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	This essay discusses some of the skills required for academic study, explaining why they are important and the authors opinions on them. A self-evaluation of the authors study practices and a review of technology available to back up data are included.	Study Skills (ACDA4010)
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[bookmark: _Toc6570844]Introduction
This essay discusses some of the skills required for academic study, explaining why they are important and the authors opinions on them. Based on these skills the author has conducted a self-evaluation into how they manage these and how the study skills course has enabled them to do this more effectively. The author will also examine some of the options available to back up data to prevent data loss, and analyse their effectiveness and suitability for the authors situation.
 

[bookmark: _Toc6570845]Skills evaluation
[bookmark: _Toc6570846]Required skills
There are many skills which are required to be successful while studying, many of which depend on the personality of the individual students and the tasks allocated. These skills include the following, each of which will be discussed in further detail:
· Report/essay writing
· Presentations
· Exam techniques
· Referencing
· Study methods and work areas
· Time and stress management
Reports and essays
Reports and essays are an important aspect of academic life and although similar there are differences between the two. Both have introductions, body text, analysis and conclusion however essays are a presentation of ideas and opinions whilst reports provide unbiased information on a subject. [1] As these are the primary means of assessment within academic institutions outside of exams it is the authors opinion that this is one of the most important areas to concentrate on for students.
Presentations
Presentations and briefings on subjects are a useful method of delivering information verbally to a large audience. Not all presentations will contain visual aids such as PowerPoint, posters or other interactive media and in some circumstances, these can hinder the delivery of the presentation. [2] From delivering briefings and presentations in academic, work and military settings the author is of the opinion that there are some things which can enhance or diminish the credibility of someone briefing. Poor quality aids such as posters, flip charts or slides are a distraction from the information being presented and can give the impression to the listener that the person presenting is not credible. [2] Using pointers in the wrong manner can also have a similar effect as they can draw attention away from the points which are being made. Facing the audience and not turning and talking to the board is important as it keeps them engaged, feeling as though the person presenting is talking to them. If presenting to a large room briefing the board can prevent the presenters voice from being projected to the back of the room so the rear of the audience cannot hear what is being said. [2]
Exam techniques
Examinations are, along with reports and essays, one of the key methods of assessment within academic institutions. Different people have different methods of both revising for exams and writing within exams. In the authors experience there are two main ways people revise for exams; revising small amounts often, over a long period or cramming lots of information over a short time. Different learning styles can influence which is the best method for the individual student however in the authors opinion the most effective method is revising small amounts, ensuring it is understood then moving onto other subject areas. If a subject is not understood then getting the assistance of other students or university staff early can prevent stress later on in the revision sessions.
During exams it is the authors opinion that it is beneficial to spend the initial couple of minutes reading all questions on the exam paper fully before choosing (if appropriate) which questions to answer. This prevents a student from starting to answer a question before realising that they don’t understand later parts of it.
Referencing 
All academic writing is based on work conducted by other people. Failing to acknowledge the work of others is plagiarism and includes the use of words, ideas, images and research results irrespective of whether they are published or not. [3] Plagiarism can lead to work not being counted to expulsion from the university.
Study Methods and work areas
Each individual studies in different ways. Some prefer to sit in quiet areas, or sit at a desk whilst others will prefer to sit on a sofa or listen to music. No approach is either right or wrong and all depends on the personality and learning style of the student. Motivation is a large part of how people study. If a student is not motivated to complete a task, they are less likely to set themselves up in their ideal study location, less likely to work at their best and consequently less likely to achieve their full academic potential. [4, p. 1356]
Time and stress management
It is important to maintain a balance between life, work and study and failing to get the balance between them right will cause an impact on the others. [5] To manage time effectively when studying goals need to be set. These need to be realistic and achievable and can be anything from setting a time by which a report will be completed to saying that by the end of a certain day one section of a report will be completed. Effective time management is key to reducing stress throughout the academic year, in particular over the exam period. Good time management will increase the chances of getting good academic results. [4, p. 1356]
Managing stress is important to ensure that a student has the motivation to study and reduce anxiety. [4, p. 1357] Ensuring that a student takes breaks, eats properly, remains hydrated and sleeps will also help reducing stress and increase motivation. [5]
Failing to manage the workload effectively can also lead to employers viewing apprenticeship schemes, and similar distance learning courses, in a bad light as the work the student is doing for the employer may fall in quality and be delivered late. This could reduce the support of employers for these courses and prevent others from attending them in the future.
[bookmark: _Toc6570847]Self-evaluation
The author has completed higher education courses in the past and has previously developed a revision and essay writing plan based on being a full-time student. This was based around working in the evenings and at night to reduce distractions. As a part-time student the author has had to adjust their study methods to fit around a full-time job and being spilt between more than one location. 
