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Write an appropriately structured academic report where you reflect on your learning in this module. Using a recognised model of reflection (one). Discuss 3-4 topic from those covered during the term (listed below) and reflect on how useful they have been to you, taking into consideration what you already knew and any learning you undertook outside of the classroom. You will need to explain the chosen model of refection and apply it to every topic. You will also need to analyse published literature relating to the specific topic you discuss and use the feedback you received on all in-class activities.
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Introduction 



This report is about my reflection on skills that have been able to analyse my strengths and weaknesses to improve on these skills. I will be using Kolb’s model of reflection to examine and explain to examine and explain my learning process. I will discuss time management, Academic writing, paraphrasing and referencing. I hope to analyse what I need to improve on and the skills I excel in. in addition to reflecting on the subjects and feedback received during class.
























Time management


Time management is the organising and prioritising of your time between specific activities. This skill is needed, because it helped me to become more reliable and organised in my daily life. There are many activities that take a great deal of time in my life for instance, lectures, family, pastime, sleep etc. 
“The key to reaching high levels of performance and productivity is to develop the lifelong habit of tackling your major task first thing each morning” Tracy,2016

Concrete experience: During the module the lecturer introduced the class to a method that is used to sort out tasks for the day which is called the Eisenhower Method which “helps you decide which action you should or shouldn't do. It aids you to divide actions into one of four categories. The quadrants are divided by importance and urgency.” (Demian, 2014). This method has what was more important and isn’t that important. 

Active experimentation: Time management may seem hard to comprehend but with the right motivation, I’ve managed my time effectively and was able to change my daily life for the better whilst enforcing healthy habits for example, reading for at least half an hour a day, completing assignments on time, working out etc. 

Reflective observation: I’ve learned that the basic principle of managing time efficiently is directing your efforts to what is most important and effective, so it maximises what I have achieved by the expenditure of time and energy which has helped me reduce time wastage. 

Abstract conceptualization: Even though I’ve found an effective method to managing time, I still have used different methods that has proven successful. For example, weekly timetables. Weekly timetables were much easier to plan out after I had learnt about the Eisenhower method because I was able to prioritise and organise my daily activities effectively. I also indulged in a few books to improve my knowledge of different way to manage my time effectively.



                                                  
  Academic Writing
“Academic writing is clear, concise, focussed, structured and backed up by evidence. Its purpose is to aid the reader’s understanding. It has a formal tone and style, but it is not complex and does not require the use of long sentences and complicated vocabulary. Each subject discipline will have certain writing conventions, vocabulary and types of discourse that you will become familiar with over the course of your degree. However, there are some general characteristics of academic writing that are relevant across all disciplines.” (University of Leeds, 2017)
Concrete experience: Academic writing isn’t very commonly used by people even though it very vital for a more formal interaction with teachers, staff, recognised professionals and even students. After my first lesson on academic writing, I realised that my knowledge of the subject was improved but I still struggling with how to structure my academic writing.

“they don’t claim credit for other people’s contribution, and they don’t undermine others to feel powerful. Instead, they are constantly trying to improve.” (Dweck, 2017)

Active experimentation: I have not yet been able to improve on writing academically but as I continue to learn and apply the things, I’ve learnt I know in the future I can improve dramatically.
“our goal is to provide you with the balance of awareness and action in an effort to facilitate growth in your academic writing” (Singh and Lukkarila,2017)

Reflective observation: After exploring some research on academic writing I started to understand that all it is articulating your own ideas, making sure my writing is clear and focuses on the main objective, correcting any mistakes and structuring my essay or report appropriately to help whoever is marking the piece of academic writing can be able to understand.
Abstract conceptualization: one of the few books that I’ve read only one really caught my eye was Successful Academic Writing: A Complete Guide for Social and Behavioural Scientists. Singh (2017) states “Although the journey to becoming an academic writer is unique and highly individualized, there are some predictable challenges that many new writers face” What I took from this text is that even if you’ve only just started my journey will be different than anyone else, but the end will always be the same as I am determined to improve this skill.
Paraphrasing

Paraphrasing is writing the ideas of someone else in your own words. Paraphrasing is very useful when needing other people’s work to support your views. When paraphrasing, you’ll need to change the words and the structure but keep the meaning the same and must be acknowledged by providing a reference.

Concrete experience: The techniques I’ve learnt in class are using synonyms, changing word class and changing word order. I was able to implement these techniques in my assignment by making changes to the word order by simplifying certain word but making sure I keep the same meaning.

