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Reflective Report on Developing Academic Skills 
Introduction
This reflective report focuses on my learning and academic development during the academic skills module. In the report I will discuss the progress I have made with key skills such as time management, paraphrasing, referencing and how I have applied the techniques in class activities and assessments. The report also highlights my personal strengths, areas for improvement and the ways I intend to use these techniques in future studies to become a more effective learner.

Description of experiences
I will illustrate how I have applied the skills I have developed for example, during my digital skills class when completing the ‘create a poster’ task. This activity required effective time management, the ability to paraphrase information without plagiarism, the use of reliable academic sources and accurate Harvard style referencing. 
My experiences with the strategies I have been taught have been instrumental in helping me effectively manage tasks and complete assignments. A strategy that proved especially effective for me was the Eisenhower Matrix. I created a diagram divided into four categories: ‘Do’ (important), ‘Decide’ (schedule a time), ‘Delegate’ (assign to someone else), Delete (remove/unimportant). By organising both my academic and personal responsibilities in this way, I was able to prioritise effectively and plan my time with greater clarity. This approach allowed me to dedicate focused effort to researching and creating the poster while also maintaining balance with personal commitments such as exercise and household tasks. As stated on the E-Student website, “By systematically organising responsibilities, the matrix empowers learners to optimise their time and concentrate efforts on activities that contribute significantly to both personal and academic success” (E-Student, n.d.). This approach provided a structured framework for prioritising urgent and important responsibilities, enabling me to allocate my time more strategically. This experience highlighted how structured time management not only improved efficiency but also strengthened my ability to balance academic and personal commitments, contributing to my overall development as a student.


Personal Reflection
An academic skill I found more challenging to learn during this module was paraphrasing. Paraphrasing has been a challenging but valuable skill to develop in my academic writing, my early attempts often resulted in work that closely resembled the original text/source, which highlighted how easily unintentional plagiarism can occur. While developing my paraphrasing skills I came to understand that effective paraphrasing requires not only the change of words but, understanding the ideas fully and representing them in a way that reflects my own academic voice rather than the authors wording. The guidance from Newcastle University (n.d.) suggests that students should “jot down rough notes about your understanding of the texts main message. Don’t try to replicate what it said, only what the meaning was”, which encouraged me to engage more deeply with the material and take notes on the main points presented. A hurdle I faced was balancing accuracy with originality, oversimplifying or altering the text too much. This risks changing the meaning however, minimal changes fail to show my understanding. Practising strategies such as summarising before re-writing has been particularly helpful, as it forces me to focus on the key message rather than the wording of the source. This improved my ability to present knowledge that demonstrates both understanding and originality. 
In developing my understanding of academic referencing, I recognised the importance of correctly acknowledging the sources work. The open University advises that “You need to include an in-text citation wherever you quote from, summarise, or paraphrase from a source. An in-text citation consists of the last name of the authors, the year of publication, and a page number if relevant” (Open University, n.d.). Applying this guidance has enabled me to ensure that all ideas derived from external sources are properly credited, minimising the risk of plagiarism.

Evaluation 
The application of the Eisenhower method enhanced task management by enabling a clear prioritisation of urgent and important activities, which improved overall efficiency in completing my assignments. The practice of paraphrasing further developed my academic writing skills, as it required precise understanding of the source material and careful re-expression of the ideas in an original form. Although initially challenging, this process was facilitated by summarising key points before rewriting, resulting in more accurate work. Consistent use of Harvard referencing reinforced the credibility of my work and ensured appropriate acknowledgment of the authors and sources. Collectively, these strategies improved the quality and structure of my academic work.

Analysis
By analysing these experiences, I can identify how each strategy contributes to overall academic competence. Learning effective prioritisation by clearly distinguishing between tasks that were urgent, and those that were unimportant improved my overall time management. I will continue to enforce the Eisenhower method in the future to manage daily tasks such as, studying, assignments, exercise and household responsibilities. Paraphrasing encouraged deeper engagement with the sources material as it involved comprehension and re-expression of the details in my own words, helping me avoid plagiarism and enhance the integrity of my work. Consistently applying Harvard referencing has taught me to ensure the sources were properly credited, reinforcing the reliability of my work. Together these strategies I have learnt in my Academic skills module demonstrate how careful interpretation of information, correct citation practices interact to produce organised, accurate and high-quality academic coursework.

Conclusion
Learning methods to improve my time management, paraphrasing and referencing skills has been valuable for improving my approach to academic work. These strategies have helped me work more efficiently, write with greater originality and maintain academic integrity. They will continue to support both my academic progress and future professional development. Moving forward, I will focus on improving my referencing skills by paying closer attention to detail, for example ensuring all in text citations are accurately matched to the reference list and practising consistent application of Harvard guidelines. Which will further strengthen the standard of my academic writing. 
In conclusion, the knowledge and skills acquired through this module will significantly support the successful completion of future assignments and the advancement of my academic development. 
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