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[bookmark: _Toc173414518]Introduction
[bookmark: _Toc173414520]The purpose of this reflective report is to examine how paraphrasing, summarising, and referencing skills have shaped my academic work, assess my development, and suggest strategies for self-improvement by using the Gibbs Reflective Model (Pieper et al., 2021, p,107). According to Cottrell (2019), this reflective model has essential structured stages, supporting the individuals not only to recall their experiences but also to critically analyse them in order to extract meaningful insights. In this way, individuals can transform their experiences into valuable learning opportunities (Cottrell, 2019).


Reflection on paraphrasing skills
Paraphrasing skills involve restating information from a source in one’s own words while retaining the original meaning, helping the students to avoid “plagiarism”,  which is a serious academic offense for using someone else’s work without proper attribution, leading to severe consequences, including expulsion from academic institutions (Turnitin, 2020). Besides, scholars suggest that the process of paraphrasing enables a deeper engagement with the text, leading to developing the critical thinking and better retention of knowledge (Booth et al., 2016; Cottrell, 2019).
Description 
While working on an “Information poster” about “How to create a chart in Word document”,  I needed to paraphrase several texts referring to the types of charts and instructions of how to create such charts, based on the key concepts explained and practised in class.

Feelings
I felt frustrated by my inability to paraphrase in the way to keep the original text's essence without directly copying its structure, as it was difficult for me to find appropriate synonyms for words used in the sources I accessed. This motivated me to revisit my class notes and to look for online paraphrasing tools like Quiltbox (Maulidia et al., 2024, p.52). In this respect, I had a positive learning experience and felt confident in using a better choice of words and structured sentences.

Evaluation 
Evaluating my initial attempts, I realised that while they were grammatically correct, they lacked the depth and clarity of the original text. However, I noticed that my understanding of the content improved with each attempt,  and I began to see patterns in my mistakes, which helped me make good progress.

Analysis
I was focusing too much on changing individual words rather than rephrasing entire ideas, without fully understanding the original text before attempting to paraphrase it. Therefore, I concluded that I needed to focus on grasping the main ideas and then expressing those ideas in my own words, rather than just swapping out words for synonyms.

Conclusion 
In conclusion, working on my poster was challenging for me and highlighted both my abilities and key areas for improvement in using my paraphrasing skills. It benefited me the use of my class notes and some online tools, but it seemed that a constant practising would beneficial as well for building up my confidence and proficiency.


Action plan
In order to enhance my paraphrasing skills, I need to improve my text comprehension through regular reading of texts from various sources, how to identify key ideas and how to use synonyms while changing sentence structure.

[bookmark: _Toc173414521]Reflection on summarising skills
Summarising activates students’ cognitive processes that improve memory retention, allowing students to better recall information during exams and when writing assignments (Fiorella and Mayer, 2016). Similarly, Susiani et al. (2018) assert that it fosters critical thinking which aids students in analysing various viewpoints, and develop a more nuanced understanding of complex topics.

Description 
When I was working on an assignment about the advantages and disadvantages of using Facebook as a tool for staff recruitment, I needed to summarise a variety of academic sources, industry reports, and case studies to present a coherent and concise analysis.

Feelings
I initially felt overwhelmed by the sheer volume of available information and I was unsure how to organise it into a concise summary. However, as I began to engage with the material, I started to feel more confident in my ability to identify key points and themes.

Evaluation
On the positive side, I successfully identified  the main advantages of using Facebook for staff recruitment, i.e. broad reach, targeted advertising and cost-effectiveness. Also, I could present evidence-based conclusions by summarising findings of various studies and reports to support my arguments. On the negative side, it was my difficulty to condense complex information without losing essential details, leading to lengthy summaries, and inconsistent academic tone while paraphrasing sources.