One of the primary issues the author has regarding the writing of essays and reports is the necessity to adhere to a word limit. This is a result of the reports which the author has had to write for employers, many of which are to be as either as brief as possible whilst containing the main points or longer reports where all aspects of a subject are to be covered irrespective of the length of the report. 
The author has realised the importance of maintaining a balance between work, academic and home life. During periods when work is busy, balancing the priorities of the workload for the employer with the requirements of academic assignments is hard to manage and requires discipline from the author and assistance from their management to manage time and stress effectively. This is more likely to occur at the beginning and end of the financial year, where reports and other work are being planned or are being pushed to be finished before the end of the financial year. As this tends to coincide with times for academic work to be submitted and the lead up to exam periods, the author feels it is important for expectations and time to be managed effectively to prevent any detrimental effects on either academic or the employers work as well as the overall stress of the student.
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Having studied at degree level before the author has completed study skills modules on previous courses. The majority of things on the module such as time management, referencing and study methods were covered on these courses. The author has had to adapt techniques and ideas learnt on this module and on previous study skills modules to a different way of learning. Being a part time course conducted whilst working has caused the author to adjust their study pattern to fit a different type of learning. In particular time management and goal setting has become a very important part of the course as the university work is needed to be arranged around work for the employer. 
Technology has changed from previous courses which the author has taken previously. Microsoft Office products such as Word and PowerPoint have evolved with new features such as contents pages and referencing tools which make presentations, reports and essays easier to write. The author has taken the lessons from the lecture on how to use these features and has incorporated them into the coursework for this and other modules.
[bookmark: _Toc6570850]Back-up strategy
Personal computers and laptops are the standard way most people write reports, essays and presentations. As laptops and computers can be damaged, destroyed or stolen it is necessary for all data stored on them to be backed up to prevent data loss. There are many different methods of backing up data, a number of which will be reviewed. These include both physical and online technologies. 
Drop box
Drop box is an online file sharing program which allows information saved into it to be shared by one or more people over multiple devices. [6] As it can be accessed by multiple people from multiple devices it is a useful tool when working on collaborative projects or if working from multiple locations. It is a good online backup as a prevention of loss of data resulting from theft or fire. As the author will be working at multiple locations and on multiple devices drop box will allow information and reports to be worked on irrespective of whether they have a physical data storage device. This, and similar programs, require internet access for data to be uploaded and downloaded. The predominant issue with drop box for the author is that drop box is not accessible on many encrypted computer systems which prevents it being used on work computers.
Email
Emailing work to an email account allows access to work from multiple locations. There are limitations to this compared with file share programs such as drop box. Emails have limits on the size of file which can be shared and are not accessible to multiple parties. 
USB hard drives
USB hard drives are a good method for transporting large amounts of data. Their benefits over email and file sharing programs are that you can move larger amounts of data and that internet access is not required for data to be uploaded or downloaded. The downsides of USB hard drives are that they are physical assets which have the potential for being stolen, damaged or destroyed which would result in the loss of data. Physical storage devices are also not able to be plugged into some encrypted devices.
Network attached storage devices
Network attached storage devices are external storage devices which are attached to a home network. These have many of the downsides of USB hard drives, with the additional downside that they are restricted to an individual network. This could be useful for students who are living in shared accommodation but as they cannot be used outside of the network, they are plugged into they are not, in the authors opinion, suitable for part-time study.
Conclusion
The author has implemented a number of methods to prevent data from being lost throughout life of the course. In the authors opinion the most suitable method of backing up data is through USB drives and drop box. This is because USB drives and drop box allow for information to be available at multiple locations, separate from that stored on laptops or computers and provide redundancy in the event of theft or damage to physical data storage devices. 
[bookmark: _Toc6570851]Group presentation
The author and one other student delivered a presentation on the differences between reports and essays and the importance of referencing and the different types. The author delivered the section on the importance of referencing. The key points of this part of the presentation were the importance of referencing other peoples work to prevent plagiarism, how references are managed in reports by using bibliographies and the different types of referencing styles. 
As the author was not present for the initial briefing on what was required for the presentation the time available to plan, write and rehearse it was limited. The author has had a large amount of experience of writing presentations in PowerPoint so was able to get the slides created in a short space of time. As a result of the short time to prepare it is the authors opinion that the delivery of the presentation didn’t flow as well as it could, especially over the changeover of presenters, due to the lack of rehearsal time. The use of a pointer could have helped highlight aspects of the presentation slides better without the author having to turn their back on the audience. 

