Cristina Graur
Student ID: 2332971


Reflective Report



Academic Skills (LCLM4001_LON)
Lecturer: Peter Allen




August 2024



Contents

1. Introduction……………………………………………………………………………….3
2. Referencing skills……………………………………………………………………   3&4
3. Note-taking skills………………………………………………………………………4&5
4. Paraphrasing skills………………………………………………………………………6
5. Conclusion……………………………………………………………………………….7
List of references


Introduction
I have been a student in University of Wales Trinity Saint David since June 2024, when I enrolled myself for Certificate of Higher Education Business Skills for the Workplace and, I can truly say that I have been enjoying every single lecture I have attended. The lecturers are highly educated and they give us good support and guidance, to learn more things for our further development and become more successful. 
In the Academic Skills Module, we have been introduced and explained various academic skills that will help us to improve our academic writing. From the several skills we have been presented during this module, I have chosen the following three in my preference order: referencing skills, note-taking skills, and paraphrasing skills and I have written a reflective report below for individual skills, based on Gibbs’ Reflective Cycle (1988).
Referencing Skills
Before enrolling to university, I had no knowledge about referencing and I was a little bit nervous just hearing of the terminology of referencing. 
During the class, we were given some practising papers and requested to reference correctly, depending on the source of information, either there were published books, e-books, or online articles. We were advised to use the Cite Them Right tool on the university Moodle and to use the Harvard referencing style for the in-text citation and the list of references.
I thought it would be very difficult to reference the sources I was going to be using in my final reports, but when the lecturer explained the technique, I did not find it that challenging, I was able to reference correctly whilst some of my colleagues found it quite overwhelming. However, we worked in groups and I was able to support my peers to understand the process of referencing more. I then became more optimistic and confident and I was able to use my knowledge in the in-class quiz, where I scored a high result and I felt proud of my achievement, considering my background and the fact I was just a learner in higher education.
According to Bailey (2013), academic writing relies on the research and ideas of others, so it is paramount to indicate which sources you have utilised in your work in an appropriate manner.
“Neglecting to acknowledge the ideas of others or indicate where you got your information from is one of the most common reasons why students are failed for plagiarism. It is easy to overlook that many of your ideas come from someone else. These are also referred to as citations and they are not only referenced in the text itself but also included at the end in the bibliography. This activity is not something to leave to the end of your writing; it is an integral part of your work, and the process of referencing will help you to develop your ideas. Make referencing as you go along one of your golden rules of writing” (Bedford and Wilson, 2020, p96).
McMillan and Weyers (2021) claims that when any type of academic paper is written, the sources of information and ideas drawn from in-depth reading on subject must be given, to give your reader enough information for your source to be located.
Furthermore, Smale and Fowlie (2009) argued that it will note be considered plagiarism an honest but incorrect attempt that was made to source reference correctly. However, you may find marks could be lost, so it is a good practice for the skills you are going to need, to be learnt immediately after commencing the course and before you upload your first assignment. 
Having experienced referencing, I now feel I have improved my understanding of this process and this knowledge will be essential to me as a learner when writing my further assignments. 
Note-taking skills
Prior to enrolling to university, I had no information on how to take any notes, so I was just using my own method I have ever used, which I later found out it was called the sentenced method.
During the class we were given an activity for note-taking, we had to listen to a conversation on BBC about personal motivation and take some notes about the key facts or opinions, we were asked to give the names of the people engaged in conversation, the sports that one of the people did and the what key tips to improve motivation were shared in the podcast.
With English being my second language, I found it very challenging to even understand what they were discussing in the podcast but to note the people’s names was even more challenging, especially when the people involved in the conversation were coming from a diverse background. I was unsure if I was taking the right notes, if I was able to memorise and understand all important information and facts. When we shared our findings within the class, I realised it was not just me alone feeling nervous, confused, or even overwhelmed but my peers too. However, at that time I was feeling optimistic that I will eventually improve my skills in note-taking and become more confident in completing my further assessments.
The lecturer then introduced us to different methods of note-taking and I found that the Cornell method was the most efficient, however in the practical in-class assessment we were requested to use the mind-map method and hopefully I will again achieve good marks. 
“Traditionally, studying at university is referred to as ‘reading for a degree’, a testament to the centrality of reading to building knowledge and understanding. For almost any subject studied in Higher Education, reading, and making notes are essential tasks.” (Cottrell, 2016, p213).
“Note-taking is recording information as you receive it orally – for instance, in a lecture or tutorial - and tends to involve following the thought patterns of the person delivering the information.” (McMillan and Weyers, 2021, p102).
According to Cottrell (2016), the way that your notes are made, can significantly affect your ability in finding, recalling, and applying information in practical contexts.
Furthermore, I have learned that note-taking is very important in how you are going to write your assignments. The lecture was useful as it gave a clear understanding on how to take notes, however more practice will improve the skills of note-taking. Note-taking skills will also be essential to me as a care manager at my work place, when attending further training and workshops, to ensure essential information was written down.


Paraphrasing skills
Finally, I will be talking about the third skill I have found it very useful in producing the written work and this is paraphrasing skill. I was familiar with the meaning of paraphrasing but I was not aware of the techniques used.
In the class, we were given some paraphrasing practice exercises, firstly to read three paragraphs and decide which one was the best written. I found this activity quite difficult and I was pleased to know I was not the only one feeling that way, some of my colleagues were also confused. We were then explained the five techniques for paraphrasing and we were requested to rewrite some sentences in a paragraph using the synonyms, changing the word class and the word order. When reading more about paraphrasing, I then realised the practice exercises given in the class were from Bailey (2013).
After more practising, I became more confident in myself that I could improve my paraphrasing skills. However, from my perspective, the more reading, and the more practising I will do, the better knowledge and understanding of paraphrasing I will achieve. Paraphrasing plays an important role in writing the assignments for all modules. I still think it is quite difficult to paraphrase, especially when English is your second language and you do not have the foundations of the UK education system.  
According to Bailey (2013, p44), “Effective paraphrasing is a key academic skill needed to avoid the risk of plagiarism, and to demonstrate your understanding of a source”.
McMillan and Weyers (2021, p222) suggested: “sometimes it’s helpful when constructing paraphrased text to begin with the concluding idea of the text and work through the key ideas from that perspective, rather than in the logical sequence of the original”.
Over the three skills I have chosen for my reflective report, I do believe paraphrasing is the most challenging one as it involves more researching, reading and rewriting in your own words the information that relates to your topic, following different methods of paraphrasing. 

Conclusion
In conclusion, having learned and applied the above-named skills, I now do feel I will need to spend more time reading and searching for the information required for my further assignments and, I will, for sure, practice more on any of the skills presented above, as this will be the only way of producing quality work when writing my assignment, aiming for good results. Most importantly, I have slightly improved my ability to reference, take notes and paraphrase, when at first, they were like foreign languages I have never heard about. All the above three skills are linked together and you cannot write any reports successfully without using them at the same time.
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