional reports and presentations.
Referencing, as signified by Rossi (2022) reinforces academic credibility and professionalism. Despite appreciating the need to have appropriate referencing, sometimes I made some mistakes such as missing years, on page numbers in in-text citations, or leaving unitalicized journal titles, hence portraying the need to have appropriate and consistent referencing. In practice, these skills are essential when it comes to ensuring academic integrity (Thomas and Thomas, 2021). Therefore, timely investment in increasing the accuracy of referencing will assist me in submitting highly polished documents with appropriate references in both academic and professional environments. 
6. Conclusion and Action Plan 
To conclude the above reflection, it can be said that I experienced note-taking, paraphrasing, and referencing skills that have revealed significant development but still not up to the desired level. Although I have developed effective note-taking skills and can paraphrase in my own words, there is a weak point when it comes to paying attention to major information and varying the lexical means used. Also, referencing skills have been enhanced slightly, but consistency and accuracy must be enhanced. These skills are important not only for success in academics but for a professional career as well since these skills affect a learner’s ability to communicate, be ethical, and succeed professionally. Hence, to further develop these skills, the following is the action plan;
	Objective
	Specific Action
	Measurable
	Achievable
	Realistic

	Improve note-taking efficiency
	Use the Cornell method to capture key points
	Increased clarity and focus in my notes
	Research and apply the Cornell method for all future lectures
	Realistic for ongoing learning

	Enhance paraphrasing skills
	Practice paraphrasing different texts with varied sentence structures
	Ability to paraphrase without relying on original wording
	Set weekly tasks to paraphrase academic articles
	Achievable with time and effort

	Increase referencing accuracy and consistency
	Use reference management tools like Zotero for proper citation formatting
	Error-free referencing and improved citation speed
	Learn and integrate Zotero in assignments
	Realistic with consistent practice
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