[bookmark: _Toc6570852]Conclusions
The author is of the opinion that the key areas for a student to look at when preparing to undertake an academic course are report/essay writing, referencing, presentations, study methods, different work areas and time and stress management. Each of which are important for either the academic success or for minimising the stress throughout the academic year and exam periods. 
Maintaining a balance between work, academic and home life is, in the authors opinion, important. A failure to maintain the balance can lead to a breakdown in home life due to stress and a reduction of support from employers for apprenticeships and other similar schemes. All of these are detrimental to the mental health of the student.
The author has concluded that the most appropriate means of backing up data based on their circumstances are the following. All data will be saved on the laptop which it is being worked on or the personal drive on the university computers. This will further be backed up to a portable USB drive which will be kept separate from the laptop. This is an attempt to mitigate for a loss of data due to theft, fire or other damage. Once internet connection is established the data will be stored in drop box which will ensure that it is stored in an online location, preventing the loss of data from physical storage devices. All work which is to be worked on using an encrypted laptop will be emailed to and from the device, saved on the corporate network, before being uploaded onto drop box and USB drives when on the unencrypted system. 
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10: Faimess =

Treating all people the same according to notions of faimess and justice: not letting
feelings bias decisions about others; giving everyone a fair chance.

11: Humility 72

Letting one's accomplishments speak for themselves: not regarding oneself as more
special than one is.

12: Self-Regulation @

Regulating what one feels and does; being disciplined: controlling one's appetites and
‘emotions.

13: Zest =

Approaching life with excitement and energy: not doing things halfway or
halfheartedly: living life as an adventure; feeling alive and activated.

14: Humor &

Liking to laugh and tease; bringing smiles to other people: seeing the light side:
‘making (not necessarily telling) jokes.

15: Leadership «

a group of which one is a member to get things done and at the same

16: Hope &
Expecting the best in the future and working to achieve it: believing that a good future
is something that can be brought about.

17: Teamwork 7z

Working well as a member of a group or team; being loyal to the group: doing one’s
share.

18: Social intelligence &

Being aware of the motives./feelings of others and oneself; knowing what to do to fit
into different social situations; knowing what makes other people tick




image3.png
19: Kindness @

Doing favors and good deeds for others; helping them: taking care of them

20:Love &

Valuing close relations with others, in particular those in which sharing & caring are
reciprocated: being close to people.

21 Gratitude &

Being aware of and thankful for the good things that happen: taking time to express.
thanks.

22: Spirituality #%

Having coherent beliefs about the higher purpose and meaning of the universe:
knowing where one fits within the larger scheme; having beliefs about the meaning of
life that shape conduct and provide comfort.

