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[bookmark: _Toc542196691]Introduction
This reflective report explores how the academic skills module has fostered my development in three key areas: academic writing, note-taking, and paraphrasing. Utilizing Gibb's reflective cycle, I will analyse my experiences and progress, supported by evidence from various class activities. The module's structured approach, combining practical exercises and feedback, has significantly enhanced my competencies in these skills. This report will detail the challenges faced, the improvements made, and the strategies implemented, ultimately demonstrating how these skills have become integral to my academic success.
[bookmark: _Toc987545480]Main Reflection
Description
In the course of progressing through the given module, I participated in numerous activities, which targeted the development of my academic skills. They have been including academic writing, taking notes for a class, and even paraphrasing. Each of them was focused on developing competency within these areas of concern to perform better in my academic endeavours. For example, during activities like taking notes, I applied various approaches like the Cornell note-taking method and graphic organizers. Writing assignments in academic contexts focused on organizing essays and creating logically related arguments. Paraphrasing tasks were defined as the processes of re-expressing complicated text in simple, unique ways without altering the meaning(Bryson, 2018).
Feelings
Initially, before the start of the first lesson, I felt nervous dealing with so much information at once and the overall concept of academic writing. Taking notes appeared to be boring, as did paraphrasing, which was considered difficult as an effort was made to restate the same idea in other words. Nevertheless, as I advanced in the particular module, my level of tension lessened gradually. This gave me the boost I needed and I started feeling more confident in what I was capable of doing. The more formal nature due to the construction of the module, and the practical activities as well as the encouraging comments of the instructor helped me gain much more confidence(Cottrell, 2019).
Evaluation
A number of the module’s activities were used purposefully to build certain academic skills in myself. The note-taking sessions proved to be especially informative. Implementation of other practices like the Cornell method as well as the mind map were also possible hence enabling me to manage information properly. This skill was particularly required during lectures when it was possible to pick the main points and arrange them systematically. Likewise, the academic writing lessons enhanced the chance to develop the proper formation of the essays. Reminiscing from those exercises, there were suggested problems regarding coherence and argumentation, which when the exercise was done, were identified, and the quality of my writing was improved. The exercises in paraphrasing were rather difficult at the beginning but I progressed with exercises and correct feedback quite well. Because paraphrasing involves coming up with equivalent information in different words and styles, this aspect has helped me in the aspect of simplifying complicated information. This skill is most vital when it comes to cases of avoiding cases of plagiarism while at the same time producing work that presents the source faithfully(Day, 2020).
Analysis
The enhancement of these skills can be attributed to the hands-on and progressive nature of the module. Through the practice of the various approaches in note-taking, I easily identified one that best suits me hence enhancing my performance in note-taking and information organization. The particular tasks that involved structuring an item in a way typical for academic writing helped me to understand what exactly was lacking and how it could be corrected. The ability to rewrite and polish the work with the consideration of the received feedback was important in developing my writing skills. The paraphrasing tasks were located at an appropriate level of difficulty which engaged me to alter my understanding of the idea and generate a new way to present the idea. The fact that I would write a piece, get feedback, rewrite, and then submit more, made the learning iterative and at every stage of this progress the improvement was tremendous. Also, the concerns and reflections of the student regarding the specific strategies of paraphrasing were helpful; for instance, the utilization of synonyms and the replacement of the position of the sentence(Grix, 2021).
Conclusion
Having learned about the specifics of this module, I understand that the regular structured pattern and the focus on the practical exercises were crucial to my improvement in the areas of academic writing, note-taking, and paraphrasing. Some of the emerging difficulties for me were eradicated through constant practice and intervention from my supervisors. I have gained confidence with these skills and I am in a better position to solve other academic challenges.
Action Plan
	Action
	Details
	Timeframe

	Regular Practice
	Practice note-taking using learned techniques during lectures
	Ongoing

	Seek Feedback
	Get feedback on academic writing from instructors and peers
	Every two weeks

	Paraphrasing Practice
	Regularly paraphrase texts to improve skills(Murray, 2022)
	Twice a week


