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[bookmark: _Toc183634116]Introduction
The experience of learning is incomplete without assessment and evaluation. This report employs Gibbs’ Reflective Cycle to evaluate my development of three vital academic skills: Note-taking, Paraphrasing, and Academic Writing (McLeod, 2024). These were part of the knowledge taught in the Academic Skills module, and their use has significantly enhanced my management of educational activities. I will describe how these skills developed during the class activities, assignments, and practical exercises have influenced my learning process.

[bookmark: _Toc183634117]Reflection on Academic Skills Development
[bookmark: _Toc183634118]Note-Taking Skills
[bookmark: _Toc183634119]Description
At the beginning of the module, one of my challenges was taking notes where I would produce unwieldy notes that could be more manageable to review. Among the workshops, one focused on the Cornell Method strategy, in which notes are divided into headlines, notes and conclusions (Willis, 2023). We employed this method in class to dissect lecture content concerning referencing and citation styles.
[bookmark: _Toc183634120]Feelings
First, I was skeptical about the chosen approach—the Cornell Method appeared to be too prescriptive and time-consuming. However, over time, I felt that the format was helpful in allowing me to find critical points and structure information sensibly. This made me think I was directing my learning resources in a way that a teacher may not do routinely with a class.
[bookmark: _Toc183634121]Evaluation
Using structured note-taking was beneficial during Task 1. Namely, the Academic Skills Quiz is based on the notes taken during the class to revise, such as time management and approaches to references. With the help of the notes in this area, I could grasp everything coherently and quickly, thus boosting my morale and helping me to do better on the quiz.
[bookmark: _Toc183634122]Analysis
Appealing notes are not just copies of information but are organised in a manner that will be helpful to the taker in the future (Kenan and Kenan, 2024). Cornell Method compelled me to translate information into simple but comprehensible ideas—the process was fruitful regarding retention (Gardiner, 2024). Also, when notes were taken this way, it was easier to draw correlations between topics from the visual representation.
[bookmark: _Toc183634123]Conclusion
It has been insightful to examine how structured note-taking enhances good learning practices. By working with material actively, I will grasp concepts more easily and apply the material more confidently.
[bookmark: _Toc183634124]Action Plan
To develop this skill, I will incorporate the use of OneNote. As a result, my notes will become searchable and appealing to the eyes. I also anticipate learning how to use mind mapping for idea generation and the relationship between those ideas.
[bookmark: _Toc183634125]Paraphrasing Skills
[bookmark: _Toc183634126]Description
The general goal of paraphrasing is to ensure comprehension and critical evaluation of the materials and non-plagiarised work (Quthor, 2024). During the module, we did a class activity where we paraphrased Academic texts. An example of the tasks was paraphrasing an extract regarding academic integrity as a concept, focusing on explaining its essential aspects.
[bookmark: _Toc183634127]Feelings
At first, I struggled to understand how to paraphrase, especially when there are many formal words and especially in technical language. It was relatively easy to work with synonyms without regard to the text. However, as soon as I received explanations and feedback, I understood that paraphrasing takes quite a different set of skills (Rossi, 2022).
[bookmark: _Toc183634128]Evaluation
Achieving this objective was useful when performing Task 2, which required effective paraphrasing to develop authentic and coherent paragraphs. For instance, regardless of summarising a section on time management strategies, I can simplify the text’s meaning by paraphrasing. It also enhanced the quality of my practices, making the learning process more cerebral and purposive.
[bookmark: _Toc183634129]Analysis
Therefore, paraphrasing comprises reading, understanding, translating, and rewriting (Ghosh, 2024). When using my words to explain essential concepts, I gain a better experience and develop better critical thinking skills. Also, paraphrasing improves the originality of the work. I made the work more original by avoiding direct copying from the sources.
[bookmark: _Toc183634130]Conclusion
Paraphrasing has extended its capability to be an essential aspect of helping me effectively engage with sources while also allowing me to develop authentic assignments. It has also taught me how to write better and avoid simple language.
[bookmark: _Toc183634131]Action Plan
To advance this skill further, I plan to devote one week per month to paraphrasing, summarising the material given in class and then comparing my versions to the originals. I will also consult tutors to cross-check to get it right and make it clear. With the assistance of a tool like Grammarly, it will be easier to work on the choice of words and the construction of sentences.
[bookmark: _Toc183634132]Academic Writing Skills
[bookmark: _Toc183634133]Description
Academic Writing is a complex form of writing that critically involves logical coherence, proper comprehension, and clear academic language (Gupta and Gupta, 2024). Another strategy we learned during the module is the PEEL (Point, Evidence, Explanation, Link) frame (Gardner, 2023). We did this in a workshop, building our paragraphs using information from the various topics, such as learning strategies.
[bookmark: _Toc183634134]Feelings
Before this module, I had difficulties organising essays and tended to construct weak arguments. The use of the PEEL framework to structure my thoughts about a topic made the whole process of composing academic writing less of a challenge (Chloeburroughs, 2024). I also questioned its flexibility initially, but it can be adjusted to various issues.
[bookmark: _Toc183634135]Evaluation
Using the PEEL structure during Task 2, I could write sound arguments and defence-based paragraphs. For example, when writing about the advantages of practical note-taking in a specific section, I formulated a relevant point, substantiated it using the material studied in the lecture, explained why it is important, and related it to the overall learning purposes. This approach to organising the message was most helpful in making my work more concise and convincing.
[bookmark: _Toc183634136]Analysis
Academic writing requires self-organisation, creative thinking, self-control, a strict style, and a formal mood. The PEEL framework has assisted me in striking this balance by ensuring that each paragraph's role is well-defined. This skill is a starting point for good argumentation and also allows one to engage with sources at a critical level. High-stakes feedback for tutors showed an enhanced capacity to structure ideas and persuade.
[bookmark: _Toc183634137]Conclusion
Academic writing skills have improved my confidence, especially when dealing with assignments and expressing ideas. They have also equipped me for more complex classes where individual propositions are made, and further intricacy is given to build substantive arguments.
[bookmark: _Toc183634138]Action Plan
To build upon this, I will read academic journals to get used to different styles of writing. I will also engage in other students’ work feedback sessions to receive different views and improve my papers. Moreover, I will try some approaches to writing, such as including opposing arguments, to form more argumentative pieces.
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Image 1 , notes in class about paraphrasing practice
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Image 2 , notes in class about conference papers  and references
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Image 3 , notes in class about critical thinking and models of reflection
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Image 4 , notes in class about paragraph structure in week 5

