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[bookmark: _Toc196432794]Introduction
In this report I will reflect on my journey in the first period of the Business Skills for workplace course, specifically in the module of Academic Skills. A very important subject to start our academic journey, since what was taught will be applied in my professional and personal life. 
With learning this subject, I will know how to have a better use in my studies, bringing more credibility, responsibility and professionalism in everything I will write from now on. Thus, making the module of Academic Skills an important learning experience at the beginning of the course.

[bookmark: _Toc196432795]Description
The Academic Skills Module brings direction so that using techniques of information absorption, text analysis, critical thinking, responsibility with reported information and written texts, respect and valuing the rights of other authors, we can learn more easily and create more complex texts using more professional and academic language.
These techniques stand out for their simplicity and effectiveness. In the case of time management within the classroom, it demonstrated not only to me, but everyone that we waste time with things that will not add anything to our lives, such as surfing the internet, playing video games for too long or even watching TV, skipping channels without watching anything. They make us optimize our time with what is truly important and urgent.

[bookmark: _Toc196432796]Personal Reflection
When I started the course, I was not expecting it to be surprising. In the first lecture on academic skills, I was afraid that I would not understand much, but the speaker has a clarity in his voice, easily conveys what he is explaining. He made it clear that he would clarify any doubts, and that was exactly what happened. He always responded or helped when asked. This gave me more confidence to continue. Also, in this same lecture people were introducing themselves, it was even fun because people who did not know each other and were of the same nationality were appearing. With this, our class has 40% of a single nationality. Thus, starting my course.
	Introduce time management in the first week, in which I had already heard about the topic, but in this module, they taught methods that I had not seen. One of the methods presented was the tool created by the 34th American President Dwight D. Eisenhower and is named after him, this tool presented as The Eisenhower Matrix where we can prioritize tasks by dividing them into Urgent and Important, Important but not Urgent, Urgent but not Important, and Not Urgent and Not Important (Martins 2025). Using this tool, we can make better use of our time, thus prioritizing and reducing stress in our professional, personal and student life. We made a spreadsheet with tasks that we have in our day, I confess that there was almost no time left to study. So, using The Eisenhower Matrix, I put my schedules and priorities making my day to day easier. 
	Regarding other methods, on this same day he introduced a study technique created in the mid-1980s by an Italian student named Francesco Cirillo called the Pomodoro Technique. The technique consists of focusing on the tasks by dividing this focus time into 25 minutes of extreme focus with 5-minute breaks of stop, this in a period of 4 hours. This made the study or task not become tiring. Bringing more ease in archiving information whether in study or at work. According to Francesco Cirillo (2025), this technique has ‘‘appreciated by more than two million people and quickly becoming extremely popular’’. Now I am applying this technique in the daily routine, facilitating my work and study. It was difficult at first and today I already get satisfactory results with The Pomodoro Technique.
	Starting from the time management module and applying it daily, we started to improve what I believe already knew how to do, which is to take notes and how important they are so that we can guide ourselves in studies, meetings, and production of reports. Using methods and techniques we can be more effective with this notetaking. The Cornell Notes-Taking System developed by Cornell University professor Walter Pauk (2010). which uses a table to organize notes, key thoughts, and few questions that may arise. Facilitating review and obtaining more information retention. Concluded, taking notes will always be an extension of your memory.
	Entering the part that I have the most difficulty with, writing. Academic writing is much more complex than the writing we normally use. There are rules, rules for words and expressions, we must be careful not to quote or use ideas, phrases, and texts that we have not made or written. That is why we must do accurate research on the subject we are going to write, so that we can create more accurate references and demonstrate where this information came from. However, by practicing academic writing we will not infringe copyright law, and we will not be involved in plagiarism.
	Regarding the tests applied, two tests the lecture applied in this period. The test with questions and answers in the fifth week and one in the seventh week to assess how we were assimilating our logic and learning. In the second test I was stressed because I need to increase my vocabulary of which I feel limited. With that, I believe it did not do well, making me anxious for the rest of the week.
	Regarding the coexistence with the class and the speaker, I believe that during the lectures there a parallel conversation that always get in the way a little. I always try to sit alone to avoid these discomforts, but it is not always possible. The speaker is very solicitous, explains with dedication and patience, attends when requested, asks questions, gives tips, and speakers like this make me more enthusiastic about being in the room.

[bookmark: _Toc196432797]Conclusion
	In this module I can conclude that in the initial impressions we had clarity, engagement, and dynamics. The lecture and the class who provided a relaxed interaction relieving stress at the beginning of the course. We work on time management techniques with the Eisenhower Matrix and Pomodoro Technique, where we learn to organize time and improve focus on studies without exhausting ourselves and getting more retention of learning. With the help of more effective notes, improving productivity to reach the challenge of academic writing, which to be able to pursue an academic or professional career where we must respect specific rules so as not to commit plagiarism. Thus, bringing the importance of this module in my personal and professional journey.
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