Active experimentation: Paraphrasing has been used throughout the report for example, the first paragraph of this section. Though I cannot say I’ve completely understood paraphrasing, but I’ve been able to do what I’ve learnt and improve on knowledge so im able to implement it in my future assignments.

Reflective observation: I haven’t done much research on paraphrasing, but I do understand that it an important tool in academic writing and I have found it useful in the assignments that I have finished and ones im currently working on. I will try executing the things I’ve learnt in class to make me better and do a lot more research on this topic.

Abstract conceptualization: The method that i find easier when paraphrasing is changing the word order as it not really making that many changes to the text so it’s easier to apply in assignments as im not as confident in my paraphrasing skills. One book that helped me was Paraphrasing strategies: 10 simple techniques for effective paraphrasing in 5 minutes or less. Chuong,2017 explains that “if the original sentence has two or more clauses, change the order of the clauses” this helped me to correctly paraphrase and make examples to practice.








Referencing

“Referencing is used to tell the reader where ideas from other sources have been used in an assignment. There are many reasons why it is important to reference sources correctly: It shows the reader that you can find and use sources to create a solid argument, It properly credits the originators of ideas, theories, and research findings and It shows the reader how your argument relates to the big picture.” (University of New Zealand, 2020)


Concrete experience: I learnt that referencing is very vital in academic writing but with learning about referencing I also had to learn about plagiarism and the effect it has on your writing if you do. If plagiarism is detected your work can flagged up as academic misconduct. For what I’ve learnt in class we can avoid plagiarism by summarising, paraphrasing and always referencing your sources. We were advised by our lecturer to use the university referencing guide as guidance if we were struggling to reference or correct any mistakes that has been already made in assignments 

Active experimentation: I used many online tools to help me reference any websites or books I have taken information from. Though in-text references were much easier to understand, I struggled to write my reference list but the main online resource that I used to helped me to understand how to reference properly. Using Chegg’s writing to help with my referencing helped me get a much better understanding of how it should be structed to be accepted by examiners. One tool I wished I used was provided by the university but I felt that I understood the topic enough to stop doing any research.

Reflective observation: I haven’t done much research as on the first go I was able to find an online resource to stick to. In my lesson my lecturer was very helpful with tips on how and why we should always reference whatever text or book we are taking information from as its one of the most important things to remember when writing an academic text and is needed for all assignments.

Abstract conceptualization: even though I never read any books or researched as much on this topic I feel like this was the skill that I took in very easily as i knew how vital it is to include it in my work as it can cause my work to not be accepted if I have used someone else’s work and not given credit. There are many ways for assignments to fall under academic misconduct for example, failing to reference which is copying idea without indicating that it someone else’s work, poor paraphrasing which is only partially paraphrasing someone else’s work, submitting work you cannot call yours, patchwriting, which is patching together sections of the text and linking them with additional sentences and collusion which is collaborating other people or students work to pass as your own. With these warning I took learning about references very seriously and will continue to learn and update my brain for future assignments.
























Conclusion





In conclusion, I’ve reflected on all the skills I’ve been able to improve successfully and the skills that I still struggle with but I’m very willing to learn theses skills more in depth. To the same extent I know it’s important to my learning and I know I will be able to carry theses skill in the future or help someone else who might not understand these skills. Writing this report helped me to read more which helped me complete my reading goals that I mentioned in time management. I know my learning will carry me to conduct better academic habits.


































Reference list

Chuong, Henry. Paraphrasing Strategies: 10 Simple Techniques For Effective Paraphrasing In 5 Minutes Or Less, Independently published, 2017
Dweck, Carol. Mindset. Robinson, 2017. 
Demain. “The Eisenhower Method.” Fluent-Time-Management, 2014, archive.ph/20140303212917/www.fluent-time-management.com/eisenhower-method.html#selection-189.0-189.191. 
Singh, Anneliese A., and Lauren Lukkarila. Successful Academic Writing: A Complete Guide for Social and Behavioral Scientists. The Guilford Press, 2017. 
Tracy, Brian. Eat That Frog!: Get More of the Important Things Done - Today! Hodder & Stoughton, 2016. 
University of Leeds. “Academic Writing.” Library, University of Leeds, 30 June 2017, library.leeds.ac.uk/info/14011/writing/106/academic_writing. 
“What Is Referencing?” OWLL, 2020, owll.massey.ac.nz/referencing/what-is-referencing.php. 






6

