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Summary - Developing Essential Abilities and Strategies in Preparation for 
Higher Education 
 
To be successful in developing my essential abilities, I must possess not just 
academic talents but also human qualities. Students who are making the transition 
from their previous educational experiences to those in higher education frequently 
face problems that are notably different from those experiences.  
 
It is essential that I need equip myself with the resources necessary to succeed in 
this environment as I am ready to take the next step forward in this process. Below 
is a list that I have created that need to be considered while taking on higher 
education. 
 

Effective Management of Time 
 
Understanding which tasks are most important and urgent is the first step in 
prioritisation. Make use of tools such as the Eisenhower Box to classify jobs 
according to their level of priority and urgency. 
 
Planners and Calendars - If I want to stay on top of my deadlines, lectures, and 
other personal responsibilities, use a digital calendar or a hardcopy planner. 
 
Break the task down into smaller parts - large assignments might be intimidating. 
Separate them into more manageable tasks, and then work through each one in 
turn. 
 
Prevent Procrastination - Recognise the indicators of Procrastination and build 
habits to oppose It Recognise the indicators of procrastination and build habits to 
oppose it. Methods that have been useful in the past include the Pomodoro 
Technique. 
 
 
 
 
 
 
 
 



Academic Writing 
 
When writing academically, avoid using complicated and drawn-out sentences and 
instead focus on clarity and brevity. When making my assertions, be specific and 
to the point. 
 
Plagiarism should be avoided at all costs; proper attribution should be given to the 
person who came up with an idea. It is important to be aware of the differences 
between straight quoting and paraphrase. 
 
Argue in a Structured Manner: Make sure that my writing has a distinct 
introduction, main body, and conclusion. Each paragraph ought to have a crystal-
clear core concept and evidence to back up that idea.  
 
 

Referencing in APA version 7 
 
In the field of social sciences, a common citation style is APA, which stands for 
the American Psychological Association. Maintaining uniformity and ensuring that 
readers can track the original sources are both easier to do when I know how to 
properly format my work. 
 
In-text citations are a brief mention made within the body of writing that identifies 
the source of the information I have presented. For example, "Smith, 2020." 
 
Reference List  
This is a list that appears at the end of the project and contains in-depth 
information on every source that I cited. The various components of a reference, 
such as the author, date, title, and publisher, will be organised in a certain order for 
each reference. 
 
Keeping It Current 
The APA guidelines are being brought up to date. The usage of the singular "they" 
and the simplification of the formatting requirements for student papers were 
introduced in version 7. Ensure that the citations are in accordance with the most 
recent rules at all times. 
 



Criticality 
 
Asking Questions  
Make Assumptions Based On: Don't take things at face value when it comes to 
information. Inquire as to where it originated and determine whether it is supported 
by evidence. 
 
 
 
 
 
 
 
Evaluate the Evidence 
I should be familiar with the distinction between primary and secondary sources, 
and I should assess the reliability of each.  
 
Steer clear of confirmation bias, which refers to the tendency to look for, interpret, 
or remember information in a way that supports one's existing beliefs. Knowing 
about this bias can assist one avoid falling victim to it. 
 
Reflection 
On a regular basis, I should evaluate my own areas of strength, weakness, and 
opportunity for improvement. Be aware of the ways in which my own experiences 
or biases can be influencing the ideas I hold. 
 
Feedback Loop 
Welcome comments from classmates, teachers, and even my own evaluations of 
performance. To keep track of my growth as a learner, I might want to start a 
reflective notebook. 
 
Adopting a growth mindset, in which one views difficulties as chances for personal 
development, can be an extremely helpful strategy. Realise that making mistakes is 
an inevitable part of the educational process. 
 
 
Additional Essential Skills Research Skills 
Being able to make good use of databases, libraries, and online resources is an 
essential research skill. Learn to identify reputable sources and identify ones that 
cannot be trusted. 



 
Making Mental Notes 
Create a method for taking notes that is tailored to specific needs, such as the 
Cornell method, mind mapping (Hanewald, 2012), or outlining. Taking notes on a 
regular basis helps increase memory as well as comprehension. 
 
 
Collaborative Work and Effective Communication 
I will frequently be expected to work in groups. Gain an understanding of the 
dynamics of the group, putting my active listening skills to use, and make sure that 
everyone gets a chance to speak. Be comfortable with digital tools, platforms, and 
resources that are routinely utilised in higher education. This is referred to as 
"digital literacy." 
 
