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[bookmark: _Toc165583852]Note - taking : 
Note – taking is the practice of capturing important information from lectures , meetings , readings , or personal reflections in a concise and oraganized manner. It helps to retain and recall information , aid in understanding complex toics, and serve as a reference for future use.
1. In a lecture , you might write down key poins , deffinitions and examples to help you study later.
2. During meeting at work , you could write down any important dtails disscused.
3. While reading a book or article , you might take notes on main ideas , quotes ,and your own thoughts or reactions to the material.
Remember better: writing things down helps you remember them 
Get organised: notes help you sort out your thoughts.
Understand better: writing helps you undertand ideas more clearly.
Remember stuff: looking over your notes helps you remember things. 
Stay focused: writing keeps you engaged in what you’re learning.
Study help: notes are handy for studying later.
Be more creative: writing down ideas can inspire new ones. 
Stay on track: notes can remind you of what you need to do.
Think deeply: writing helps you think about what you’ve learned.
Share ideas: good notes can help you explain things to others.
In week 2 of university , we have learned about  ’’note-taking’’. Firstly the lecturer explained us the definition of note-taking and how it can be useul to us. He taught us what working memory is, and that if we are focusing and listening , we are using it.(work memory).
At the beginning I felt a bit annoyed because I couldn’t understand him and his lessos because he was going too fast , and I was always behind , but listening to him every week, I’ve started understanding him. 
The best part of it was that now i am able to keep up with him and his lessons. On the other hand there was some deteriorated lessons where my collegues needed to help me every lesson because I couldn’t understand. If the lecturer went gently and if he would of been talking slowly it would of been beteer. Next time when i won’t understand or when i feel like he is talking too fast, i will nicely ask hi to repeat himself and talk bit by bit. (Arnold, 2022) (Bennet, 2022) (Gupta, 2020)


Pros : 
· Organisation : it aids in organising thoughts and concepts for better understanding . 
· Active engagement : note – taking promotes active engagement with the material , leading to deeper understanding . 
· Memory aid : reviewing notes serves as a memory aid , helping you recall informetion more effctively . 
· Creativty : it can spark creativity by capturing thoughts and ideas for future exploration . 
· Task management : note – taking can aid in task manangement by writing down to do lists , deadlines , and action items . 
· Reflection : note – taking encourages reflection on what you have learned , fostering critical thinking skills . 
· Communication : well – organised notes facilitate communication and collaboration with peers on colleagues . 
Cons :
- difficulty in understanding the content, organizing information, and staying focused during note-taking. 
- time – consuming : taking detailed notes can be time – consuming , especially during fast – paced lectures or presentations . (Arnold, 2022) (Gupta, 2020) (Harris, 2023)
[bookmark: _Toc165583853]Paraphrasing:
Paraphrasing means changing the wording of a text so that it is significantly different from the original source, without changing the meaning. Effective paraphrasing is a key academic skill needed to avoid the risk of plagiarism , and to demonstrate your understanding of a source. This unit forces on techniques for paraphrasing as part of the note-marking and summarising process. Paraphrasing involves rewording a text or passage to convey the same meaning as the original but using different language and sentence structures. It is a way of expressing someone else’s ideas in your own words while maintaining the original intent and meaning. Paraphrasing is often used to clarify complex concepts , simplify language or integrate inforamtion from multimple sources into one’s own writing .6n (Thomson, 2022)
[bookmark: _Toc165583854]The elements of effective paraphrasing: 
Paraphrasing and summarising are normally used together in essay writing, but while summarising aims to reduce a source to an appropiate length, paraphrasing attempts to restate the relevant information. (Miller, 2021)
ex: ’’she is studying for her final exams.’’
Paraphrase: ’’she is preparing for her last examinations.’’


[bookmark: _Toc165583855]Benefits of paraphrasing:
Understand better: paraphrasing helps you understand things by putting them in your own words.
