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Note-taking skills

Description 
[bookmark: _Toc175259714][bookmark: _Toc175259782][bookmark: _Toc175259797][bookmark: _Toc175259956][bookmark: _Toc175259984][bookmark: _Toc175260155][bookmark: _Toc175260193]Introducing Note-Taking Skills:
Note-taking is a essentiall skill that can be helpful to your learning and retention. It's not just about writing down words, it's about understanding key concepts, and organizing key information.



Feelings

At first, I felt this skill was not important for me because I thought I was good retaining information but when I start to implement this skill, I realised that this might be can help me a lot to keep key points like these ones.
· Taking notes forces you to process and understand the information presented.
· The act of writing or typing helps solidify information in your long-term memory.
· Well-organized notes provide a valuable resource for review and studying.


Evaluation 

With this great skill I start to take notes more often and in class we started to apply the Eisenhower matrix which is great and studying this skill I realised I can increased productivity By prioritizing tasks based on their importance and urgency, individuals can maximize their time and achieve more in less time.


Analysis

According to (Willian A, n.d.) (January 1985) “Its widespread use suggests that students must view the notetaking process as one which facilitates their assimilation and retention of important conceptual understandings”

I think what William said is right because this is one really powerful skill what is fundamental for retain information and understand better some points.




Conclusions 

With all this information I can said this is one of the biggest skills I learned in class  
And I can improve in some areas in my personal life and my place of work.










Personal action plan 

My personal action Plan is implement methods that can help me in improve the development of note taking skills like the mapping method which we used in class and it’s really useful.

According to (cchattanooga, n.d.) This format helps you to visually track your lecture regardless of conditions. Little thinking is needed and relationships can easily be seen. It is also easy to edit your notes by adding numbers, marks, and color coding. Review will call for you to restructure thought processes which will force you to check understanding. 







References 

(Willian A, n.d.)
 (cchattanooga, n.d.)








Finding information / research skills


Description

Research skills are practically any skill used to analyze or find information relevant to a topic of interest 

Searching for a good quality of information from a deep variety of sources in your university or collage is great skill that demonstrates your subject knowledge and your ability as a critical thinker.


Feelings 

When I realised this skill can help me in every area, I started to use it much often and implementing that new skill at my work.

These skills are really helpful when you are at class because it easier to know how to find information and how to development it.



Evaluation 

We have used in class some skills what we can implement how to find information online and how to search important points at the internet.


And if you can plan your search before is an important the step because when you looking for information especially when you are engaged at study and focusing on books and online information sources. It can be easy to become oppress by the amount of information available in internet. Having a sense of the questions you are trying to answer and the type of report you are hoping to find, will help make information searching more easy to manage.



Analysis 

According to (Dovetail, n.d.) “Good research skills are crucial to learning more about a subject, then using that knowledge to improve an organization's capabilities. Synthesizing that research and conveying it clearly is also important, as employees seek to share useful insights and inspire effective actions”

I’m completely agree with this article because I think that’s one of the keys of searching information learn more about the subject more about what you’re looking for, learn how to find key information and how to use it properly in your benefice.




Conclusion 

With this amazing skill I have to said I improve a lot in my work.
Finding information and research skills give you the ability to collect information from difference sources and analyse it critically in order an exhaustive understand of a subject of the most important points. 

Research skills are fundamental to academic success. 




Personal action plan

I will take action implementing these two amazing skills, during this term I could use both of them and its grateful learn new skills that you can implement at your place of work as well.

According to (Network, n.d.) “No matter what career path you choose to take, research skills are one of the key graduate career skills that will help you impress employers in applications and support you throughout your entire working life”

This article was right because at the same time I’m learning these new skills I realised how I can use it at my place of work and is helping me to improve my skills at work and bring new thinks to the companies I worked for.



Reference  

(Dovetail, n.d.)
 (Network, n.d.)






Summarising skills

Description
Summarizing skills include the ability to epitomize  information into a concise and informative overview.  Key points for a good summarizing can be:
· They can quickly determine the most important ideas in a paragraph.
· Omit or deleted unnecessary information without forget the main message.
· Maintain clarity and coherence: They can present the summary in a clear and organized manner, ensuring that the reader can easily understand the original text's main points in text.
· Use appropriate language: They can choose words and phrases that accurately convey the original meaning without being overly complex or simplistic.

Feelings 

At first, I didn’t pay too much attention to this skill because I thought it was not really useful and when I start to use it, I realised its great and works really well because it makes your life much easier and you can advantage of it for example at work or when you read a book or magazine is incredible skills and it’s been really helpful in this first period at the university.


Evaluation 
Summarising and paraphrasing are essential skills in academic work and when in class I start to use these two great skills I improve a lot, They involve extracting the key points from a source text, turning these key points into an abbreviated version (a summary) of the original, and, importantly, expressing this information in your own words. This is needful to avoid plagiarism or someone copy your own ideas.

Analysis 

According to (Hummedia.manchester, n.d.) a good summary should: 

 -It should offer a balanced coverage of all the main points in the original text 
- It should make the key points of the original clear 
-It should be written in your own words as far as possible and not rely on too many 

-phrases lifted from the original. However, you should not choose obscure, uncommon synonyms just to avoid using words or phrases from the original text. You do not need to change technical, specialised, or conventional terminology or phrases, as these can often only be paraphrased by awkward, inaccurate circumlocutions. I’m agree with this article of Hummedia Manchester as they are putting in place key points of summarizing and which I been using in class the pass three months and help me a lot in all aspects.  
Conclusion 

The key  of a summary is take relevant information of a text without losing the most important  keys points  or ideas .  summary idea should with a logical  representation of main points text in your own words.



Personal action plan

I will start to use more often this skill as it’s been really useful for me in the university and work, I think summarizing is a great tool what everyone can use and learn how to use it and improve in personal and professional life. 
According with  (Ray, n.d.) 
(the act of repeating what you have heard with as few words as possible to clarify the meaning and understanding of what has just been said) 
Through asking good questions and by practising conscious deep listening, you can use summarising as a technique to check your understanding of what you think you have heard. 
I’m completely agree with Dr Ray because he mention in his article the importance of listen and understand key points to do a good summarize.  
Reference  
(Ray, n.d.) (Hummedia.manchester, n.d.)
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