 
 

Reflection 
 
The process of moving on to higher education calls for a methodology that 
considers many different factors. Although academic prowess is crucial, the 
importance of "soft skills" such as time management, introspection, and 
communication cannot be overstated. If I prepare in advance for these hurdles 
withing my academic path, it will go more smoothly and will provide I with more 
satisfaction. Embrace the process, continually adapt, and improve my strategies, 
and always keep a curious and open mind so that I may continue to progress. 
 

Other Skills 
 
Beyond core information, holistic skill development is important in higher 
education. This advancement depends on research capabilities that go beyond 
finding information. Research requires checking sources for validity and 
suitability. I expect libraries and digital databases to help me in my academic 
career. Note-taking becomes critical for summarising, organising, and retrieving 
important lecture and reading content. The Cornell system and mental mapping can 
improve this crucial skill.  
 



With the rise of online education, digital skills are essential. To adapt to the digital 
learning environment, I must learn about popular e-learning systems like Zoom 
and Google Classroom. While higher education can be intimidating, I feel I can 
succeed with rigorous preparation, structured organisation, and an unyielding will 
to learn and adapt. These abilities will ease the transition and lay the groundwork 
for a rewarding education. 
 

 

 

 

 

 

Section 1 - Transferable Skills Mind Map 
 

 



 
 
 
 
 
 
 
 
 
 
 
 

 

Section 2 – PDP - Personal Development Plan 
 
 

Skill Area 
Current 
Proficiency 

Desired 
Proficiency Strategies for Improvement 

Resources 
Needed Timeline 

Time 
Management Basic Advanced 

1. Use Eisenhower Box for task 
prioritization. 
2. Adopt the Pomodoro Technique 
for focused work intervals.  
3. Regularly review and adjust 
schedule weekly. 

Digital planner, 
Time 
management 
workshops, 
Timer for 
Pomodoro 

3 
months 

Academic 
Writing Intermediate Advanced 

1. Attend writing workshops.  
2. Seek regular feedback from peers 
and tutors.  
3. Read academic journals to 
understand quality writing. 

Academic 
journals, 
Writing centre, 
Peer review 
groups 

4 
months 

APA v7 
Referencing Basic Proficient 

1. Attend APA-specific workshops.  
2. Regularly practice referencing with 
different source types.  
3. Use tools like Citation Machine for 
assistance. 

APA Manual, 
Referencing 
workshops, 
Citation 
Machine 

2 
months 

Criticality Intermediate Advanced 

1. Engage in debates or discussions 
to challenge own views.  
2. Attend critical thinking workshops. 
3. Regularly review and critique 
articles. 

Debate clubs, 
Critical thinking 
workshops, 
Academic 
articles for 
review 

4 
months 

Reflection Intermediate Advanced 

1. Start a daily reflective journal.  
2. Seek mentorship to gain insights 
on self-growth.  
3. Regularly review past mistakes to 
understand growth. 

Reflective 
journal, 
Mentor, Self-
assessment 
tools 

6 
months 



Research Skills Basic Advanced 

1. Take online courses on research 
methods.  
2. Participate in research groups.  
3. Regularly practice sourcing and 
critiquing information. 

Online 
courses, 
Research 
groups, Library 
access 

5 
months 

Note-taking Basic Proficient 

1. Experiment with different note-
taking methods (Cornell, Mind 
Mapping).  
 2. Review notes regularly to refine 
the process.  
3. Attend workshops on effective 
notetaking. 

Note-taking 
workshops, 
Note-taking 
apps (e.g., 
Evernote, 
OneNote) 

2 
months 

Group Work & 
Communication  Basic Advanced 

 
1. Engage in group projects or clubs.  
2. Attend communication workshops.  
3. Seek feedback on group dynamics 
after group tasks. 
  

Communication 
workshops, 
Group projects, 
Feedback 
forms 

4 
months 

Digital Literacy Intermediate Advanced 

1. Take courses on digital tools and 
platforms.  
2. Practice using various software 
and platforms.  
3. Join tech forums or groups for 
continuous learning. 

Online 
courses, Tech 
forums, Access 
to different 
software and 
platforms 

4 
months 
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