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INTRODUCTION
[bookmark: _Hlk174434675]This report outlines my experiences in acquiring academic skills, summarizing the knowledge I have gained in my class over several weeks. Throughout this period, I have learned extensively, but I will concentrate on three key areas: note-taking, paraphrasing, and referencing. These essential skills have significantly contributed to my learning and have reinforced the importance of academic integrity.
Note-taking entails capturing essential points from lectures, readings, or discussions, which aids in improving understanding and retention of information. 
Paraphrasing involves rephrasing text while maintaining its original meaning, showcasing understanding and helping to lessen the risk of plagiarism.
 Referencing requires the accurate citation of sources, recognizing the contributions of others, and allowing readers to trace the original materials. Proficiency in these skills is vital for producing high-quality academic work and for engaging in discussions. 
In this report, I have utilized Gibb’s reflective cycle.




















Topic 1 
Note-taking
Description: in week 2 we learned about note taking. Note-taking is strategy which is used for better memorization of information. We learned Gibbs’ Reflective Cycle and linear diagrammatic tabular and Cornell notes.
Feelings: it was very daunting for me i felt confused by the amount of information, and at the same time excited because I was convinced that these skills would help me in my studies.
Evaluation: At first, the assignment seemed daunting, but as I delved deeper into it, I began to feel relief recognizing that this skill could greatly enhance my learning efficiency and safeguarding of information. Additionally, I experienced a sense of satisfaction every time I discovered a new technique that improved my note-taking, leading to more productive and organized study sessions.
Analysis: Note- taking skills is very helpful for my studies because I used that skill when we listened to the interview/broadcast in class,. Taking notes helped me significantly by encouraging me to summarize and organize content. I also learned about highlight training which I felt was really helpful for my learning process as it enabled me to learn about selecting only the key information.
Conclusion: Note-taking is a vital skill that supports effective learning and information management. It enhances understanding and provides a structured way to revisit material.  Note-taking fosters a deeper connection with information. Whether in academic settings or professional environments, mastering note-taking skills is crucial for optimizing and achieving your goal.
Action plans:  That skills I have used in writing this report. But I must improve my skills and develop a note-taking system for example chose a method (Cornell, mind mapping, outline, or charting method), I am going to a lot of practice active listening techniques, and focus an headings, subheading, and highlighted text. 




Topic 2
Paraphrasing skills
Description:  In week 4 we practiced paraphrasing. Paraphrasing is the act of rewording or rephrasing a piece of text while maintaining its original meaning. It involves expressing the same ideas in different words or sentence structures, often to make the content clearer, avoid plagiarism, or tailor the text to a specific audience or context. The key to effective paraphrasing is to change the wording and structure significantly while preserving the original message. Tim demonstrated the class on using synonyms, changing word order as well as changing word form.

Feelings My initial feelings was how can I paraphrase a sentence that clearly explains itself. But as Tim illustrated the task at hand with the whole class, I felt more confident and it also helped that we practised our own short sentence to paraphrase.

Evaluation: Tim gave us a exercise to complete where we had to wite a short sentence about ourselves and use the techniques that we learned to paraphrase. My sentence was as follows : currently I drive a car, previously I rode a bicycle.  I paraphrased this sentence into: At the moment im driving a car, in the past I rode a bicycle. 

Analysis: After I had completed the task at hand I inspected my sentence to make sure the paraphrased sentence retained its original meaning and was clear to understand.

Conclusion: paraphrasing is a useful skill to have I’ve learned that when paraphrasing I should ensure that the original meaning is maintained. While the words and sentence structures change, the core message must remain unblemished. For me personally substituting synonyms for key words and rearranging the sentence order was a valuable skill to learn. It learned to explain complex concepts in simpler terms.

Action plan: paraphrasing techniques I will use in writing future essays and future academic work to avoid plagiarism also when im note taking to help me put ideas into my own words which is crucial for success in both academic and professional life.











Topic 3Top of Form
Referencing


Description: in week 3 we learned about referencing. Utilizing the Harvard referencing style entails incorporating citations within the body of your text alongside a comprehensive reference list at the conclusion of your work. The in-text citations gives the reader direction on the source of your information where it came from. In lesson we learned that you could retrieve information from a journal or a article or a book.  We were taught to illustrate in this sequence Title, Author, Edition, Publication Date, Publisher, Place of Publication.

Feelings: I felt a great deal of anxiety because I was worried about correctly handling the referencing, given that I had no previous experience with it. Additionally, I experienced some confusion regarding the formatting requirements, particularly concerning the placement of commas and the sections that should be italicized.

Evaluation: Tim distributed a document to the class entitled "Harvard Referencing Workshop." This document contained five distinct tasks designed to enhance our skills in referencing and in-text citation. By the conclusion of the day, I successfully composed a complete Harvard reference and demonstrated the proper method for citing a source within a text.  
Analysis: for my analysis I would just like to demonstrate Harvard style referencing.
A book written by David Olusoga, in 2016, entitled Black and British: a forgotten history. Published by Macmillan in London.  
In text format: Olusoga (2016)
In reference list format: Olusoga D (2016) Black and British: a forgotten history. London Macmillan 
You can even go a step further and include volume number if there is more than one book and the date you accessed the information if you want to really impress your teacher!

Conclusion: I’ve learned how important it is to implement the use of Harvard referencing. As it ensures that you give proper credit to the original authors of the ideas, research, or words you use in your work. Proper referencing greatly enhances the credibility of your work. By citing trustworthy sources, you offer evidence that supports your arguments, making your work more persuasive and dependable.

Action plan: Harvard referencing will be crucial for citing my sources if I continue to further my education Proper referencing will be essential for establishing the credibility and respect of my work in my academic skills.

At University of Toronto, plagiarism related to the internet has increasedfrom 50% to 99%  source : Locker, Kitty and Findlay,Isobel. Business Communication Now.Toronto:McGraw-Hill, 2009.251
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