[image: IMG-20241210-WA0260]
Image 5, notes and practice task in class about paraphrasing
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Image 6, Harvard referencing workshop for CertHE Business in class

[image: IMG-20241210-WA0262]
Image 7 , paragraph activity in class , week 4
[image: IMG-20241210-WA0263]
Image 8 ,  task in class about practicing diagramatic note-taking , paraphrasing , paragraph writing
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Image 9 , practice in class about summarising

[image: IMG-20241210-WA0265]

Image 10, practice in class 


[bookmark: _Toc183634139]Conclusion
Academic skills have been most beneficial as they have prepared me to be a successful college student. Practising notes: I practice illsraph, using abilities/writing and skills, and enhancing my confidence in my academic management. Through formal techniques like the Cornell system and the PEEL framework, I have improved my ability to critically analyse material and write constructively structured, argumentative, creative papers. As a result of the areas for development highlighted through reflection, I plan to develop the work done here by including technology, getting others to review my job, and incorporating more frequent practice sessions.
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HARVARD REFERENCING WORKSHOP for CertHE Business

1. V\{hat would be the correct in-text citation for the book shown below?
Title: Study skills for foundation degrees
Author: Dorothy Bedford and Elizabeth Wilson
Edition: Thirq edition.
Publication Date: 2020.
Publisher: Routledge
Place of Publication: Abingdon, Oxon ; New York :; Abingdon, Oxon ; New York

A) (Bedford et al., 2020)

B) (Dorothy et al., 2020)

C) (Bedford and Wilson, 2020)

D) (Study skills for foundation degrees, 2020)

2. In the box, write the full Harvard reference for the article details shown below.

An online article written by Amber Rolfe in 2021 with the title How to: Write a CV.

The link to the article is: httgs://www.reed.COAuk/career—advice/how-to-write-a-cv/ and you
accessed it yesterday.

POLFE.H C 2021) Howr +o Wids © cv .
AUALOBIL oF © HTTPS L /AN -REED o UK /EHREER ~odlies/ oy
o Write o CU-

heeosad & 25 /70] Qthc>

3. How would the following source be cited in your text, and formatted in your list of
references?

A book written by David Olusoga, in 2016, entitled Black and British: a forgotten history. Published
by Macmillan in London.

ntext DAVID OLUBROCKH 20

in reference list. 04U SOGHK- - 1) qufé) BLOG/C OMo{ /S/‘\A\“'I‘/‘)}j_ .
P Forgolton ;
2 Mge;m,‘ﬂfoxu, LONDON 4 MBeanitlom
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Week 4 - Paragraph activity

Read tho paragraph below.

meLC.

tdho. dhoud 77 dopie
in 2018-10 thers wero

11,117 NHS hospital admissions dirctly atibutable to obeaty (NHS, 2020) fan aduft as
// BMIof 25 - 30 they are considered overweight, a BMI of 30 o abovo s considered obess
S  (NFs, 2021) Rtce and Rosor 2017) denty thatove 60% o UK adulsaroconsidred o
472 7i75) e ovenveightor obese,the US s the oly couny i o worid it ahigher ate A review

[ commissioned by the UK Government, conducted by NHS digital (2020) identified that 20%

of ol chidroninyear B ofprimary school ar alfeady oboss

|| Fenanges to the way companies’ package and market junk food could aid the long-term

reducton of obesiy n chikdron. )

1. Highlight or underiine the sentence that outines the topic within the paragraph.
Use a diferent colour or outline o highiight the sentences that develop the topic of
discussion with the paragraph.

