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This reflective report analyses my personal experiences and development achieved through the Academic Skills module. Reflection is widely recognised as a key tool in academic development, enabling students to evaluate their experiences to improve future learning. As described by Schön (1983), reflection is the systematic analysis of one's activities and results with a view to future practice. The University of Chester explains that academic skills are designed to make students more confident and competent in their studies, with supported guidance in areas such as critical thinking, efficient reading, persuasive writing, effective note-taking, accurate referencing, time management, group work, and so on.
[bookmark: _Toc194656418]In this report, I will reflect on my learning experience throughout the Academic Skills module, focusing on four key areas: time management, referencing, academic writing, and note-taking. These core skills have contributed significantly to my academic growth. Through class activities, structured tasks, and independent study, I had the opportunity to develop each skill. I will describe my experiences, assess the effectiveness of these strategies, and reflect on their impact on my overall academic development.
[bookmark: _Toc194656419]2 Description of Experiences 
Time Management
Time management has been one of the most valuable skills I have developed. As Cottrell (2024) explains, managing time effectively involves identifying priorities, planning ahead, and limiting distractions to enhance productivity. One activity that taught me to understand time management better was an in-class task where we discussed its importance and listed ten activities using the Eisenhower Matrix. This tool helped me appreciate the value of categorising tasks based on urgency and importance (Asana, 2023), enabling me to plan my days more effectively.
I also started using the Pomodoro Technique, working in focused 30-minute intervals with breaks in between. This method is designed to improve concentration and avoid burnout (Todoist, 2023). It helped me stay energised and more concentrated during long study sessions. Another useful strategy was the 4D approach (Do, Defer, Delegate, Delete), which makes it easy to decide what to do with each task, whether to do it now, give it to someone else, do it later, or remove it from your list (ProductPlan, 2025). By applying these methods, I was able to manage my workload and meet deadlines with less stress.
Referencing and Academic Writing
Referencing is a valuable study skill that promotes academic integrity and strengthens arguments by connecting them to established knowledge. Cottrell (2024) highlights that referencing correctly helps students to avoid plagiarism and shows respect for other people's work. I initially found referencing, especially paraphrasing, challenging. However, one of the activities we did in class, “how to reference published material in my academic work”, provided me with the ability to understand better how to reference. Previously, my early drafts often stayed too close to the source texts, as I was unsure how much I could change the text, but reviewing guides such as the Royal Literary Fund (2020) helped me better understand how to paraphrase and reference correctly. I now take time to process ideas before expressing them in my own words, which has strengthened both my referencing and my overall academic writing.
Note-Taking
Effective note-taking is important for retention and comprehension of information. Initially, I was writing down almost everything I heard during lectures, making revision difficult and unproductive. Cottrell (2024) recommends structured note-taking to improve engagement and retention. After discovering the Cornell Method, I started using a more organised format with space for cue questions and summaries. This helped me to interact with the content more meaningfully and made revision easier. I also experimented with diagrammatic note-taking, which allowed me to visually map ideas and identify relationships between concepts. This method made it easier to understand complex topics by organising them into smaller, connected parts, improving both comprehension and memory (University of Hull, 2023).
[bookmark: _Toc194656420]3 Personal Reflection
3.1 Evaluation 
Several techniques from the module improved my learning. The Pomodoro Technique and 4D method enabled me to manage my workload in a more structured and less overwhelming way. They were easy to implement and gave me greater control over my schedule. In referencing, I initially struggled, especially with paraphrasing; however, after participating in class activities and reviewing helpful resources, I felt more confident in avoiding unintentional plagiarism and using sources responsibly. Finally, while my initial notes were unstructured and hard to revise, I improved significantly by adopting the Cornell Method and diagrams. 
[bookmark: _Toc194656421]3.2 Analysis
The Pomodoro Technique and 4D method worked well for me as they broke tasks into smaller, more manageable parts. As Cottrell (2024) acknowledges, procrastination occurs in students when they are overwhelmed. These tools assisted me by providing structure and routine to my study habits, which in turn reduced stress and boosted my productivity. The challenge I faced in paraphrasing was the result of inadequate rewriting of ideas in my own words. The Royal Literary Fund (2020) explains that paraphrasing requires restructuring sentences and using new vocabulary while keeping the original meaning. I learned to fully grasp the concept first, then rephrase it from memory. This improved my writing and reduced anxiety about referencing mistakes. In terms of note-taking, I realised that copying information passively did not help me process it. Cottrell (2024) notes the importance of reviewing and questioning notes to reinforce understanding. Using the Cornell Method encouraged me to reflect more actively on the material. Notwithstanding the progress being made, I still need to work on reviewing my notes more consistently, as I sometimes fall into the habit of just collecting information rather than reflecting on it. These experiences enabled me to identify my strengths, like applying time management strategies effectively, and areas of development, such as developing stronger writing habits. Going forward, I will practise paraphrasing weekly using short readings and dedicate time at the end of each week to summarise and reflect on my notes.
[bookmark: _Toc194656422]4 Conclusion 
The Academic Skills module has had a strong impact on my academic development. Learning and applying time management tools such as Pomodoro and the 4D approach helped me work more effectively. Although referencing and paraphrasing were initially challenging, through feedback and personal reflection, I have made clear progress. The Cornell note-taking method improved the way I capture and review information. Overall, this module has given me tools and strategies I will use for my future studies and professional life.
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