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[bookmark: _Toc196571023]1 Introduction
Reflection is a vital process in academic growth permitting students to critically assess their learning experiences and identify areas for improvement (Burroughs, 2019). It is important for University students as it promotes independent thinking, academic success, and self-awareness. This report reflects on my learning journey throughout the academic skills module, emphasizing on main topics such as reflective writing, note-taking, research skills, time management, report writing and understanding assignments. I will discuss how classroom activities including Task 1 and Task 2, improved my understanding and shaped my development. This report includes the description of experiences related to academic skills learning, reflection on my strengths and improvement areas, and analysis of experience. 
[bookmark: _Toc196571024]2 Description of Experiences 
During the Academic Skills module, I focused on developing two major competences i.e. note taking and academic writing. The act of note taking, is defined as a process of actively recording key information to support comprehension and memory retention (BBC, 2019) is an important tool for interacting with lectures and academic texts. 
One of the important classroom events that improved my note taking was a live practice when we listened to a podcast and summarise it using Cornell Method. First I had difficulties recognising the main idea from the beginning but the feedback session helped me realise the importance of structure as well as active listening. I found this skill most helpful for Task 2, when well organised notes helped me plan and speak with clarity.
Another skill was academic writing, which involves writing ideas in a clear, objective, and evidence supported manner (Schillings et al., 2023). One interesting schoolroom exercise was to look at sample reports within small groups, and then note good introductions, topic sentence, and paragraph transitions. Reflection on this experience made me think about the weakness in my own writing. Task 2 highlighted my tendency to rely on descriptive rather than analytical writing. I revised my draft with the support of peer reviews and tutor feedback with stronger arguments, clearer referencing. It not only helped me in improving my grade, but boosted my confidence in academic communication.
[bookmark: _Toc196571025]3 Personal Reflection
[bookmark: _Toc196571026]3.1 Evaluation 
Reflecting on my experience in the Academic Skills module, several elements worked well, while others presented challenges. The most successful practice involved taking notes when students listened to the podcast. The Cornell Method helped me organise information between key points, cues and summaries to better understand and retain the content (McPherson, 2018). The note-taking strategy delivered positive results in my Task work because it helped me develop a lean and structured response. The instant feedback from the class enabled me to recognise knowledge gaps while improving my approach to find main ideas.
However, academic writing proved to be difficult one for me. The initial weeks proved challenging since I struggled to develop logical arguments with proper content linkages between different paragraphs. In my first draft of Task 2 received feedback about insufficient development of ideas along with weak reference integration (Association for Learning Development in Higher Education, 2021). What did not work well was my tendency to write without proper planning or outlining. However, after peer-review evaluation session for introductions and conclusions I recognised the importance of creating outlines with topic sentences as an essential writing technique. My draft underwent a visible improvement after I gained insight into my original work. This process helped me understand that academic writing requires both critical engagement and clarity.
[bookmark: _Toc196571027]3.2 Analysis
The success I experienced with note-taking was mainly due to the structured approach taught during the module. The Cornell Method, which 'divides notes into key ideas, supporting details, and summaries, allowed me to engage more critically with reading material. The Open University (2021) point out that this method promotes active learning by encouraging students to question, reflect, and again re-examine their notes. In my own experience with this, it turns out to be a valid theory during the podcast activity, I was not just writing passively I was listening, categorising, and attempting to summarise my findings. It has helped me be more concentrated and memorise it. The application of this strategy gave me the ability to quickly retrieve relevant points during Task 1. And this is how note taking became one of my strengths as far as experience went as long as there’s a systematic approach.
However, my problems with academic writing stemmed from lack of planning and underdeveloped critical thinking. At the beginning, I used a descriptive style and very thin argumentation on writing assignments. Now, I realise this was the outcome of not practicing enough to use structured arguments, write them down, and engage with academic sources. According to Wale and Bogale (2021), many students fail in the academic writing because universities usually ask students to learn the skills independent of instruction. I can relate to this, as my previous educational background did not prepare me adequately in this area. Feedback from task 2 and classroom peer reviews made me aware of weaknesses in my use of evidence and coherence between ideas. 
Through this module I have realised that the academic writing is not simply about following a format but also involving critical analysing and synthesis of the information. However, I lack in outlining and being engaged in sources. In order to handle similar situations better, I am going to use mind-mapping to do my brainstorming and apply an outline before drafting. In addition to that, I will learn to paraphrase and summarise academic texts, so that I can improve my analytical writing skills. This module has given me clarity on my learning style and areas that need growth. My strength lies in utilising the Cornell Method structured technique, but I can improve significantly in academic writing. Moving forward, I would utilise the benefits of writing workshops and access to online academic resources to gain confidence and competence in that crucial aspect.
[bookmark: _Toc196571028]4 Conclusion 
It is concluded that the Academic Skills module has significantly enhanced my ability to take structured notes and improved my understanding of academic writing. By actively participating in the classroom and reflecting critically, I found that note taking was a strength especially with the use of Cornell Method. However, academic writing showed what needed improvement, especially in planning and critical analysis. Feedback from Tasks 1 and 2, among reviewing by peers and tutors, had been a real help to my development. It has reinforced my academic background and increased my confidence in doing future university assignments and independent study. 
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Is Pay Transparency Good?