23: Forgiveness %

Forgiving those who have done wrong; accepting others' shortcomings: giving people
a second chance; not being vengeful

24: Appreciation of Beauty & Excellence 9

Noticing and appreciating beauty. excellence, and/or skilled performance in various
domains of life, from nature to art to mathematics to science to everyday experience.
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ACADEMIC WRITING

STUDY SKILLS GROUP PRESENTATION.
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INTRODUCTION

THIS PRESENTATION WILL COVER THE TOPIC OF ACADEMIC WRITING.

WE WILL COVER THE TOPICS IN MORE DEPTH:

- ESSAYS V REPORTS
- REFERENCING
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ESSAYS VS REPORTS

* THERE ARE SOME COMMON FEATURES IN ESSAY AND REPORT WRITING AS BOTH START WITH
AN INTRODUCTION, BODY WITH DISCUSSIONS AND ANALYSIS, AND FINALLY CONCLUSIONS
THAT DEMONSTRATE A WRITER’S ANALYTICAL THINKING ABILITY. [1]

* HOWEVER, THERE ARE SOME SIGNIFICANT DIFFERENCES BETWEEN ESSAYS AND REPORTS [1]
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ESSAYS

* WRITING AN ACADEMIC ESSAY MEANS FASHIONING A
COHERENT SET OF IDEAS INTO AN ARGUMENT. [2]

« BECAUSE ESSAYS ARE ESSENTIALLY LINEAR—THEY
OFFER ONE IDEA AT A TIME—THEY MUST PRESENT
THEIR IDEAS IN THE ORDER THAT MAKES MOST SENSE
TO A READER. [2]
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BASIC FIVE PART ESSAY STRUCTURE

ESSAY

1.INTRODUCTION

1.80DY

ATopi ertence
1. Support

PARAGRAPH o weet

(condiing Sentance)

Topic Sentence
8.Topicsemtence

ey gy
B Support Lawwort

(Condiing Sentance)

Concluding Sentence

€ Topisomence
(Concicing Sentence)

Note: The body isthe longest

partof the essay and can
Contain as many paraoraphs sy concLsIon.
s necessary 1o supportthe Resttementor

Controtling eos of summary ofthe main

[3]
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Why Essays?

TO PRODUCE A HIGH QUALITY ESSAY YOU NEED TO DEMONSTRATE YOUR
ABILITY:

TO UNDERSTAND THE PRECISE TASK SET BY THE TITLE

TO IDENTIFY APPROPRIATE MATERIAL TO READ

TO UNDERSTAND AND EVALUATE THAT MATERIAL

TO SELECT THE MOST RELEVANT MATERIAL TO REFER TO IN YOUR ESSAY [4]
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WHY ESSAYS?

¢ TO CONSTRUCT AN EFFECTIVE ARGUMENT
* TO ARRIVE AT A WELL-SUPPORTED CONCLUSION

THE NEED TO USE SUCH A WIDE RANGE OF ACADEMIC SKILLS IS PROBABLY THE MAIN REASON WHY
THE ESSAY FORMAT IS SO POPULAR WITH TUTORS AS AN ASSIGNMENT.

THE WORD LIMIT ALSO ADDS TO THE CHALLENGE! [4]
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REPORTS

* PROVIDES UNBIASED INFORMATION ABOUT A CERTAIN ISSUE.
* WRITTEN FOR A CLEAR PURPOSE AND TO A PARTICULAR AUDIENCE.

¢ THE INFORMATION IS PRESENTED IN A CLEARLY STRUCTURED FORMAT MAKING USE OF
SECTIONS AND HEADINGS SO THAT THE INFORMATION IS EASY TO LOCATE AND FOLLOW. [5]
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REPORT STRUCTURE

EXECUTIVE SUMMARY

TABLE OF CONTENTS

INTRODUCTION

MAIN BODY — METHOD, RESULTS, DISCUSSION
CONCLUSION & RECOMMENDATIONS
APPENDICES

BIBLIOGRAPHY

GLOSSARY OF TERMS
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WHY REPORTS?

