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[bookmark: _Toc185344861]Introduction
      The following is a reflective report in accordance to the completion of studying certhid Business Skills for the workplace. Using 3 main topics from the 8 topics given during our tutorial groups, I’ll be discussing Academic skills including summarizing paraphrasing and referencing skills, for which I will be using the Gibbs reflective writing model. Adding in my own obstacles and struggles in learning these skills. How I felt during that time, the ways I improved and motivate myself to create and learn from those skills and apply it in my own future work and business. I will also tackle about my opinion and recommendations in developing those skills.  
[bookmark: _Toc185344862]Academic Skills                                                                                                                                                                                      
[bookmark: _Toc185344863]Summarizing skills       
      Summarizing skills according to Williamson, P “is an everyday skill used to condensed information so that it may be relayed to others”. For example, if you have watched a two-hour movie and the cinema want you to give your friends a background of the movie that took 2 hours to watch and summarizing it maybe in ten minutes, called summarizing in action. In academic writing we can use this technique to condense the ideas to support the main points of the discussion (P Williamson, 2020)
      Initially I felt confused and not so easy to understand when this topic was introduced to us as part of a module in Academic skills, but as the lecturer explained and gave examples, our group participated in the class discussion and I was more able to understand a part of it. But I do find I really do struggle in doing the actual summary of certain topics and examples. I have certainly made some mistakes and errors along the way. I find myself needing to do more reading and researching using google and other online resources to do the task of summarizing (making a long text into short one) maintaining the main points are still there and can be understood by anyone reading it, or for anyone that you’ll have a conversation with. An example of my own experience was when one of my classmates was unable to attend our class on the Monday. I later found myself having to discuss with her the topics that had been studied and discussed in the class room for more or less four hours, being condensed and summarized to her into a 10-12 minutes phone conversation, not an easy thing for me to achieve, but I think I was able to deliver it to her in a comprehensive, concise and coherent manner. She seemed to understand it whilst I was giving her the explanation of the day’s coursework. Using my own take on the subject I managed not to include my own thoughts and opinions on the subject while making the summary.
      When summarizing in text or writing, always try to use correct spelling, avoid repeating too many words and where possible try to include as much information as possible. In short summarizing is shrinking a larger thing down to its key points making it shorter than the original.
[bookmark: _Toc185344864]Paraphrasing Skills
        Paraphrasing skills is using the five techniques of creating your own word from the main source that the meaning will be the same, five techniques were as follows; use synonyms, use a different word form, change from active to passive, change the word order, use of the combination of technique (British Council, 2024).
      Paraphrasing basically means putting someone else’s ideas into your own words. I found it quite a challenge whilst studying this section of the course, English is my second language and finding alternative words does give me brain ache, but being able to use a dictionary and the internet (google) has been a basic tool for me, it is a useful skill and a great alternative to using actual quotes from other sources, changing the wording whilst keeping the original meaning. When paraphrasing it is important to try and not use wording that is too alike the original and to cite any original sources used as reference material for any work and be sure to credit any original author of such work.
      A point to add here when paraphrasing rather than using actual quotes, it does show your understanding of original piece and allow you to use you own touch or feel in the writing, quoting and paraphrasing are equally very important tools to use if you are presenting facts or adding specific information.
[bookmark: _Toc185344865]Referencing Skills
       Referencing skills is “the technique you use in academic writing to tell the reader the sources you have used to develop your thinking. For example, imagine you’re reading a journal article, and you see something super interesting that you think is relevant to the thing that you’re writing about at the time. You can’t just go and steal the idea of another person  (Nudelman, 2022). Two things we need to do in referencing are in-text citations and reference list. The different types of referencing, but we will the commonly known as Harvard style.
       I learn that acknowledging the author of certain topics, giving citation or references, so as not be accused of plagiarism. There are a lot of things that I need and comprehend. I need to focused and concentrate, easier said than done. It will take time for me because I’m not so young anymore and in my middle age, only just finding my way around the internet.
     The Harvard style is the most common used in Universities in UK, I learn the importance of referencing skills include in any writing, telling people where you got your information and ideas from, however if you have mentioned the name of author or referred to, the year of publication will also be list.                                                                                                                     
     When I do create my references be sure to include all authors names and dates of publication unless it is unknown, but then add as unknown to cover yourself, add them at the end of your piece alphabetically by surname. If you don’t know the date of publication etc. just type ‘No Date’ again just to cover yourself.          
     Til now it’s not easy for me to locate and create my reference especially if I took the information online, I find that there’s couple of names there and its confusing for me to decide who was the author is but book referencing is much easier for me because I’ve learnt it on my secondary school.
[bookmark: _Toc185344866]Conclusion
            My conclusion is, it is really overwhelming especially in my age, responsibility, medical issues to really focus but by evolving myself in the academic skills, such as the topics I discussed here, giving time and effort in reading, researching or googling, participate in class discussion to learn more the methods and techniques, doing initial small talk to all the people in my university will help me gain more confidence that will help me motivate and believe by myself that even of my age, medical problems I can still learn and act in the present generation. Asking help and guidance to our librarian or the people in the university that renders their help and services can also be a way of improving our study resources. By also raising questions class discussion I was also understand and developed my skills in academic. 
      And because of my age and medical condition, responsibility, and trying to work my present romantic relationship so it’s very difficult for me to spend more time studying and focusing to my new university life in London. 
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