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Students can discover all of their strengths and then reflect to self- evaluate areas for improvement (Moon, 2004).  During the time spent at university I aquired deeper understanding of the concept of academic skills module and can only hope that my reflective report will mirror the knowledge I gained during the 10 weeks journey through all the essential topics academic skills module offers. Through the reflection and based on a few chosen topics I would like to recall the experience of my learning process.  In my report I will discuss three topics: time management, note taking and paraphrasing.  These topics were not only required for independent study but also to complete both Task1 and Task 2 and mostly they helped me to preapare for the main Task 3.

[bookmark: _Toc194656418]2 Description of Experiences 
Time management refers to the skill to plan and control how to divide time between activities. Good time management improves productivity and reduces stress (Macan etal., 1990). During the classes we have been introduced a few strategies how to manage time effectively.  The class activity and discussion brought me an insight that not only I am struggling with procrastination but my class mates have this problem too.
Note taking is the practise of recording key information during lectures and reading.  It supports comprehension and memory (Kiewra, 2002).  What particulary stood out for me when we have been taught this subject was working memory, as being  not native speaker I need more time to process the information I have heard.  Taking different kind of notes was also a vital part of this lesson.  A very good task – reading an article and answearing questions during the class revealed my areas for improvement. 
Paraphrasing means rewording information from a source in your own words while maintaining the original meaning. It is essential for academic integrity (Library, 2024).  The practise in the class did not indicate major difficulties as we could use our phones to help us finding meaning of the words, synonyms or even translations but when it came to Task 2 – writing exam, I struggled with rephrasing the sentences.


[bookmark: _Toc194656419]3 Personal Reflection
[bookmark: _Toc194656420]3.1 Evaluation 
When I reflect on my experience in the Academic Skills module, I can see that inconsistency was the main reason of the failure in the three main skills. Initially I did not manage time skillfully.  When I started to explore this topic I instantly knew that this will be very important one for me as I tend to procrastinate especially when facing challenging tasks. Reading and revising before assignments were frequently finished by me in the last minute. The results were visible in  Task 2 which did not go as good as I expected.  My confidence suffered because recalling all the knowledge under preassure was difficult. I realised that my strategy was not effective and prioritising and planning more proactively became obvious.
I swiftly made progress at taking notes. I started to use tabular and linear notes after studying various methods in class. Those notes assisted me in preaparing for Task 1 and 2 as writing down the key ponts made the revision process easier.  That geve me the feeling of being more organised.
Paraphrasing remained the hardest of the skills for me. Throughout Task 2 I became aware that without helping tools like phone or computer I will struggle to rewrite ideas in my own terms.  My several attempts were still similar to the material source so I had to repeat certain portion of the task.
[bookmark: _Toc194656421]3.2 Analysis
My early struggles with time management occurred because I did not plan and felt overconfident that I will finish my revision on time. Quizzes and reading tasks often took longer than I expected.  According to Macan et al. (1990), poor time estimation and procrastination commonly lead to stress and deficient academic work.  Following Task 1’s rushed experience I began using a weekly planner and larger tasks broke into smaller steps.  Thanks to different methods learnt during the seminar I realised that prioritising and planning is my great weakness.  Eisenhover Matrix and 4D technique made me aware that I must concentrate on the most important and urgent things first.  Other tasks can be postponed, delegated or eliminated. Discussion in pairs regarding procrastination  lead us to to the conclusion that by eliminating distractions and self – motivating ourselves we can overcome this obstacle.  Now I feel much more confident in this field and will focus on implementing the knowledge not only at university but also at workplace and in personal life.
Note taking however was something I promptly improved.  The notes of mine at first did lack structure, therby making revision difficult. As per Kiewra (2002) structured notes help people to enhance their understanding.  Before I found out about the different kinds of note taking I was very chaotic when it comes to writing, my notes were not accurate and not well organised and instead of summarising the important facts I was recording the whole pargraps. In most cases writing the key points was not that challenging for me but knowing how to make selective notes or how to present them was crucial for further studying.  Even though I am a visual learner I find  diagram and mind map more time consuming. During the writing assignment making the diagram note required a significant amount of time and deleyed the other remeining tasks. While linear and tabular notes are more to the point and I usually record my ideas this way, using heading, subheading, bullet and numbers points.  This certain approach helped me to summarise the key points when writing reflective report. I can see many advantages of studying this particular topic, first of all it will be very helpful for further learning especially revising for exams, preapering presentations or writing another report.
I found paraphrasing to be the most difficult of the skills. At first I thought that it was just about changing a few words but the amount of parphrasing activities we had in the class revealed its complexity. I was worried about an accidental plagiarism due to my several attempts being too close to the original source.  (Brown and Lee 2015) point out that many students often lack the confidence in restructuring sentences in proper way. Even though parphrasing still remains a field for development I know it is a long process it takes time and effort. My first step to achive this goal is  to start reading more. Only by reading I can extend my vocabulary, as wide range of terminology is crucial for being successful in this field.

[bookmark: _Toc194656422]4 Conclusion
Although writing reflective report was challenging and overwhelming at times I found it very enriching as it required me to use skills which until now were just theory. Writing this report helped me to convert the theory into practise. By studying deeply this module I gained valuable knowledge and confidence, improved my memory and concentration, became more organised and developed my understanding and communicating skills. This module has allowed me to determine that academic skills are vital for university success. 
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