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 Introduction
 This report is based on my personal journey of improving my academic skills over the course of my studies. I will discuss the academic skills I’ve improved throughout studying, such as taking notes, paraphrasing, writing assignments, managing my time more efficiently and preparing presentations.
Academic skills rely strongly on effective research, independent thinking, studying techniques. In addition to this staying focused and committed to academic goals.
Overview of my personal experiences
Paraphrasing
During week five I concentrated on strengthening my paraphrasing skills, this is essential for academic writing. Starting off I initially found it challenging to rephrase ideas in my own words, while also maintaining the original context of text. To improve my skills, I practiced focusing on daily reading strategies, highlighting the main points of context and rephrasing them using different ways of vocabulary and sentence structures.
To improve the quality of my academic writing, I took an intentional approach to using professional phrasing. I did this by using professional and appropriate academic vocabulary, which I found made it much easier to create my own sentence without leaving out the original meaning of context. UTS states “the advice of writing in your own words without looking back aligns with active note‑taking to internalize paraphrasing” (UTS, n.d.). I started using the paraphrasing technique to my note taking for a better understanding, this gave me time to fully process the technique naturally. Another way I would apply this method, would be in practicing rephrasing words from my own sentences. This was more effective for my understanding in the long run.
Time management
The University of Cambridge states that “the guide outlines the Eisenhower Method’s four-quadrant structure, exactly matching your approach to organising tasks by urgency and importance.” (University of Cambridge, n.d.). In week one I was taught about how to manage my time efficiently, with multiple effective methods such as the Eisenhower matrix activity, I can use this in multiple ways as a diagram. This can also be written as a list of urgent and non-urgent things which I need to complete to ensure assignment completion. I now use this as part of my daily life routine, along with learning the study plan method. A summary to explain it would be thinking about when and how I fit my studies into my daily life such as hobbies, work and home life.
I use the study plan method day to day to help with organising my education studies, along with my personal duties. I do this by creating a template of the tasks that need to be done calculating how many hours each task will take. This method particularly I found has effectively helped me stay on top of my routine.
Note taking
The University of York states that “good note-taking supports understanding by focusing on main points and summarising in your own words” (University of York, n.d.) In week two I was introduced to note taking and understanding assignments, during this I learned how to take down important notes and to fully understand assignment requirements through practice and error. I had used this method in class during listening to a conversation audio about personal motivation, where I would write down and calculate the important parts of the audio. I found note taking easy at first until it required further attention to detail on more effective note taking, since using the more effective note taking such as writing only the important details on tasks, I have found it a lot easier to complete my assignments and has helped me gain a clearer understanding.
I was also shown the method how to use a diagrammatic such as main point and sub points,Which was very helpful to help organise information. To gain a better understanding to structure my writing along with planning my essays.
Personal reflection
This experience has taught me well on how to use better methods to structure my writing into more academic sentences, as well as better methods to help me revise in my studies, looking back I realised that poor note taking made revision difficult because I didn’t have useful information to study from. I also found that poor time management affected the level of written communication I used in my writing.
Evaluation
Effective Note taking techniques using mind maps and bullet points, helped me remember important ideas more clearly and deeper my learning skills.
Paraphrasing texts using my own words helped me to understand how to create a sentence into my own words without changing the original context.
Time management tools for example using planners, organising my hours helped me to create more time to do more effective studying.
Analysis
Time management, paraphrasing and note taking are academic skills that massively contribute to success learning and effective performance. Managing my time effectively was challenging as I struggled to organise tasks, How ever as doing applying strategies like setting realistic goals and creating schedules I proved overtime efficiently.
Paraphrasing is important for avoiding plagrisim, I found paragraphing hard to understand at the start because re writing sentences without changing the context of the text required more attention to detail.Constant practice has helped me have a more academic vocabulary by changing also my vocabulary into my academic style professionally,This helps to enhance my writing.
Note taking helps to remember key information and allows me to capture main ideas, starting off I personally struggled to write down excessive information but learning this method, I have found it a lot easier to focus on my studies. I became more efficient over time and organised.
Over all, learning these skills has helped me progress over time involving a lot of personal reflection, prioritising these practices such as paraphrasing, time management, and note taking has not only improved my academic work for my daily routine along with my confidence.
Conclusion
In conclusion, Important academic skills for example note taking, paraphrasing and time management is an important factor and play a huge role in studying at university along with student success. These methods have shown me how effectively I can enhance and improve my studies with using the right methods.
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