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[bookmark: _Toc205826594]Introduction 
This report explores my learning experiences throughout the Academic Skills module and how they have contributed to my personal and professional development as a university student. Early in the module, I found it challenging to understand the academic language, and I lacked confidence in referencing, which was entirely new to me. To address these difficulties, I focused on sessions that covered academic writing, helping me improve my understanding of academic conventions and citation practices. In addition, I chose to reflect on time management and critical thinking because these skills significantly influenced how I approach university level study and balance academic tasks with workplace responsibilities.
Drawing on reflection models such as Gibbs’ Reflective Cycle (1988) and Moon’s stages of learning (2004), I will evaluate my performance and development across different learning experiences. This process will allow me to identify effective strategies, recognise patterns in my study habits and understand which approaches have helped me improve.
This report has helped me identify both my strengths and the areas I need to develop further. One of my key strengths is the ability to stay organized and focused when working on academic tasks, which enables me to manage priorities effectively and meet deadlines. However, I also recognise that referencing and critical thinking are areas where I need to improve. Developing these skills will be essential for producing more rigorous academic work and engaging more deeply with complex ideas in future. 




[bookmark: _Toc205826595]Description of Experiences 
My first experiences on Moodle introduced me to a range of academic tools that really changed how I approach university level study. Learning about time management techniques at university guided me to understand how important time management would be, not just for academic success, but also for the professional environment. To balance study, work and personal responsibilities, I realised that managing my time effectively was essential. As Brian Tracy highlights, “Your ability to select your most important task, to begin it, and then to concentrate on it single-mindedly until it is complete is the key to high levels of performance and personal productivity” (NJ lifehacks, 2024). This approach enhances efficiency, reduces stress, promotes structured progress, and supports goal attainment. 
When we explored note taking methods, I was particularly drawn to Linear notes and the Cornell Note Taking System. Both approaches helped me break information down into manageable sections and organise it in a way that made sense to me. According to The Open University (2021), effective note taking techniques improve understanding by encouraging students to convert complex ideas into their own words, prepare better arguments, and enhance memory retention. Before this, I would just write things randomly. Now, when reviewing my notes, I can clearly follow my thought process. This clarity has made revision less stressful and more purposeful, allowing me to focus on key ideas rather than sift through disorganised information.
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Throughout this class, I was able to apply effective time management strategies that helped me stay focused and organised, particularly when scheduling study commitments alongside my professional duties. By planning and setting realistic goals for each week, I managed to stay on track with assignments and avoid last minute stress. This approach allowed me to maintain a steady pace and complete tasks with greater clarity and confidence. 
One aspect that worked especially well was the communication and support provided by the lecturer. His approachable attitude and willingness to offer guidance made it easier to ask questions and seek clarification when needed. However, a major challenge was the frequent noise and distractions caused by other students talking loudly during lessons. This made it difficult to concentrate, especially when the lecturer was explaining key concepts. Despite my efforts to stay engaged, the interruptions affected my ability to absorb information. Moving forward, I believe it would be beneficial to establish a more focused classroom environment, where mutual respect and attentiveness are encouraged to support everyone’s learning experience. 

[bookmark: _Toc205826598]Analysis
The success I experienced with time management during this module came from consistently using the Eisenhower Matrix and the Pomodoro Technique. These tools helped me structure academic tasks and became essential in my professional life. The Eisenhower Matrix allowed me to distinguish urgent tasks from important ones, reducing stress and helping me focus on priorities. The Pomodoro Technique taught me to work in short time intervals, which helped maintain concentration and avoid burnout. Together, they created a system that boosted my productivity and motivation. This was quite useful when achieving multiple goals and deadlines at the workplace, and positive feedback from my line manager confirmed that my task execution has become more reliable and efficient. This experience increased my confidence in balancing competing responsibilities across academic, professional, and personal domains. 
Despite this progress, I faced challenges with classroom distractions particularly noise, which made it difficult to stay engaged during lectures. This experience highlighted the need to improve my ability to concentrate in noisy environments. Research by Klatte, Bergstrom, and Lachmann (2013) confirms that environmental noise significantly impairs learning outcomes. Their review found that noise negatively affects attention, memory and reading comprehension. These findings validate my experience and emphasize the importance of managing auditory distractions in both school and university settings. It also made me reflect on how the learning environment can shape not only academic performance but also emotional wellbeing, when students feel unheard or unsupported. 
To address this issue in future modules, I plan to take practical steps. I will choose seating closer to the lecturer and away from noisy groups. Strengthening my note taking and active listening skills will help me stay connected even when the surroundings are not ideal. Additionally, I aim to practice mindfulness and breathing techniques to enhance my focus and maintain composure in distracting conditions. If necessary, I also plan to raise concerns respectfully when disruptions persist, as advocating for a respectful learning space benefit everyone. 
This module helped me identify time management and active classroom participation as a personal strength, while also highlighting the need to improve my concentration and performance and to deepen my engagement with course material. I believe that by applying practical methods that have worked well for me and staying proactive I will grow professionally.


[bookmark: _Toc205826599]Conclusion 
This report has explored the development of key academic skills through time management techniques and structured note taking. These experiences have significantly improved my ability to prioritise tasks, organise ideas, and communicate effectively. Reflecting on the module revealed how each element contributed to both my academic progress and professional effectiveness. Applying these skills in the workplace has increased trust, adaptability and strengthened my core values.
Overall, the module has already built my foundation for future study and encouraged a more strategic approach to learning and working. I now view learning as a continuous journey, shaped by reflection and intentional growth. Moving forward, I feel motivated to keep improving areas such as referencing and critical thinking as I pursue both academic and career development. 
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