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1. INTRODUCTION

This June I started the CertHE Business course, and I have the task of writing a reflective report about the Academic Skills module. I need to describe what I learn until now and analyse my experience learning about Time Management, Paraphrasing, and Summarizing.
These three skills were useful for my studies routine helping me become more organized in my tasks and allowing me to increase my English vocabulary. This module was essential to improve as a student, giving me the tools to continue my studies properly and follow the University rules.

2. ACADEMIC SKILLS

2.1 TIME MANAGEMENT
Time management helps you to be more disciplined in your studies and complete your activities on time in an organized and efficient way, creating a balance between your personal, studies and professional life avoiding stress not leaving everything to the last minute. “Learning to manage your time effectively enables you to meet deadlines, explore new ideas, and find a healthy work-life balance.” (Coursera, 2025 n.p.)
Time management was my first subject in the Academic Skills module and when I saw this topic I thought why we need to learn about this? I confess that I think was unnecessary because after all, organizing was something you didn't need to learn, but I was wrong and during the class I realized time management was essential to manage student life and for the professional and personal life. Ms. Grewal said about the importance of to be organized and disciplined to do the academic tasks in a right way. She said is essential to have a right time to do our tasks and we need to know how to use our time effectively. We learned about The Eisenhower Matrix, The 4D Strategies, and The Pomodoro Technique. The Eisenhower Matrix and the 4D Strategies are similar, it is a table divided in an urgent and non-urgent activities and which task can be delegated or deleted. The last technique mentioned is The Pomodoro Technique it is about you stay focused on studying for twenty-five minutes and then rest for five minutes. Since I learned about the Pomodoro Technique I included into my study routine and noticed how much more focused and organized, I become to complete my studies tasks. I take the opportunity to teach the Pomodoro Technique and the Eisenhower Matrix to my children and now we use to organize our studies time and personal lives.

2.2 PARAPHRASING
In week five we start learning about Paraphrase which is writing the ideas of another person in my own words. This skill is very useful for completing academic work, avoiding plagiarism giving the credit to the original author and encouraging the improvement of my vocabulary. According to Stevens (n.d, n.p.), “Paraphrasing is a valuable skill that enables writers to incorporate external information into their work while maintaining ethical standards and enhancing their understanding of the material.”
This topic made me a little anxious because needs more attention in create the sentence. I realize the vocabulary I should use needs to be more formal and extensive so I can make the necessary changes without risking plagiarism and since English is not my first language, I see right away that probably I will have some difficulties in the paraphrase module. During the learning of paraphrase, we were introduced to the Dictionary and Thesaurus app, which helped me a lot to create sentences using words and synonyms that I was not familiar. In the end, even if I was in doubt and scare to messing up in class activities and exams, I understand that with a little patience and dedication I manage to get a better vocabulary and be able to form sentences with formal words and paraphrase without any complication.

2.3 SUMMARIZING
Summarizing was another skill I learned that really helps me with my studies. Using this technique, I can reduce the information in a long text to the main ideas, this helps me make notes and memorize what is most relevant to my studies.  I remember doing summarizing exercises and having difficulty identifying what was relevant to take notes then Ms. Grewal helped me with the activity and with practice I understand how to look for the key ideas. In reference to Ellen (2024, n.p.), “… with practice and the right approach, summarizing becomes more manageable, and we’re here to help you with it.” In the end, summarizing allows you to create a strategy to organize and plan your studies in a clear and easy way.
 
3. CONCLUSION
I always loved learning since I was nine years old, I have a reading hobby which has helped me to be a good student at school. When I had the opportunity to attend university in England, I was excited and scare at the same time, asking myself if I could handle studying in a different language because my first language is Portuguese. I remember I was so anxious, but I want to believe I could do this, so I give myself a chance to try it. Ms. Grewal was very friendly, and I feel more confident in class. I remember she often encouraged me to speak and share my opinion and ideas.
Through the review for task 2 when Ms Grewal was talking about paraphrase and how important it is to know synonyms and improve our vocabulary she saw I was very nervous, and she told me not to worry because I was doing good in class. She said that she understands how challenging it was for me and all students to complete and understand tasks in a different language but if we were able to pass the university interview, then there is nothing to worry. That words were essential to increase my self-esteem and confidence and since that day, I dedicated to learning new words and synonyms to improve my writing and future assignments that I need paraphrasing.
Considering everything until now, this experience is fascinating but also challenging, I live two hours away from the university, and studying on weekends requires extra sacrifice. I am a single mother, and I need to leave my children with my mother, take the train, tube and have the energy to study four hours and then travel back, collect the children and do it again on the next day. One thing that disappointed me was my score on Quiz 2, as I could not complete the paragraph and paraphrase. I feel like I could have done much better, but at that moment my weak vocabulary and anxiety didn't help me either. I hope in the future I can use all my knowledge and experience in Academic Skills to get better in my writing and be able to do my assessments and reports using formal vocabulary and this way improve my paraphrasing and summarizing skills. Despite the ups and downs, I am confident that I will achieve my goals and be able to become a lawyer in the UK.
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