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Reflective Essay on the Development of Academic and Digital Skills
[bookmark: _Toc202734605]Introduction
Beginning university has been a very rewarding yet, at the same time, overbearing experience. This change of the organised learning in schools to the self-guided learning in college necessitated that I acquire a diverse set of educational and technological expertise in a very short time (Dahal and Bhat 2023). I found Moodle to be one of my biggest obstacles: it is an online platform where we can find the revision material, complete assignments, and read the module information. This transition was challenging to me due to my online computer literacy skills, which impacted my academic performance and my confidence. To deal with these issues, I have implemented a more formalised way of time management, especially by using the Eisenhower Matrix, which allowed me to better divide my priorities in my tasks. In this essay, I shall be applying the Reflective Cycle model provided by Gibbs in order to discuss the process of learning I have gone through, and how I have overcome my weaknesses and how this has informed my narrative concerning the process of university learning.

[bookmark: _Toc202734606]Description
Probably one of my most influential moments at university was during my first term when I lost a couple of important deadlines on a practice (formative) assessment. This was not because of the lack of effort and motivation but because of my inability to work efficiently using Moodle, the place where assignments and the resources of the modules are placed (Waheed et al., 2013). At first, I expected that I should intuitively understand everything, but the system was confusing due to its structure and various tabs. Effective resources would be bound up in folders or confusingly labelled in a way I did not comprehend instantly. Consequently, I missed announcements and other critical reading materials that could have made me better prepared (Gugerli 2022).
Besides the digital navigation, I ended up having loads of deadlines and to-do tasks. I also did not have a way of carrying out a distinction between the tasks that were necessary and needed to be done, so I was not allocating my time properly. I used to be doing minor, non-vital tasks and neglecting the most important ones, such as assignment drafting or preparation reading. Having had a hectic week of limited sleep and rush-to-complete duties, I was very much aware that I had to introduce some form of order in my academic workload (Pekçetin et al., 2021).
[bookmark: _Toc202734607]Feelings
This is very embarrassing and frustrating at that time. It was frustrating to observe that other people felt free around Moodle and easily neared places where music lectures are recorded, whereas I could hardly find them, or to see that other people have no difficulties in posting their assignments, whereas I could hardly manage to operate my own post (Gisbert and Bullen 2015). I simply felt like I was lagging not because of the lack of skills, but because I was not acquainted with the digital tools. This affected my self-esteem, and it formed a wall between me and the academic content that I was intended to explore.
The number of tasks with each module also overwhelmed me. The anxiety grew every time I got a new email message sent by a lecturer, or I found a new post in the Moodle platform. Incessantly, I had fears that I was not saving something significant. This ambiguity had an impact on my focus, and it became not very easy to find pleasure in the stage of learning. Nonetheless, I was also driven by some internal motive to become better. I did not wish to be bound by my digital illiteracy, so I started to find ways how I can better get organised and prioritise better.

[bookmark: _Toc202734608]Evaluation
According to the Deng et al., (2022), these issues brought a lot of stress; they, in fact, became a critical turning point in my academic life. Failure to submit the assignment on time compelled me to realise that what I was doing was not effective, and I had to think more on my toes. One of my positive experiences after this ordeal is that it inspired me to be more involved in support resources. I joined digital skills training courses which the university would provide, and slowly I got a sight into the workings of Moodle. I got acquainted with the possibility of setting notifications, creating folders, and accessing all the necessary course materials in a more effective way.
The second turning point was the time when I learnt about the matrix developed by Eisenhower, which helps to organise tasks according to the priority and urgency of the task (Maksymov and Tryus 2022). This method separated priorities by four categories, which include urgent and important, important and not urgent, urgent and not important, and neither urgent nor important. With the help of this scheme, I understood exactly what activity in my academic life should be taken care of first and what can be postponed. This was useful to minimise my procrastination and tendency to concentrate on some activities that are not essential. It made me feel more in control of the time concerning my studies.
Nevertheless, one cannot skip the fact that it might be confusing at the beginning to find one way around Moodle and the digital learning environment (Coman et al., 2020). I also could not seek help at an early age because I was afraid of being judged to claim that I did not understand something which others thought came easily to them. This indecisiveness slowed me down and placed me under a lot of pressure. 

[bookmark: _Toc202734609]Analysis
Even though these issues brought a lot of stress, they, in fact, became a critical turning point in my academic life. Failure to submit the assignment on time compelled me to realise that what I was doing was not effective, and I had to think more on my toes. One of my positive experiences after this ordeal is that it inspired me to be more involved in support resources. I joined digital skills training courses which the university would provide, and slowly I got a sight into the workings of Moodle. I got acquainted with the possibility of setting notifications, creating folders, and accessing all the necessary course materials in a more effective way.
The second turning point was the time when I learnt about the matrix developed by Eisenhower, which helped me organise tasks according to the priority and urgency of the task. This method separated priorities by four categories, which include urgent and important, important and not urgent, urgent and not important, and neither urgent nor important. With the help of this scheme, I understood exactly what activity in my academic life should be taken care of first and what can be postponed. This was useful to minimise my procrastination and tendency to concentrate on some activities that are not essential. It made me feel more in control of the time concerning my studies.

[bookmark: _Toc202734610]Conclusion
Going back with hindsight, it is now possible to say that I could have approached my early struggles differently. I could have done that sooner by taking the initiative by attending orientation classes or by taking the assistance of peers in using Moodle. These are the talks that I should not have avoided, and made my learning curve steeper. I also understand now that an adequate time management technique, such as the one by the Eisenhower Matrix, would have helped a lot to avoid stress and be more productive from the beginning. Also, I need to use more of the support services. The university organises the workshops on digital literacy and Moodle navigation, though in the first months, I did not want to attend such a workshop. I was also self-conscious, and it was an obstacle to improvement. Had I pursued help a bit more willingly, maybe I would have felt more in charge and a lot less nervous in the initial weeks.

[bookmark: _Toc202734611]Looking Ahead
Upon reflection on these experiences, the learner became increasingly focused on further developing their digital and academic skills. They expressed a desire to become more confident and independent in managing academic responsibilities, including the effective use of institutional platforms (Haleem et al., 2022). To support this aim, the learner intends to create a personal user guide for Moodle that outlines the procedures for checking announcements, submitting assignments, and accessing module materials. This resource is expected to serve as a reference point in moments of uncertainty. Additionally, the learner plans to continue applying the Eisenhower Matrix at the beginning of each academic week. Sunday evenings will be dedicated to organising upcoming tasks and setting realistic deadlines. This structured approach is anticipated to support timely assignment completion, improve seminar preparation, and reduce unnecessary stress (Valente et al., 2024).
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Appendix: SMART Action Plan 
	Goal Area
	SMART Goal

	Moodle Navigation
	I will create a personal user guide for Moodle by the end of Week 2 next term, outlining how to access key features such as resources, forums, and submissions.

	Time Management
	I will use Eisenhower’s Matrix every Sunday for 8 weeks to plan my academic week, reviewing the list each morning to stay on track.

	Digital Literacy
	I will attend one digital skills workshop per month to improve my confidence with university platforms and online tools.

	Task Prioritisation
	I will reduce time spent on low-priority tasks by 50% over the next month by categorising tasks using the matrix and tracking time spent on each.

	Academic Confidence
	I will reach out to at least two classmates and one academic support service during the first month of next term to ask for help navigating challenges.




