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Academic skills – Task 3 – Reflective Report
 
Entering the classroom in the university was a big event in my personal life that changed my habits, responsibilities and approaches. One of the main lessons I have learned from my lecturer and his lectures in the Academic Skills module is that managing study and everyday tasks requires implementing strategies. Here I will reflect on two points from the lessons we had that had a major impact on me and those are time management – the Eisenhower Matrix (Covey, 2020) and the use of tabular method of note taking (The Open University, 2024). I will consider what improvements I have made, what I can still work on and how the skills I have learned so far are developing my learning by following principles from Cottrell (2021) 
In the very beginning of the Academic Skills module, we went through different time management approaches. We had an activity where we had to classify our own personal task for the week, and we had to classify them by four criteria – if they are important, not important, urgent or not urgent. We had to identify where we could downgrade, delegate or completely remove a task based on these criteria. I understood that this is the Eisenhower matrix (Covey, 2020) and it helped me recognise that I was often jumping between tasks without thinking about their importance or urgency and I could apply it to my daily life straight away. After this first lesson, I had a good look on what we did in class and realised that wasting too much time on unimportant tasks might have bad effects on my studies and decided it’s time to change that.
 Another example of what we learned turned out very positive when applied in my daily life was the tabular notetaking. In class we had a group activity where we had to practise mind-map (University of York, 2025; The Open University,2024) notetaking and I explored further and found that tabular notetaking (The Open University,2024) exposed the information just right so it is easily findable when needed as the information is presented in columns to make it easier to read and review. It helped me organise and present my thoughts and ideas better even that I have never used similar notetaking before.  By doing this class activity it showed me that every person has different approaches, preferences and understanding of what note-taking style works for them as an example the student next to me could not comprehend using the mind map saying it is too unorganised for her, and I agreed as it can look overwhelming at first, so this was the moment when I decided to explore further different approach of notetaking and adapt it to my routine. 
Starting university is a big change and although I thought I had some systems in place already I realised that they weren’t working as well as I thought they were. I used to believe that staying busy and ticking off task of my to-do list in my head meant I was on top of my responsibilities. However, from the first lesson in Academic Skills about time management I noticed that I was completing tasks as they come based on how urgent they are instead of planning and organizing them properly. Implementing the Eisenhower Matrix (Covey, 2020) in my daily routine pushed me to view my priorities clearer and I now take time every week to note what needs to get done and sort the tasks based on urgency and importance. Of course, not everything goes as planned but that’s why as more things come up during the week they get accommodated in the matrix and sorted by the same criteria. This method made a major difference in my life as an example I used to put off ordering car parts until it was way too late, which meant delay in my repairs. As I now plan and use the matrix, I am staying more organised and avoid last-minute complications. I have additionally added another layer of security to not forget things as I am now setting reminders or alarms based on the schedule and that keeps me on track. The most impactful change I made was to start delegating certain urgent but not important tasks like ordering repeat parts to my brother which freed up more time for studying or other more important tasks on my list. Saying that I still have room for more improvement as I must stay consistent. When my week is hectic, I sometimes slip back into dealing with things as they come and I realised that keeping up with a plan takes practice. Cottrell (2021) discusses how reflection and self-awareness are key to personal growth, so I have been reviewing what I had planned every weekend and compare the plan versus what really worked and what not. 
I think about when the tabular method of notetaking (The Open University,2024) was introduced during a lecture I found the idea of it very useful, and I immediately thought that I can absolutely apply it to my daily routine. I found that separating the key points and explanations in visual cells helped me distinguish different points easily and find them much quicker than traditional notetaking, so I have implemented this structure when I mark things down while working on my cars. For example, when I disassemble parts, I create a table that records what I’ve removed and where it came from. I would use it to record what parts need replacing as they might have been worn out and can be too many to remember or from different cars as I currently work on three, sometimes more. The usage of the tabular note taking has managed to save me time and forgetting what goes where, it helped me reduce my stress levels by knowing I have structure in place, and nothing will be lost or misplaced. One strength I have noticed is that I have been able to implement what I have learned from class into my daily routine and to benefit from. On the other hand, I still need to improve my consistency on using the techniques that we studied.  
Overall, I believe that the module had a big impact on me as I built better habits of managing my time, noting down information in structure and I am now able to plan more effectively. It has helped me organise both academic and personal tasks and pushed me to be flexible to change. However, I still need to improve my consistency as learning is an ongoing process. 
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