Remember more: it makes it easier to remember stuff because you have to think about it in your own way.
Avoid copying: paraphrasing lets you use information without copying it exactly , which is important to avoid plagiarism.
Think harder: it makes you think more about what you’re learning, which is good for your brain.
Explain things better: paraphrasing helps you explain hings more clearly to others.
Shorter things: it is useful for making long stuff shorter and easier to understand.
Change for different situations: you can adapt information to fit different situation to fit different situations or people.
Get better at writing: doing it a lot can improve your writing skills.
Stay focused: it keeps you engaged because you have to pay attention to what you’re saying in your own words.
Learn actively: paraphrasing helps you learn actively , which means you are more involved in what you are learning. (Miller, 2021)
Pros : 
· Understanding : paraphrasing helps in understanding complex concepts by expressing them in simpler terms. 
· Avoid plagiarism : it allows you to incorporated information from sources while avoiding direct copying , which helps prevent plagiarism . 
· Communication : paraphrasing improves communications skills by faciliting clear and concise expression of ideas . 
· Adaptation : paraphrasing allows you to adapt information to different audiences or purposes . 
Cons :
· Time – consuming : paraphrasing can be time – consuming , especially when trying to convey complex ideas accurately . 
· Lack of creativity : paraphrasing may limit creativity , as it involves rephrasing existing content rather than generating new ideas . 
· Potential for plagiarism : despite effors to avoid plagiarism , improper paraphraising can still result in unintentional plagiarism . (Miller, 2021)
[bookmark: _Toc165583856]Academic writing
Academic writing refers to the type of writing used in educational settings like univerisities, colleges and schols. It involves writing essays , research papers , raports , and other documents following specific formats and standards. Academic writing i formal and structured , focising on conveying information or arguments clealy and precisely. It often involves research , citing sources , and adhearing to specific citation styles. The main goal of academic writing is to communicate ideas , analyse information , and contribute to the existing knowlege in a particular field of study. If English is your secound language , it is common to encounter challenges , but with practice and suport , you can improve your academic writing skills over time.
Some examples are research paper : papers presenting original research findings or reviewing existing literature in specific field.
Essays: formal essays disscusing a particular topic , often with a thesis statement and suporting arguments.
Literatures reviews : summaries and analise of existing research on a specific topic or question.
Book reviwes : critical assesments of books , evaluating their content , arguments , and contributions to a particular field. (Thomson, 2022)
[bookmark: _Toc165583857]Benefits :
Thinking skilss: it makes you better at thinking about things by analisying and evaluating them.
Writing skills : academic writing helps you get better writing , which is important for examplaining ideas clearly.
Finding stuff : it helps you find and understand information better.
Doing well in school: being good at academic writing can help you do well in school.
Getting a job : knowing how to write well can help you get a great job .
Learning more : it helps you larn more about different subjects .
Solving problems : it makes you better at solving problems by thinking things throuh.
Thinking hard : academic writing makes you think hard about theories and arguments.
Getting your work out there : a good academic writing might get your work published . 
Adding to what we know : by sharing your ideas and research , academic writing helps us learn more about different things . (Miller, 2021)
Pros : 
· Clear communication : academic writing helps you express complex ideas clearly . 
· Critical thinking : academic writing fosters research skills , aiding in finding and synthesizing information .
· Publication : well – written academic work may be published in journals , enhancing visibility and creadibility .
Cons : 
· Time – consming : academic writing can be time – consuming due to research , drafting , and revisiting .
· Stress : meeting academic writing standards and deadlines can be stressful . 
· Rejection : academic work may face rejection from journals or conferences , impacting morale . 
· Pressure to publish : there may be pressure to publish frequently , which can affect the quality of work . 
· Isolation : writing often requires solitary work , which may lead to feelings of isolation . 
· Plagiarism concerns : there ia a risk of unintentional plagiarism when incorporating others ideas . (Miller, 2021)
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