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Executive Summary
Different kinds of academic skills are essential to complete a module or an assignment. Apart from this, learning different academic skills also helps in maintaining academic integrity and avoiding academic misconduct. Concerning this fact, in this module, I have understood some of my strengths and weaknesses in academic skills. I have realised that my referencing skill is weak and my note-taking and research skills are strong. In this report, I have critically assessed those skills and developed a comprehensive action plan to improvise those skills to become an effective academic writer. I have mentioned that I need to work on referencing styles and search different databases for knowing different referencing styles. 
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[bookmark: _Toc132967115]Introduction 
Researching, referencing and note-taking are important skills that every student needs to have for building an excellent academic career. This reflective writing will demonstrate a personal experience regarding note-taking, researching and referencing skills and will highlight the steps taken to bettering certain skills. Lastly, this reflective report demonstrates an action plan to show future activities for improving weak skills.
[bookmark: _cv3o9jqvj27f][bookmark: _Toc132967116]Gibbs Reflective Model
[bookmark: _f6roeeuih2oi][bookmark: _Toc132967117]Description 
While working on the project of preparation of the academic report on time management tools and the importance of time management tools from a business point of view, I have gathered various information on the topic of time management. While working on the module, I noticed certain aspects regarding my skills as well. As this was an individual module to work on, hence I had to depend on my skills and level of expertise for getting success with this module. In this module, I had to identify the effective ways that can be used for attaining time management skills and at the same time identify the importance of these time management tools. For gathering relative information on the topic I researched various textbooks and online articles for gathering information on the topic. To make this process easier I was using a writing pad and a pen for noting all the important points so that they could be used for preparing the report. I was going through various illustrations and highlighting the important areas for noting them down. I was very good at noting things down but I was facing issues regarding the selection of the reference and citations that I should use for the academic report.                              
[bookmark: _dp3a024t7epm][bookmark: _Toc132967118]Feelings 
I felt happy and motivated as I was capable of researching ideas from different textbooks and online articles. In addition to that, my ability to write the points in the notebook was reflecting my ability to take notes. This made me feel high. At the same time, I was feeling low and depressed as I was unable to find the actual documents and their references which I could refer to for getting the best quality information. This was making me feel tense and I was nervous about the completion of my academic report. Hence, from this, it can be stated that I was having mixed feelings while completing my academic report.
[bookmark: _35gvz4myrndb][bookmark: _Toc132967119]Evaluation 
As a student, I have understood the importance of note-taking. It helps to improve active listening, retention of the topic and comprehension of material (Learning Center, 2023). As mentioned by Susilo et al. (2021), note-taking is an important part of academic writing, especially during the prewriting stage. Proper referencing skill helps develop a clear idea on the topic to avoid plagiarism, which is a significant malpractice in academic writing that hinders the entire learning process by obscuring the sources of ideas (Scribbr, 2021). During executing the tasks in this module, I have identified my weaknesses in referencing and strengths in note-taking and research skills. In this module, I have improved my research skill significantly which helps me to improve my quality of writing. This has also helped me to organise the project to meet its aim and objectives in the expected way. In this context, I always take notes from different sources that help me to improve the comprehensiveness of the project. On the other hand, my weakness in referencing could lead my project toward plagiarism which could cause problems such as academic misconduct.
[bookmark: _bor235lwvd2p][bookmark: _Toc132967120]Analysis
I have improved my note-taking skill by focusing on keywords in the professors’ lectures. After writing them down comprehensively, I further searched those words in relation to the topic that helps me to deliver quality research. In the other words, it helps me to narrow down the topic that helps to meet the project's aim and objectives easily. I observed that during the note-taking time, I researched the topic well from online articles, journals and books. From there, I noted down all pieces of information and data and then wrote in a strategic and well manner. Due to this reason, though, I did not know about the referencing style and the procedures of applying APA, Harvard, MLA, and Chicago referencing at that time because I did not implement the referencing method well in the previous project.
[bookmark: _wgpnyt7j6389][bookmark: _Toc132967121]Conclusion
From the project, I concluded that I perhaps did well research and gathered the information for the research topic which brings a better way of executing the project and better outcomes. This project also met all the objectives which supported me to develop my academic skills. I have realised that my note-taking and research skills are strong and my referencing skills are weak which I need to improve by understanding the topic from authentic sources and practising writing them manually. I also need to practise different referencing styles like Harvard, APA, Oscola, Vancouver, Chicago and many others daily to overcome my issues in referencing.
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	Action
	Resources
	Timeline

	Learning the styles of referencing to know the context of work, acknowledging other people’s works and standard of the text
	Textbooks, Online articles, journals, newspapers, internet
	5 month

	Applying the referencing methods to understand the applying procedure of references and their importance in the writing
	Project, assignment, making report
	3 month

	Understand what is journal name, volume number, article title, ISSN Number
	Databases such as Google Scholar, ProQuest, and textbooks on referencing
	2 month


Table 1: Action Plan for Improvising Referencing Skill
(Source: Self-Developed)
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From this assessment, it is concluded that I and my team members researched well for the topic from online books, journals and articles and I gathered huge pieces of information for the project in order to have no space for a gap. In the time of researching the topic, we took all pieces of information from online articles and journals. Then I noted down all information and data in an arranged manner. Hence, I concluded that my research skills and note-taking skills are very strong and my weak skill is the referencing skill which should be developed. Finally, I have mentioned the action plan that I should follow to strengthen my referencing skill for the next module assignments. 
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