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1 INTRODUCTION

According to (HCPC,2021) Reflection is a process which helps you gain insight into your professional practise by thinking analytically about any elements of it.
Reflection is important as it helps you develop your skills and review their effectiveness instead of just carry on doing things in the way you always do them, it helps you questioning things in the positive way before deciding whether there is a better or more efficient way of doing it in the future.
My report will reflect on Time Management because it improves academic performance and reduces stress, and I will also reflect on Note Taking Skills.

[bookmark: _Toc194656418]2 DESCRIPTIONS OF EXPERIENCEs

In the first week of the academic skill course, we learnt about Time Management, how it improves academic performance and how to use the 3 different time management strategies (the 4 D strategies, the Pomodoro technique and the Eisenhower method). Time management is crucial for balancing, maximizing productivity, and reducing stress. It involves setting goals, prioritizing tasks,and scheduling effectively to achieve academic and personal success(Swansea university,2025).
I will also describe the Note Taking skill which according to (Mc Pherson,2018,p6) is a strategy for making information meaningful…The act of taking notes is more important that the result. We learned five differents kinds of Note Taking which are: Mind map, Linear notes taking, Tabular notes taking, Cornell note format and Diagram/Diamrammatic notes taking. 
I found both Time management skill and Note taking very useful skill in the way I organise myself and understand information during lecturer teaching and class activities.





[bookmark: _Toc194656419]3 Personal Reflection
[bookmark: _Toc194656420]3.1 Evaluation 

The evaluation I am making on Note taking methode is that it help me get the informations during learning activities in class. Knowing that as a student who is coming from a French speaking country, my understanding will be challenge but the Linear notes taking methode help me focus in listening lecturer and easily right down the informations using short phrases, contractions or abbreviations. Diagrammatic notes taking technique was also helpful to me as it helped me break informations for a better interpretation.
The Time Management skill was more about how quick I can manage tasks given to me effectively and provide results on time during class activities or tasks, which was challenging sometimes because of understanding of subject given. By learning the Time Management strategies like the Einsehower method, the 4 D strategy or the Promodoro technique I was able to concentrate my effort on one task at a time, achieve goals within the time given, develop a self discipline and be able to provide more free time for myself.
[bookmark: _Toc194656421]3.2 Analysis

The Time Management skill was a very challenging topic for me, first main topic of the academic skill also first week into the academic skill knowledge tool to succeed as a student in higher education after I have been away from academic study for more than twenty years. But the topic was very interesting and useful for an academic purpose, personal life and career. The teaching, the group activities and an individual participation during classes made me realise that I made the right decision to further my education. This quotation from ( V.Lombardi,1967 ) ‘ if the price of success is hard work and hard work is achieve through excellent time management skills, then is not time one of the greatest resources a human can? ‘ was very helpful for me to organise my time more efficiently as social media was taking most of my time. Now I can say by using the Einsehower method, the decision matrix priority, I am more focus on what is important, not important or urgent or not urgent on my academic journey.
The Note taking method was also a good tool to collect and organise informations during teaching and gain knowledge. By using my physical notebook for the academic course, suggested by my lectuer Timothy Hopkins, I was able to collect all the informatios I noted during teaching in one place to facilitate revision when needed. Using the classic Linear Note taking style, where I was able to use contractions and abbreviations help me take notes on what speaker was saying more efficiently and save time. I see myself as someone with a lower capacity work memory because sometime it can be challenging for me to hold more than three pieces of informations at a time. I have to read over and over information before it make sense to me that is why the Diagrammatic note style can be sometime a challenge for me. It has a main topic information, main point information and lot of sub-point. I am doing more practise in this specific note taking style as it help break all the informations for a better understanding.

[bookmark: _Toc194656422]4 Conclusion 

In conclusion, I note thatTime Management and Note Taking are two important and different academic skill that help students during their academic years, in their personal life and career.
It has been a great learning experience during this first academic term with the knowledge of Time management which have teach me how to use different strategies to organise myself and be more focus on things that are important and worth spending time on. Also, the Note Taking skill has been very useful in the way I can understand pieces of information and put them into my own words when taking notes.
They are still many other academic skills to support students.
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