Zoé Gullen

Ay of coworkers can empower low camers o stand up (o pay discrimina-

tion. In 1998, Ledbeutr received a covert mesage from a male colleague
sharing his slary and alerting her (o the differences in the paychecks that she had
received compared 1015 other albmale "arca managers” at the same company, with
similar experience and doing the same work. She used this nformation to press
legal charges against her employer for unfair compensaton. Her casc became the
basis for the 2009 Lill Ledbetter Fair Pay Act, which remored the satute of limia-
tion for pay discrimination Jawsuits (Phillips 2009)

s temping (o infer from this case that greater transparencyinsalaries would
help more disadvantaged workers (o negoiiat for higher pay. That reasoning has
supported the passage of many pay transparency mandaes (European Cominis-
sion 2017; Obama 2014). The public discusion around Ledbeter's high-profile
case, howerer, refl thinking about the iy
seasoning gnores how employers respond to greater transparency by changing
their hiring and pay strategics. It aso dgnores outcomes beyond pay gaps, ike
productivity and wage levels. Plus,the case foeuses on only one kind of pay ranspar-
ency. transparency between peers doing the same work. But what happens when the:
Pay of the boss or boss's boss becomes transparent, when pay iformation crculates
beyond a single business o workers in competing businesses, or when the hiring,
‘manager who scts the wage learns sbout other wages being offcrcd to  candidate?

T he wellknown case of Lilly Ledbetter suggests that information about the
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ACS Week 2 with Tim Hopkins

- Student Quiz on Key Assessment Terms
- understanding instruction or ‘command' words

Define Command Words — match the term to the process

TERM PROCESS

a) Make a concise account of the main ideas

1. Analyse b) Give the meaning

2. Define ) lnfvestigate and present different aspects

; of an issue

25 D.escrlbe d) Give a detailed account of the

4. Discuss characteristics of a subject

5. Evaluate e) Estimate the worth of something

6. Examine Enquire into and consider a problem

7. Summarise carefully
g) Break the subject up into its main ideas

and evaluate them - asking why / how
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What is wrong with the paragraph below?

In my opinion, there are too many of these kinds of medical conditions, more and. |
more ssch yer, Lastyear hre were 10700 peope in Brmingham dagnosedand |
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Here are some places whers you can find secondary research, fillin the missing letters
belowin pairs:

: :::d::mmmu.u.uwsuvo )
RS e
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 Repyrisfe-g. from the government)

Activity2:
npairs, match the CRAAP test words to the questions:

QUESTIONS CRAAPTEST

When was the information published or posted?
s the information current or out-of date for your topic? PURPOSE
Has the information been revised or updated?

| What s the pupose ofthe information? to nform? Ygach?

| sell? entertain? persuade?

| s the information fact? opinion? propaganda? VAR
e there politcal, ideological, cultural, refigious,

institutiona, or personal biases?

information ir topic or
m? relate to your topic or answer ,/’WT"ON"V
Who is the intended audience? /
Is the information at an appropriate level (i. not too
elementary or advanced for your needs)?

What are the author's qualifications to write on the top CURRENCY
Is there contact information, such as a publisher or e“mail
address?

Does the URL reveal anything about the author or source?

examples:
.com (commercial), .edu (educational), .gov (US. i ~ ACCURACY
govermment) >

.org (nonprofit organization), o

et (network)
Is the information supported by evidence? l/
Can you veriy any of the informalion in another souice or
from personal knowledge?

