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In my reflective report I will be discussing the following 3 chosen topics of my choice that I have learnt throughout the term of academic skills. The first being academic writing skills, followed by note taking skills and finally paraphrasing. I have learnt a lot about all topics and have extended my skills a lot more than when I first started due to the methodology of the lecturer's lesson and online PowerPoints to catch up on when I need a refresher. It has helped me gain a lot more understanding towards having academic skills in the workplace. Learning so many methods, strategies, and finding different formats for different situations makes me confident I am expanding my academic skills.
Academic skills are different from the skills we use in everyday life because they focus on formal and organized communication. Unlike casual conversations, academic work requires clear and well-supported arguments that are carefully structured. This formal style is important to make sure ideas are expressed clearly and with authority. So, learning academic skills is not about knowing the subject but also being able to understand and explain complex ideas in a clear and formal way.
 Always ensure the use of a formal tone, avoiding colloquial terms and paraphrasing software. It is essential that grammar is impeccable when writing formally. While it might be tempting to use complex words that you do not understand, doing so without a clear comprehension of their meaning can weaken your writing rather than improve it. Instead, focus on using precise language and synonyms that you understand to enhance the academic quality of your work. When writing for academic purposes, it is important to think about the length of your text, how your paragraphs are organized, and the size and color of your font. 
In Week 4, we looked at two PowerPoint presentations that taught us how to write correctly and structure paragraphs properly. A properly structured paragraph needs an opening sentence, that needs to be the main idea of the paragraph/topic. You then need supporting sentences to back up your opening, and you need a concluding sentence to finish off giving a neutral opinion of both sides. One thing not to forget is when writing academically you must always hold the subject in question away from you and avoid personal options to remain a neutral head for both opinions, we also learned that the official font size for academic writing is 12, and the recommended fonts are Calibri or Arial Body. 
Lastly in academic writing we also learnt referencing information you have found online being able to add references and sources of information from websites used towards your text/information as in text citations. These are designed to show where you found the information and if you understand what you are writing about, this gives your work credibility, and you gain more understanding for other people as they can see what you see. A proper reference should be the author's surname and initials, year of publication and title. If it is a book, then add the place of publication and the publisher as well. Having these references and text citations can help you avoid plagiarism which is the deliberant or inadvertent theft of intellectual property.
Effective notetaking is a key skill that helps with learning and remembering information. From Weeks 1 to 3, we learned about different note-taking methods through interactive PowerPoints and group activities. These sessions introduced us to techniques like the Cornell method, mind mapping, and outlining, each offering a unique way to organize and review notes. By practicing these methods in groups, we gained practical experience in choosing the best approach for several types of content, improving our ability to capture and understand information. We explored several time management techniques, including the Eisenhower Matrix, the 4D Strategy, and the Pomodoro Technique. Each of these methods contributes to more effective notetaking and helps you maximize your knowledge.
Eisenhower Matrix: This method helps prioritize tasks by dividing them into four categories:
· Urgent and Important: Tasks that need immediate attention.
· Important but Not Urgent: Tasks that are significant but can be scheduled for later.
· Urgent but Not Important: Tasks that require quick action but are not critical.
· Not Urgent and Not Important: Tasks that can be eliminated or ignored.
4D Strategy: This approach involves deciding what to do with tasks based on their importance and urgency:
· Do: Immediate tasks that need to be completed right away.
· Delegate: Tasks that can be assigned to others.
· Defer: Tasks that can be postponed.
· Delete: Tasks that are unnecessary or irrelevant.
Pomodoro Technique: This method involves working in focused intervals of 25 minutes, followed by a short break. After completing four intervals, you take a longer break. This technique helps maintain concentration and prevents you from wanting to give up on the task at hand.
By using these techniques, you can enhance your note-taking skills. Effective note-taking means summarizing essential information and leaving out less relevant details. These proven methods allow you to capture and understand key points of information more efficiently, making it easier to recreate and expand on the information in your own words.
Paraphrasing is a crucial skill for clear and effective communication. It involves rephrasing information by choosing the right verbs, adjectives, and synonyms to better express your ideas. Changing the order of words can also make your sentences clearer and more impactful. Using conjunctions, or linking words, helps connect ideas smoothly, making your writing flow better and feel more cohesive. By understanding these techniques, you can present your thoughts in a way that is both precise and engaging, improving the overall quality of your writing. 
As the semester wraps up, I have gained a much clearer understanding of academic writing compared to when I started. I have learned how to take effective notes, manage references, and write detailed reports. Mastering Harvard referencing, including in-text citations and reference lists, has become an essential skill, helping me accurately show where my information comes from. I now know how to build well-structured and grammatically correct paragraphs. Improved time management and note-taking skills have also played a key role in my progress. I found the whole experience enjoyable, due to the way our lecturers organized the lessons. Their clear and engaging teaching methods made learning about academic writing both accessible and interesting.


	
	
	



