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Introduction

Effective research and communication skills are crucial for academic and
professional success. This report examines three key skills: finding
information, paraphrasing, and summarising. Finding information
involves locating reliable sources and assessing their credibility using tools
like the CRAAP test. Paraphrasing requires restating information in your
own words while maintaining the original meaning, essential for avoiding
plagiarism. Summarising condenses extensive information into brief, clear
summaries, highlighting main points without excessive detail.
Understanding and mastering these skills ensures accurate, efficient, and
effective communication of information, vital for producing high-quality
work in various fields.



Finding Information

Description:

We learned various strategies to effectively summarize texts, including identifying main
points, omitting less relevant details, and using concise language. The importance of
summarising was emphasized as a crucial skill for both academic and professional
settings, where being able to convey key information clearly and succinctly is essential.
The session included different techniques for summarising, such as outlining key
concepts, using bullet points, and paraphrasing the main ideas. We practiced these
techniques through several exercises, summarising a range of texts from academic
articles to news reports. This hands-on practice aimed to help us develop the ability to
extract and present the mostimportant information in a coherent and compact form.

Feelings:

Initially, summarising seemed like a daunting task because it requires a careful balance
between brevity and completeness. Deciding what information to include and what to
leave out can be challenging. However, as the lecture progressed and we engaged in
the summarising exercises, | began to feel more comfortable with the process. The
instructor’s clear explanations and the structured approach provided in the lecture
helped demystify the summarising process. By actively participating in the exercises
and receiving feedback, | gained confidence in my ability to summarize texts effectively.

Evaluation:

The lecture on summarising was highly informative and practical. The techniques
provided for identifying and distilling key points were particularly valuable. Learning



how to outline main concepts and use concise language made summarising less
overwhelming. The practice exercises were instrumental in applying these techniques
and understanding how to manage the balance between detail and brevity. The
feedback on these exercises was helpful in refining my summarising skills, showing me
how to improve and be more effective in my summaries.

Analysis:

Summarising is a key skill for managing large amounts of information and presenting it
in a clear and accessible manner. It involves not just reducing text but also
understanding its core message and communicating it concisely. The techniques we
learned, such as focusing on main ideas and using simplified language, are essential
for creating effective summaries. By practicing these skills, | can enhance my ability to
process and convey information efficiently, which is crucial for both academic
assignments and professional tasks.

Conclusion:

Developing strong summarising skills is important for effective communication and
information management. The techniques and practice gained from this lecture will
help me produce clear and concise summaries that accurately reflect the main points
of the original texts. Mastering this skill will benefit my academic work and professional
communication.

Personal Action Plan:

To improve my summarising skills, | will continue to practice summarising various types
of texts. | will focus on identifying key points and presenting them clearly while avoiding
unnecessary details. This ongoing practice will help me enhance my ability to create
effective summaries and improve my overall communication skills.



Paraphrasing Skills

Description:

The paraphrasing skills lecture aimed to teach us how to restate information from a
source in our own words while preserving the original meaning. We covered several
techniques, including using synonymes, altering sentence structures, and simplifying
complex ideas. Proper paraphrasingis essential to avoid plagiarism, which involves
taking someone else's work without proper attribution. We practiced paraphrasing
different texts, focusing on how to rephrase sentences and paragraphs effectively while
keeping the core message intact.

Feelings:

Initially, | felt unsure about my ability to paraphrase correctly. It seemed difficult to

change the wording without altering the meaning. However, as the lecture progressed
and we engaged in practice exercises, | started to feel more confident. The structured
approach and feedback were helpful in understanding how to paraphrase effectively.

Evaluation:

The lecture provided clear and practical strategies for effective paraphrasing. Learning
how to use synonyms, change sentence structures, and simplify ideas made the
process easier to grasp. The practice exercises were particularly valuable for applying
these techniques and receiving constructive feedback. Overall, the session improved
my ability to paraphrase and avoid plagiarism.



Analysis:

Paraphrasingis crucial for creating original work and maintaining academic integrity. It
requires a deep understanding of the source material to express itin a new way. The
techniques learned in the lecture will help me rewrite information accurately and avoid
the pitfalls of plagiarism. Purdue Online Writing Lab highlights the importance of
understanding the source fully before attempting to paraphrase. The University of
Toronto Writing Centre also stresses the need to ensure that the paraphrased content
accurately reflects the original meaning.

Conclusion:

Mastering paraphrasing is essential for producing original content and respecting the
work of others. The skills gained from this lecture will aid in effectively rephrasing
information while retaining the original meaning.

Personal Action Plan:

I will practice paraphrasing regularly to enhance my skills and ensure that | can convey
information in my own words while maintaining accuracy.



Summarising Skills

Description:

We practiced summarising different types of texts, such as articles and reports, by
focusing on essential information and using straightforward language. This practice
helped us develop the ability to convey the main points clearly and concisely.
Understanding how to summarise effectively is essential not just for academic work but
also for professional communication, where clarity and brevity are often required.
Summarising allows us to present complex information in a way that is easy for others
to understand.

Feelings:

At first, summarising seemed challenging because it was difficult to determine which
details were essential. The idea of cutting down large amounts of information into a few
sentences felt overwhelming. However, as the lecture continued and we engaged in
summarising exercises, | felt more confident. The structured approach and feedback
helped me understand how to create effective summaries. The more | practiced, the
more comfortable | became with identifying key points and discarding unnecessary
details. This newfound confidence has made me more comfortable with summarising
tasks in general.

Evaluation:

The lecture offered valuable strategies for summarising information effectively.
Learning how to identify key points and use clear language was particularly beneficial.
The practice exercises allowed me to apply these strategies and receive feedback,
which improved my summarising skills. Overall, the session clarified the summarising
process and made it easier to create concise summaries. | found the techniques for
eliminating unnecessary details especially helpful, as they allowed me to focus on what
truly matters in the text. This skill will be beneficial not only in my studies but also in any
future professional work.

Analysis:



Summarising is a key skill for presenting information clearly and efficiently. It involves
extracting the main points from a text and conveying them in a brief manner. The
techniques learned will help me improve my ability to communicate essential
information effectively, which is important for both academic and professional tasks.
The University of Leicester advises focusing on main ideas when summarising to
enhance clarity. Additionally, Monash University recommends using straightforward
language to make summaries more accessible. These strategies are crucial for
ensuring that summaries are both accurate and easy to understand.

Conclusion:

Developing strong summarising skills is essential for effective communication. The
techniques and practice gained from this lecture will help me create clear and concise
summaries that accurately reflect the main points of any text. By continuing to practice
these skills, | willimprove my ability to condense complex information into a format
thatis easy for others to understand.

Personal Action Plan:

I will continue practicing summarising various texts to enhance my ability to extract and
communicate key information clearly. Additionally, | will focus on summarising in
different contexts to improve my versatility in this skill.

Conclusion

Mastering finding information, paraphrasing, and summarising skills is
essential for academic and professional success. Effective finding
information ensures the reliability of sources through methods like the
CRAAP test. Paraphrasing allows for accurate representation of ideas



while avoiding plagiarism. Summarising helps in distilling complex
information into clear, concise points. Together, these skills enhance the
quality of research, improve communication, and foster deeper
understanding. By developing these competencies, individuals can
efficiently manage information, produce original content, and convey ideas
effectively, contributing to better research practices and more impactful
written work.
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