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Introduction

This reflective report has been compiled by myself, to showcase my experience of completing the Academic Skills module and I how I found the overall experience of it. 
This module consisted of many topics. The topics I will discuss and analyse are Time Management and Note Taking. 
Time Management effectively has made me understand about how important it is to prioritise my time. I am now able to have time for my studies without it affecting my personal life too much.
Note Taking enabled me to differentiate as to what is informative notes rather than writing everything down. I can now take notes that will make sense to me when I go through them.

Description of Experiences

During the Time-Management topic, I was provided with a blank study plan worksheet to fill in. The purpose of this sheet was to identify how I spend my time during the week. This enable me to identify how I was spending my time and where I could amend my time to fit in my studies.
Lutkevich, B (2023) defines time management as ‘the coordination of tasks and activities to maximise the effectiveness of an individual’s efforts.’ The three methods shown in this topic are The Eisenhower Matrix, the 4D Strategy and The Pomodoro Technique. 
The Eisenhower Matrix is a box method technique that divides task into four areas; urgent, important, not important and delete. The 4D Strategy is based on the Eisenhower Matrix, with a simpler approach. The Pomodoro Technique is a method to overcome procrastination. The idea is for an individual to take regular short breaks of five minutes, when focusing on a task for twenty-five minutes, ‘to promote sustained concentration and stave off mental fatigue’ (Scroggs, L 2025).

I assumed note taking was just as it is. However, the topic helped me gain knowledge to the different techniques available for note taking. Specifically, the diagrammatic note taking technique. Although this technique is new to me, it is a much simpler and easier way to create and read notes. Having the topic at the centre, with sub-points going off the topic, allowed me to understand what I was taking notes about, instead of skimming through pages of notes. Learning about diagrammatic notes helped me to answer the question in Task Two where I was required to do diagrammatic notes on a given topic.

Analysis and Personal Reflection

The theory behind Time Management methods were make me understand and prioritise how to spend my time. A study plan worksheet allowed me to see how I was using my time. Out of a hundred and sixty-eight hours, the total hours for seven days, I had to ensure I had enough time to study at university and at home for independent learning. University study hours were just eight hours per week, across two days, I needed to make sure that I was allowing time for home independent study as well. After completing this activity, I could identify as to how much time I was wasting, just by being on my phone and watching television. This led to me questioning what was important and what was not. It was something that I needed to look into and implement a strategy immediately.
Time Management methods such as The Eisenhower Matrix and the 4D’s Method made me realise, I can delegate tasks, give priority to tasks that are urgent, complete tasks later and just let go of somethings that are not important. The Pomodoro Method allowed me to stop procrastinating and focusing all my energy into completing a task in one go. It helped me understand, that it was ok to take regular breaks to avoid getting overwhelmed by the task at hand. Revision for Tasks One and Two were essential for me to fit into my schedule. Using the time management methods, I was able to allocate a set amount of time for this. The results that I got after completing the tasks, are proof that allocating time for revision using the time management techniques can lead to success. 

Note-taking was slightly different for me. I thought I took good informative notes, however, after completing the note-taking topic, I clearly had the wrong view of my note taking skills. I was not up to par with this skill as my note taking would involve writing entire sentences, using the linear notes method. I had to read my notes in detail to see and understand what I had written. The lecture on note taking allowed me to understand how to take meaningful and informative notes, without getting confused with everything I had written down. I could shorten my notes down to just a main point and sub points and these would still be understandable to me, even when skimming through them. 
Various methods of note taking were taught in the topic, from linear note taking, tabular note taking, and Cornell note taking. Although, these note taking methods were straight forward and I was able to understand them, Cornell notes and tabular notes did confuse me, as both styles were in table form, and both are used to summarise texts. The difference, explained by Open University (2025), expressed that tabular note taking is ‘good technique if you want to summarise information.’ Cornell note-taking is ‘for taking, organizing, and summarizing notes’ (Good Notes, 2025). Tabular notes is just that, notes in a table, and Cornell notes would be slightly more detailed, with questions or key points on one side, with the relevant notes or answers next to them, again, in a table form. 
The one method that caught my attention, and I was most intrigued by was, diagrammatic notes. This method is like a spider diagram, but for notes. The topic in the middle, with sub-points coming off the main topic, this type of note taking was easy to understand and made sense when I skimmed through the diagram. With a lot of practice and patience, I was able to learn this technique of notetaking and could apply it to the Task Two test. Diagrammatic notes was a big part of the test, and with the knowledge I had gained, I was able to complete the task easily.
I would like to practice more on taking notes using both tabular and Cornell methods, as this will help summarise points and get relevant answers to questions or even raise a few questions. I feel it is necessary to learn different types of note taking, as different methods may work well in some situations than others.

Conclusion

By completing this academic skills module, I am able to understand and gain knowledge in many topics. Particularly in Time Management and Note Taking. With the understanding of the methods and theory behind both topics, I feel that I have learnt valuable skills to implement both in life and in the remainder of this course.
This module has made me feel more relaxed and not as worried as when I first started. The module was explained thoroughly. The topics relevance was also clarified for me. With the skills and knowledge, I have gained, I plan to use them to, hopefully, complete a degree in the future. 
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