	
	
	



TASK 3 – A REFLECTIVE REPORT.
Introduction
Over the last ten weeks, I have participated in a Ievel 4 business skills course, consisting of two modules – Digital and Academic Skills. This is a one-year course, and this is the first term of this course. I wanted to enhance my theoretical understanding of business skills and gain a broader overview of academic skills relating to business topics. These expectations were largely met, particularly through the especially useful nature of the sessions, which encouraged us to practice continuously the methods that were being taught. However, the course was not without its challenges; at times the pace felt rushed, and I felt certain topics could have benefited from deeper exploration. Nevertheless, the experience so far has significantly improved my confidence and awareness of the professional skills required in today's business environment. The ten-week module that was going to be taught consisted of; Introduction to the module and time management, understanding assessments, reading and note taking, referencing and academic misconduct, building academic paragraphs, paraphrasing, academic writing, signposting and essay structure and using reflective models. Every week a new topic was taught, whilst there was a continuous revision phase on previous topics. I will reflect particularly on some of the course modules from the academic skills module, and how I feel I have benefitted from it.
The first week that I would like to reflect on is week four of the module, which referred to referencing and academic misconduct. I learned about the meaning of referencing, how to reference and what I would need to reference. I initially struggled with this concept as I have never used this before in any of my academic work, but with frequent practising and constant recaps, I managed to get an understanding and now believe that I am competent and confident enough to use this. I believe it will be a valuable tool as I hopefully advance further with this course.
The second week that I would like to reflect on is week five of the module, which was about building academic paragraphs, and at the end of the session there was a quiz. I learned about the concept of building paragraphs and the information needed to make a paragraph. I think the topics that I am learning about will be very beneficial when writing essays and assessments. I was unaware of the PEEL, (Point, Evidence, Explanation and Link) and TEEL, ( Topic,Explanation,Evidence and Link) formats, and this is something new I learned today and hopefully am looking forward to using these in my future assignments. I also attempted writing a paragraph, using references, (referencing had been taught in a previous session) – again something new which was attempted for the first time. I am enjoying learning these new techniques.
[bookmark: _Int_sTJi22Vd]The final week that I would like to reflect on is week six, where the module was about paraphrasing and the use of a software, namely Turnitin. This is where all our assignments are uploaded to when being submitted for marking. I was giving a task of paraphrasing seven statements from an online book which was very productive. I also learned of a website (Mybib)  which makes it easier when referencing. I am now getting a better understanding of the concept of paraphrasing, learning about Turnitin and how this is beneficial when submitting my work /assessments through Moodle, and I think this is of great importance. I think this has been a very valuable lesson that I have learnt, as this will benefit me if I eventually find myself in a career position that may require writing reports and statements. As I am relatively new to a lot of what has been taught so far, this has all been a learning curve, but my confidence in using these tools is growing with every lesson.
Conclusion 
 To conclude, over the past ten weeks, this Business Academic Skills course has significantly enhanced my ability to learn and understand business scenarios and communicate effectively. Through continuous revision of the modules and taking part in the assessments, I have developed a deeper understanding of certain academic requirements to utilise in today’s business world. I have grown confident in my academic writing and thinking. This course has not only improved my academic skillset but also equipped me with tools and strategies that I intend to carry forward, whether in future university assignments or in professional environments. This I hope will be a strong foundation for my continued development. 
	
	
	