Are there speling, grammar,or other ypographical errors”
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ACS Week 2 Students Exersise - highlight the most important information
innthe following text
Eight ways bad managers kill conversations /]
—and motivation f

¥

‘Written by Kevin Murray CMigr CCMI = 1™

Tuesday 04 May 2021

Great communication is not
about delivering messages
brilliantly - it’s about

making yourself listened to

No matter how many people you lead, every day you will have to persuade them to believe
inyour cause and believe in the future you see - only persuasive communication can turn
strategy into action. You have to persuade emplovees to work smarter and faster and more
efficiently. You have to persuade financiers to give you more money. You have to persuade
customers to buy more of your products and services. You have to persuade your bosses or
collsagues to give mare resources to alow you ta cary out projects. You have to percuade.
colleagues to collaborate.

T he persuasive, you have to learn how to communicate with skill. Standing up on a stage
and being a great speaker is no good at all if what you have to say doesn't connect with
people and persuade them to new beliefs and new behaviours.

Today, after the stresses and traumas of the pandemic, managers also need to learn to
communicate with a great deal more empathy, and to develop theirlstening kills. They
necd to lcarn how to seck first to understand, before being understood: Gnly by doing this
do they stand a chance of being even remotely persuasive.

[Deing persussive is about delivering a message that resonates, motivates and cngages
people]its all about changing behaviour or encouraging the right behaviours, and none of
that can be done if employees feel their boss i aloof, disconnected or out of touch.

‘When you speak with people in 2 way that shows them you understand their concerns and
Issues; when you provide clarity and connection to a cause; when you are able to
encourage people to have  conversation; when you understand what it actually takes to
change behaviours - only then might you be able to communicate with power.

‘When leaders communicate well, and encourage their teams to communicate well, teams
ovate at speed, sharing information, successes and failures, and learn to cooperate.





image9.png
2)
and not compets. Baing an effective commMuNEator s one f the anibutes most valued by
empioyess

Gond communication has 2 major IMPACt on whether peapie feei respectad and motvated
- and that makes them mare ety t e discretionary effort. Yet mostimployees 3y
ot thei managart sra nat bl 3nd 3 ot talk with tham rsguantly encugh|

They say there are some particularly destructive behaviours that poor communicatars
‘exhibit. Employses most often 12y that bad managers...

+ . are secretive and share as litte information as pessible = o them, information s
powsr, 50 they detberately chonse to withhold it

+ - arebad at guing feeddack

+ . are even worse at giing praise than giving feedback (employees aiways see
managers who gve praise 23 more effcctive)

+ .. are rampant cre-way communicators who are on the ‘broadcast button il the
time and have a0 interest in listening to people’s iews or encouraging robust
conversations 1o find idea! solutions, They care litie about encouraging good
communication between team members

+ .are invisible, and prefer the security of their office wall t0 going out 10 tak to
members of thei team. They send emails 3t ai hours of the day and night, even It
members of theirteam are but yards away in the office

« . never prepare for presentations, preferring to speak off the cuff

+ - have no sense of their audience and are completely unawre of the audience’s
asues and concems ~ they have 3 message to deliver and, by heck, deliver it they
will,no mater how long it takes

+ ..are ambiguous,indirect or even i, and never check whether people have
understod 2 single word they s3id.

‘Who ot us would want t5 be workifi in & team led by 3 bos3 Who exhibis 3AY of the
‘behaviours | have listed above?

114852 378 05 BBSSES, 3nd they CTE3tE Breaful cultures and poisonous plates uf work that
are harmful to our heaith, and cur ability to contribute meaningfull to our organisation.
‘These are the bosses who will have high churn rates in their teams, with most of their
‘employees looking to move to another department of &v2h 3nother eampany.

Happily, well-ntended managers who truly want toimprove thir performance can address
03t Of these bad BENIIOUTS BEINg MINGNUIOf these et v Lehaviours i 2 gousd
place tostart.

1ot motnaton
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Lazzan (2019) rom
tps s

AT —

o businessruns perfocty but he way pooplscommuricate and work ough provlems can
bea signof  company's cveralweleng Hoathycommricaonin e wakplacescriical
1o ONVINQ TESUNS Wi 880 crealing a posive. work envronment. However, bad
commuricaion can bogi 0 ciopoan oanzatonand ave & negaive mpacton i st
Learing o GteckporCommunkatan et an e i e ones i e &
Bostiv ol on produciiy and ven iancrsesee

