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Task 3 Reflective Report 

Introduction 
Throughout the duration of my academic skills module, I have been focusing on how to improve my studies by using certain practices and models. This report is a reflection on what impacted me the most, my experiences alongside how it is applied. Time management captured my interest when first introduced so I was looking forward to understanding more. It is important for me to know how I currently spend my time in contrast to how I desire to spend my time FDD (2021). Reading and note taking during week three and power phrasing introduced new concepts. These were the main class discussions that enhanced my learning experience. 
Description of Experiences
Prior to starting my study, I already operated on a busy schedule so I knew that time management would be crucial.  During session one we looked at The Eisenhower Matrix then discussed as a class what upcoming tasks we had to carry out and where we would place them on this model. It was a great opportunity to understand how easy it can be to rearrange priorities and gain ideas on what sort of responsibilities we could add to the section delete on the time management issues model. I found this was a particular section I struggled to fill. Lastly delegating tasks was something I hardly do but according to Frank (2009) freeing up your time allows you to do more important stuff. Consequently, aiding in me completing future assignments on time. Doing the craap test activity during the reading and note taking module gave me more insight into how critical thinking aids in gathering information. During week five I had a lot of fun doing the class activity on paraphrasing looking at multiple ways sentences can look different and still have the same meaning. This was my first time being introduced to formal writing. 
Analysis and Personal Reflection
During the task where we completed the Eisenhower matrix, I felt discussing it as a whole class went well helping us engage at a deeper level. As we were still quite unfamiliar with one another it was comforting. I found the individual input to be different to my own ideas also I was able to ask our tutor questions feeling assured in my understanding. Initially there was some doubt on how anything I had scheduled could be deleted later realising everyday jobs that could be completed at any point did not necessarily need planning. This now means I can lower the pressure about adding future deadlines and setting time aside to study.
Delegating tasks in the past was something I believed was only needed in extremely urgent situations. Throughout my learning I can see why it can be valuable and was apparent in lesson one. The following Sunday I began to seek support from family to collect my daughter from school so I could do some reading twice a week. Prior to this I only had this task delegated last minuet if a situation arose where I may have been late. Recognizing how you can achieve more if you delegate wisely Frank (2009). I was slightly concerned that I was struggling to take notes and participate in the discussions fully. Even so now I can see that the participation helped me visualise what had been discussed later. An example of this was during task 1 where a question referred to the pomodoro technique for time management. I remembered the class discussion and the student who referenced it meaning tomato in Italian. Moving forward I will be looking forward to class activities. 
completing my tasks to the best of my ability has always been top of my priorities.  After looking at time management challenges I realised that what I thought would only benefit could also hinder me.  This has steered me to take a more realistic approach. Not aiming for perfection but instead working on tasks without that burden. Tasks can get stacked up if we aim to get them perfect Moore et al (2010) which may be fundamental in meeting deadlines. 
Through week five the activity set was for me and a partner to find a source about startups. This information needed to pass the craap test to be reliable which it was. This was quite difficult, we ran out of time but luckily, we managed to hit most of the criteria. This is something I will need to keep practicing by looking at articles and other sources then applying the craap test. In result I should be able to gather references for my studies that are more credible. I enjoyed learning about paraphrasing and seeing all the different variations coming from other students which meant I was positive I can be creative in using text taken from others to demonstrate depth in my understanding without plagiarising.
Note taking is one of my strengths in this module as it is something I have always had to do and have developed a style that has allowed me to use them effectively afterwards. Although I did struggle on a few occasions to take good notes the discussions helped me retain a lot of information additionally. Since starting the academic skills module, I have cultivated my ability to ask more questions when feeling unsure. My tutor has enabled me to feel self-assured and reduced my insecurities about sounding doubtful which in result has brought me further on my learning journey and allowed me to have a better understanding of the course content. 
Conclusion (100 words)
Reflecting on my experience throughout this module I have achieved new insight on what it takes to enhance my academic study by absorbing then implementing practices I have learnt. Time management was most impactful for managing my stress levels throughout and meeting targets. Whereas academic writing and how to be a critical thinker when gathering information has given me more insight on gathering information from reputable sources. This has been enjoyable, and I have appreciated working with my class to help develop my skills. I feel in the future I will be more likely to obtain what I set out to achieve with support.
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