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Introduction 
This reflective report examines my learning journey throughout the Academic Skills module, with a particular focus on three essential areas: note-taking, time management, and summarising. These skills were developed through my participation in classroom discussions, group activities, and assessments such as Task 1 (Academic Skills Quiz) and Task 2 (Application of Academic Skills Exercise). Each of these experiences encouraged me to engage more actively with my studies and provided opportunities to evaluate my progress. For example, learning structured note-taking strategies improved how I organised information, while practising time management techniques helped me prioritise tasks effectively. Similarly, developing my summarising skills has become crucial in processing large amounts of information and expressing key ideas clearly. Reflecting on these areas is significant for both my academic and personal growth, as they not only support my success in higher education but also prepare me for the demands of professional life (Cottrell, 2019).

Description of Experiences 

In Task 1, the Academic Skills Quiz, I was tested on my knowledge of time management, note-taking, referencing, academic writing style, and academic misconduct. I was confident in some areas, such as referencing, but I found academic misconduct questions challenging. The time pressure of the quiz also tested how well I could manage my focus in a short space of time.
In Task 2, I was asked to complete a practical academic skills exercise that involved taking notes from a short text, paraphrasing sentences, and writing a structured academic paragraph. I found note-taking to be a strength, as I was able to capture the main points quickly, but paraphrasing and critical writing were more difficult.
In addition to these assessments, group tasks played an important role in my learning. During classroom activities, I worked with peers to discuss topics such as plagiarism and time management. These discussions allowed me to learn new techniques, share strategies, and gain confidence in contributing to group work. I also benefited from learning new concepts in class, such as the importance of balancing description with critical analysis in academic writing. Together, these experiences helped me to develop both individually and collaboratively.
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Analysis and Personal Reflection 

Note-Taking

Note-taking has been one of my strongest skills during this module. In Task 2, I was able to capture the key ideas of a text efficiently, which helped me later when paraphrasing and writing a paragraph. Good note-taking is an essential part of studying because it ensures that I can process and retain information from lectures, readings, and group work (Bailey, 2018).

I also learned from group tasks that there are different ways of taking notes. Some peers used digital tools, while others preferred handwritten notes. Sharing these strategies encouraged me to experiment with different approaches and find what works best for me. I realised that note-taking is not just about recording information, but also about organising ideas in a way that supports learning and critical thinking.

Time Management

Time management has been another important theme. The quiz in Task 1 highlighted my ability to manage time under pressure. Although I completed all the questions, I felt rushed in the final section, which suggested that I need to improve my pacing during timed assessments. In contrast, for longer-term assignments, I feel more confident. I already use planning tools to break down tasks, but classroom activities introduced me to new strategies, such as prioritising urgent versus important tasks (Mills, 2021).

Working in groups also highlighted time management, as I had to balance listening, contributing, and staying on topic. This showed me that time management is not only personal but also collaborative, as the success of a group depends on how well time is shared and used collectively.

Group Tasks and Learning New Things

Group work was one of the most valuable experiences for me in this module. Initially, I was nervous about contributing in front of others, but over time I became more confident. Group discussions on plagiarism, note-taking, and time management allowed me to hear different perspectives and learn strategies I might not have discovered on my own. For example, a classmate recommended using digital note-taking apps, which I now use to organise my notes more effectively.

Learning new things through the module also shaped my development. I gained a clearer understanding of academic misconduct and plagiarism, and I realised the importance of paraphrasing to avoid copying ideas too closely (Cottrell, 2019). I also learned that academic writing should not only summarise but also evaluate ideas, which encouraged me to focus on developing my critical writing skills.

Strengths, Weaknesses, and Development

From these experiences, I identified several strengths:
· Effective note-taking, especially in capturing main points clearly.
· Confidence in referencing and using Harvard style.
· Improved confidence in group work and collaborative discussions.
· Time management, particularly in quizzes or exams.
However, I also identified areas for improvement:
· Paraphrasing skills, to avoid being too close to the original text.
· Developing more critical depth in academic writing.
· Develop my summarising skills 
Overall, this module has encouraged me to reflect not only on what I have learned but also how I learn. It has helped me understand that learning is both an individual and collaborative process. 
Page 2
Conclusion 
In conclusion, the Academic Skills module has been an essential part of my growth as a student, allowing me to reflect critically on how I learn and where I can improve. Through completing the quiz, the skills exercise, and taking part in group discussions, I have identified areas of strength such as referencing and note-taking, as well as areas that require further development, including summarising, paraphrasing, and adding more critical depth to my writing. Note-taking, in particular, has been a valuable tool, as it helps me capture complex ideas and restructure them into a form that supports understanding and revision (Bailey, 2018). I have also developed new strategies for time management. The Pomodoro Technique, which involves working in focused intervals followed by short breaks, has already helped me to improve concentration and reduce procrastination (Cirillo, 2006). I believe that continuing to apply these strategies will strengthen my academic performance in my Business Management degree and prepare me for future professional challenges.
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