3. Read the final senionce, Does this sentance conclude the topic or link to futther

Clink |

 polnis? (Gicle) _Conclu
ooty

Read the paragraph below.

 the costofiving, This s equivalent 0:a £100 weekly grocery il becoming £106 and a
£1000 annual energy billncreasing to £1060. Despte this ise i costs Chan (2022)
reported that the govemor of the Bank of England, Andrew Bailey, suggested that employee
S/ shoukd ot venan oy e 2 i . s of i v coud push
ivate staf hat are eeling the.

1, Highight or underiine the sentence that utine the opic wihin the paragraph
2. Use a different colour or outine to highlht the sentences that deveiop the topic o

discussion in the paragraph.
3. Road the final sentance. Doos this sentonc® concludo the fopic or ik (o urler
points?  (Circle)  Conclude Link

Read the paragraph below and answer the questions below.
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Please read the text below before
Underline the key ideas. ol

‘We will use this in class 10 practice 1yee skills:

1) Diagramatic note-taking
2) Paraphrasing
3) Paragraph Writing

Text:

“The text below is from  chapter called ‘Examples of Bad Gommunication at Work' by Zach
Lazzari (2019) from b %

Smalbusingss chron.com/examples-bad-communication-york 24256 fim
No business runs ortect it e way popl communicat and work froush oo ca
o 2 sign of a company's overallwl-being Hoalthy communication i the workplaco i rtical
for driving results while aiso crealing a postive work environment. However, bad
communication can begin to cripple an organization and have a negaiive impact on al saft
Leaming to deteot poor commurication habit and roplace thor with healthy ones willhiave
positive sffect on productiity and avon financial 5uccoss:
Passive Aggressive Communication
Passie-aggressive communicaton is a poor pracio that decty affecs how peopie fes!
about themseives and others In the workplaco. Passive-aggressive benaviour of
Communication's a diffcult fssue, because the negative g hat ae belng sakd or dons e
oftensublle and may notbe seen as overt agaressive, ffansiveor corfrontational, Howsver,
e parson on the receing end of the communicaion repoatadly feels neglected of reated
ooty and 1o the point that the elationshi s darmaged. For example, employees o leaders
iho refuse 1o spoak direcly 10 a coworker are being passive-aggressive. Intentionaly using
Sy omall and memos 1o communicat ihou ever speaking acs 1 face wih someone in
S ofice s & form of the problem. Purposely avolding working with someone on a spocific
o without provding 3 raason or 1 also aform of passive-aggrassive befaviour n the
workplace.
Intimidation in the Workplace
o tacics are  fom of egalive commurication that quickly crealos a toxic and aften
s k. enronmen. A boss who bulics hs employees irto geting tings done s
i exparionco igh fumover faes Ininidton can aiso occu betueen co-workers
e o the sama promalin. This unening type of bhaviut i often i he form of
ol anguage or physically {teatening actons. Examples ofiimidaton incude loud
Soccen physioay taking over vrkspace, or sanding in dose physical proxiniy 1o cause
discomfort.

The Blame Game b i

e e of poorcommunicaton losly irked 1o etics and resporisily. Failre
o o take or acoapt responsiiity for a missed deadine shows a lck ofresponsivity.
o ning thers s counlerproductve and doos et worklowards asaluionor o common
a6, Loaring 10 accept rosponsiilly and move fovard s ono posive soion. Hovover
e ho contine (o blame others forther mistakes wil damage working elalonships and
may find themselves 0s\1acized.

Failing to Listen

Foadens and employaes Who operate as disconnected indviduals and fal 1o sten to (hoso
aound them aré engaging I poor communications. There are many examples ofaluc 1o
listen, among them the falure 10 lsten o your customer base. If a product or service.
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ACS Summarising - Class Practice

Process:

1) Read the original text carefully and check any diffi
; y difficult/unknown vocabulary.
2) Select the key points by underlining or highlighting. 4
3) Make notes of the key points, paraphrasing where possible.
4) Write the summary from your notes, (not the original source) reorganising the
structure if needed.

5) Check the summary to ensure it is readable / accurate and nothing important has
been changed or lost.

Qu1
Source:

One of the most commonly practised activities in modern day society is travelling
between two countries on a huge mechanical deviw ,a tail and
four engines, for no other purpose than for pleasure: :

m& g@r@ '[—fch&‘o/cg "'/;g &)_M_._

a/oplAme

Qu2
. Source [You already saw this text - we used it to practice paraphrasing alsol]
‘ There needs to be a shift to local food that is organic-free of pesticides, fertilizers,
tives; that is produced in ways that do not harm consumers, food
mals, or our soil and water; and that provides dignity-to those who
vell as consume it.

Actual earnings may vary widely
position, the field, and the ability to
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Journal of Economic Perspectives—Volume 38, Number 1—Winter 2024—Pages 153-180

Is Pay Transparency Good?

Zog Cullen

he well-known case of Lilly Ledbetter suggess that information about the
say of coworkers can empower low earners to stand up to pay discrimina-
In 1998, Ledbetier received a covert message from a male collcague

s salary and alerting her o the differences in the paychecks that she had

ed to 15 other allmale “area managers” at the same company, with

‘and doing the same work. She used.this information to press

 against her employer for unfair compensation. Her case became the.
Ledbetcr Fair Pay Act, which removed the statute of limita-
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