Analysis
Analysing my whole experience, I could identify “what went well” and “what did not go well”. Firstly, my summarising skills gained during classes allowed me to handle large volumes of information efficiently, focusing on the most relevant points, which helped me to clarify my own understanding of the topic, so that to produce a coherent assignment in a timely manner. Secondly, the initial lack of conciseness in my summaries indicated a need for further practice in identifying the most critical information. Further, the inconsistencies in my paraphrasing and summarising highlighted the necessity of developing a more structured approach to note-taking and synthesis of information.

Conclusion 
Summarising is a vital skill that could benefit my ability to manage efficiently the extensive information, enhances understanding, and supports the creation of a clear and well-argued analysis. However, I needed to improve in summarising complex texts succinctly and maintaining an academic tone.

Action plan
Following my analysis, I decided to practice summarising different types of texts, focusing on extracting key points and main ideas. By using highlighters, mind maps, and summary templates I could better organise my thoughts. Also, by sharing my summaries with peers or tutors I could benefit from their constructive feedback and refine my summarising techniques after reflecting on them. 


[bookmark: _Toc173414522]Reflection on referencing skills
Referencing is essential for the academic integrity, in supporting the quality and credibility of research. In academic learning, it is critical to use appropriate sources aligned with the given topic, clarifying and studying multiple author's viewpoints/opinions (Brundiers et al., 2021, p13). Also, by using the correct referencing framework to support the implication of proper referencing style accessing the accurate referencing links (Bradbury-Jones et al., 2022, p.457). 

Description 
My work on a report about the advantages and disadvantages of using Facebook as a tool for staff recruitment required extensive research and the integration of various academic sources to support the discussion. Therefore, I needed to reference all sources accurately to maintain academic integrity and demonstrate a thorough understanding of the topic.

Feelings
I was familiar with referencing but had limited experience in applying it consistently across such complex assignment. I felt overwhelmed by the volume of sources that needed to be cited and the complexity of accurately applying the correct Harvard referencing style. This led to feelings of frustration and anxiety, particularly when I was trying to ensure that my paraphrasing was properly referenced to avoid plagiarism.

Evaluation 
I identified and used a good range of relevant sources that discussed both the benefits, like the wide reach and cost-effectiveness, and the drawbacks, such as privacy concerns and potential bias, of using Facebook for staff recruitment. Initially, I found difficult to distinguish between paraphrasing and in-text citation, and my paraphrased content was too close to the original text, risking unintentional plagiarism. I also found it challenging to correctly cite non-traditional sources, such as social media posts, which required additional research to ensure proper citation. 
Analysis
Looking back at “what went well”, I managed to have a critical approach by gathering and incorporating diverse credible sources, essential for constructing persuasive academic arguments to produce good quality report and in line with the academic integrity (Cottrell, 2023). On the other hand,  “what did not go well” include my difficulty in citing non-traditional sources, which indicated my to familiarise myself with guidelines for less common reference types as well as with the specific requirements of the Harvard citation style.

Conclusion
This experience helped me to develop a positive learning sense becoming aware that an appropriate referencing framework lends credibility to a student’s work, demonstrating their commitment to academic standards, which in turn strengthens the authority of their arguments and research (Birkenstein and Graff, 2018). Despite the initial challenges, my referencing skills improved, and I could avoid the risk of plagiarism .

Action plan
Reflecting on the challenges encountered when working on my report, I concluded that I needed to improve my referencing skills via regular practice for both traditional and non-traditional sources, use citation tools, like Zotero, to help me format the references more consistently, and seeking for feedback from my tutors and/or peers to identify areas for further improvement.
[bookmark: _Toc173414523]
Conclusion
In conclusion, mastering paraphrasing, summarising, and referencing is critical for academic success and integrity, helping the students to boost their academic performance and develop their professional competence, while producing credible academic writing. In addition, by employing the Gibbs Reflective Model systematically, the students can gain a clearer understanding of their actions and reactions and recognise their own strengths and weaknesses, which are critical for both their personal development and professional competence.  
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