Communizaion
Passiv-sqfessive Commiricton % g pracic hat vty aectshow peosle fol
Sbout temseives and abers in he wlkpace, Pessve agalsse behavens or
‘communication is a difficylissug, becauss the Negative things that are being said or done are.
oten subt and may ot see a ety aguessie, e o confronationl However,
e person on he receig o of (s covTicao epeatady BB &GS ot roated
Doon and o h it hat e rolatonshy s Gamage ot exanle eMpeyecs o Kadlrs
ks T Gy o G G g oo S, ey sy
ony omaland emos 0 ComTuncale WiNO oY S5Sak1 1t 1 1468 i someons i
e o s 0 f the prooe. Pupase ok worke Wi someo0e ona specile
o wihO oS e 0 1 o o of PLSERGTESENS Decvos o 00
ey
Ioimidation nth Worpace
Intimidation tactics are a form of negative communication that quickly creates a toxic and ofte”
TGR e WOk moNTO. A DS 1o D i SMpioyees o gRin g don0
likely to éxperiencé high tumover rates. Intimidabon R 3185 SEEU Bétween mwﬂﬂ‘:
compoin ot h same pramoon Ths i Y o boavou o n o 04
e vl languac o yscaly esteningacone, xampls o et e
&peech. M.nv I over workspacs. o standing in close physical proximity 0 G357
dsoomior.

The Blame Game-

Another example of poor communication s closely inked o etics and responsbity. P
o 0wn a mistake or accept rosponsiilty for a miseed dadlins shows a wmw%‘"
Vet blaming others s counterproductive and does noLwork owards a soluion o ¥ PCLET
g0od. Leaming to accept responsbilty and move forward is one positive %4 ”“p“.,,,,”
hose who continue o blame ohers for thlrmisakes wi darmage workeg 95"

may ind hemsalves osracized

Faling o Listen ok
Leaders and employees who operate: as disconnected individuals. nmmmlﬂm 1
around fham aro ongaging in poor oommunisatians, There e mary xanoksd!

lisen, among the e fau o lten 0 yourcusiomer aso. 1 pUsF s




image11.png
_—

)
15081ves ocuring negaiefeedback ant you dortften and Soke he robem Yot
SuStomers wil ik bocom dsasod and by esowhars. A copettor o stens and
T necd may s wihyour csomers DIAMESS 1 an ol snveonmen, (ing 0
\Sten o co-workers s also problemaic. creates a ecosystem o disregardfo ndividual

nd cevals porsonal lationships 1 he Worklace Fo exampe, f mployees
‘XXESS concem aer an isse hy see i he worDICa,but he manager doest sk e
0 exlainthe prople in greate deia o ook 0 e issus he proble ay 9o unchecked
‘and the employoes will kel feeltha thei inut does ot mater. Workers Wt (o el that
el Geas havevalus and Nnow It hey a3 fecogised a5 valvae conuIrs o he
Gaporae méson




image12.png
M Arolod oain @ingmen 20257

HARVARD REFERENCING WORKSHOP for CortHE Busingss

ke na oSy de bk ooty ()
Sty sk o foondation dogrees

‘Author: Dorothy Bedford and Elizabeth Wison

Edition: Third edion.

Publication Date: 2020.

Publisher: Routledge

Piaaeof Publcation: Abingdon, Oxon ; New York ; Atingdon, Oxon : New York
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There have never baen 50y opportunite Lo workinthe environmenal feld.
Canada, more than hlf  illon people e mploved e o, andavr o0
hundred thousand organizations have at least one environmental employee.

‘Source: Suzuki, David T and Boyd, David R. David Suzuk' Green Guide, Vancouver:
Greystone Books, 2008. 125.
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Although poor training and inadequate resources have caused many plagiarism
problems, the ntermet has added to the challenges. At University of Toronto,
plagiarism related tothe Internet increased from 50% to 99% o cases between 2000-
2001 and 20012002,

‘Source: Lockes, Kity and Finday,sobel. Busness Communication Now: Toronto:
McGrawH, 2009, 251.
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) Make notes on the topic. You neect o think of relevant oxamplas yourselt.

) Write another 3-4 sentences which are connected with the topic sentence but gve
more detall.

©)Wiite a concluding sentence

1. Studyingin London offers a unique cultural experience, but students often
strugel with the hgh cost of ving.

2. Batancing university studying, work and social lfeis a common strugle for
students n London.

3. Makingriends ina new cit s not always easy for student.
4. The diverse culture in London s a great opportunity for students to learn.

5. Foreign students often face language barriers when studyingn the UK.
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