[bookmark: _Toc2070296784]Evidence from Class Tasks
Note-Taking: While listening to a lecture on the use of research methodologies, I used the Cornell note-taking method. This I was able to maintain clear sectional divisions of notes such that when reviewing or even revising for exams I clearly understood what was being taught. Finally, just one row at the bottom of the page helped the students revise what they had written briefly.
Academic Writing: In an class  I wrote on the topic of the use of technology in education the skills explained were employed in the organization of the essay/assigments. I planned the structure of the work before writing it down, always focusing on cause-and-effect relationships. The feedback that I got showed better organization than my previous work in terms of coherence(Wallace and Wray, 2016).
Paraphrasing: In one of the activities that I did, I changed the complexity of the following paragraph, focusing on climate change. At first, I was just paraphrasing in a very ineffective manner where the passage contained too much of the original text. However, after feedback, I changed it to guarantee that the content is not a copy, yet captures the essence of what I wanted to say. This exercise enhanced my knowledge of how to do the right paraphrase in the right way(Pears and Shields, 2019).
[bookmark: _Toc193912633]Conclusion 
This module has certainly improved the overall approach to the academic practices of writing, note-taking, and paraphrasing, thanks to the designed activities and constant feedback. Earlier on, I found these to be rather difficult but now they are quite easy and form part of my academic work. Indeed, the practical activities, especially the note-taking and subsequent paraphrasing practices, are most helpful for such progress. Ensuring prolonged enhancement of such skills, the action plan will be carried out in the following course of action. All in all, I now feel well-armed with knowledge and skills that will enable me to perform better academically as a student at this university and any other university I may find myself in the future.
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Please read the text below before our class this Monday 8th April
Underline the key ideas.

We will use this in class to practice three skills:

1) Diagramatic note-taking
2) Paraphrasing
3) Paragraph Writing

Text:

The text below is from a chapter called
Lazzari (2019) from

https://smallbusiness.chron com/examples-bad-communication-work-24256_html.
v co MEAVY woRK.

No business runs perfectly but the way people communicate and work through problems can
beasignofa company's overall well-being. Healthy co ication in the workplace is critical
for driving results while also creating_a positive work enﬂgnt. However, bad
communication can begin to cripple an organization and have a negative impact on all staff-
L‘m}wmn habits and replace them with healthy ones will have a
positive e roductivlffm_erﬁfrﬁkncfal success.
PM’:%W

Passive-aggressive communication is a poor practice that directly affects how people feel
about themselves and others in the workplace. Passive-aggressive behaviour or
communication is a difficult issue, because the negative things that are being said or done are
often subtle and may not be seen as overtly aggressive, offensive or confrontational. However,
the person on the receiving end of the communication repeatedly feels neglected or treated
poorly and to the point that the relationship is damaged. For example, employees or leaders
who refuse to speak directly to a co-worker are being passive-aggressive. Intentionally using
only email and memos to communicate without ever speaking face to face with someone in
the office is a form of the problem. Purposely avoiding working with someone on a specific

task without providing a reason for it is also a form of passive-aggressive behaviour in the
workplace.

Intimidation in the Workplace
Intimidation tactics are a form of negative communication that quickly creates a toxic and often
fear-filled work environment. A boss who bullies his employees into getting things done is
likely to experience high turnover rates. Intimidation can also occur between co-workers
competing for the same promotion. This unnerving type of behaviour is often in the form of
direct verbal language or physically threatening actions. Examples of intimidation include loud
speech, physically taking over workspace, or standing in close physical proximity to cause
discomfort.
The Blame Game i o
Another exarmple of poor communication is closely linked to ethics and responsibility. Fallure
to own a mistake or accept respt a missed deadline shows a lack of responsibility.
Yet, blami ers | tive does not work towards a solution for the common
move forward is one positive solution. However,
ir mistakes will damage working relationships and

‘Examples of Bad Communication at Work’ by Zach

onnected individuals and fail to listen to those
at ‘&There are many examples of failure to
istomer base. If a product or service
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ACS Paraphrasing Practice sheet (Wk 4 or Wk 7)

Follow these steps to create a paraphrase: A
1) Underline key words and phrases ||
2) Find Synonyms — different words but same/similar meaning =l
3) Find possible changes to word order

4) Find possible changes to word CIaSSPU.ﬁ,‘@;L{i—?Es =

ORE i
CHPICES 1l
i
There have never been so many opportunities to work in the environmental field. In —

Canada, more than half a million people are employed in green jobs, and over one
hundred thousand organizations have at least one environmental employee.
B NOTE EIEaSHONS CO

Source: Suzuki, David T. and Boyd, David R. David Suzuki’s Green Guide. Vancouver: =
Greystone Books, 2008. 125.

Paraphrase:
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2d to the challenges. At University of Toronto,
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y, Isobel. Business Communication Now. Toronto: —
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