A WELL WRITTEN REPORT WILL DEMONSTRATE YOUR ABILITY TO:

UNDERSTAND THE PURPOSE OF THE REPORT BRIEF AND ADHERE TO ITS SPECIFICATIONS

GATHER, EVALUATE AND ANALYSE RELEVANT INFORMATION

STRUCTURE MATERIAL IN A LOGICAL AND COHERENT ORDER

PRESENT YOUR REPORTIN A CONSISTENT MANNER [5]
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WHY REPORTS?

* MAKE APPROPRIATE CONCLUSIONS THAT ARE SUPPORTED BY THE EVIDENCE AND ANALYSIS OF THE
REPORT

* MAKE THOUGHTFUL AND PRACTICAL RECOMMENDATIONS WHERE REQUIRED.

TWO OF THE REASONS WHY REPORTS ARE USED AS FORMS OF WRITTEN ASSESSMENT ARE:

* TO FIND OUT WHAT YOU HAVE LEARNED FROM YOUR READING, RESEARCH OR EXPERIENCE;
* TO GIVE YOU EXPERIENCE OF AN IMPORTANT SKILL THAT IS WIDELY USED IN THE WORK PLACE. [5]
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Essays vs Reports

PURPOSE
TOPIC
AUDIENCE
FORMAT
STYLE

ASSESSMENT u




image16.JPG
REFERENCING

* WHAT
¢ GIVING CREDIT FOR OTHER PEOPLES WORK

* WHY

* SHOWS INFLUENCES ON A PIECE OF WORK

* ALLOWS PEOPLE TO IDENTIFY OR REVIEW SOURCES
ACKNOWLEDGES THE WORK OF OTHERS
COPYRIGHT LAW
AVOID PLAGIARISM ACCUSATIONS
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REFERENCING

* METHODS

BIBLIOGRAPHY

+ EVERYTHING READ DURING THE RESEARCH
HARVARD [7]

+ (NAME, PUBLICATION DATE, PAGE NUMBER)
CHICAGO [8]

+ FOOTNOTES /ENDNOTES
IEEE
REFERENCE LIST

+ EVERYTHING WHICH HAS BEEN REFERENCED
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REFERENCING

* |[EEE (THE INSTITUTE OF ELECTRICAL AND ELECTRONICS ENGINEERS
REFERENCING)
+ SHORT DIRECT QUOTES IN QUOTATION MARKS""
LONGER DIRECT QUOTES IN SEPARATE, INDENTED PARAGRAPHS
PARAPHRASING DIRECTLY AFTER THE REFERENCE
REFERENCES IN THE TEXT ([1])
REFERS TO A REFERENCE IN THE REFERENCE LIST
PAGE NUMBERS ([7, P. 15)
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REFERENCING

* REFERENCE LISTS [9]
* IN ORDER THE SOURCES ARE CITED

* BOOKS - AUTHORS, “TITLE”, EDITION, CITY OF PUBLICATION:
PUBLISHER, YEAR, SECTION, CHAPTER, PAGES

« JOURNALS - AUTHORS, “TITLE”, JOURNAL, VOLUME, ISSUE,
PAGES, DATE, (URL, DATE ACCESSED)
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RECOMMENDATIONS

ESSAYS V REPORTS — UNDERSTAND WHICH STRUCTURE THE PIECE OF ACADEMIC WRITING SHOULD FOLLOW.
REFER TO UNIVERSITY HANDBOOK.

REFERENCING -

* CHECK WHICH STYLE IS REQUIRED BEFORE YOU WRITE
* IF IN DOUBT REFERENCE IT
* DON'T CHEAT
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CONCLUSION

THERE ARE SOME COMMON FEATURES IN ESSAY AND REPORT WRITING AS BOTH START WITH AN
INTRODUCTION, BODY WITH DISCUSSIONS AND ANALYSIS, AND FINALLY CONCLUSIONS THAT

DEMONSTRATE A WRITER’S ANALYTICAL THINKING ABILITY, BUT REMEMBER THERE ARE SOME
SIGNIFICANT DIFFERENCES.

WHERE ACADEMIC WRITING USES INFORMATION FROM OTHER SOURCES IT MUST BE PROPERLY
REFERENCED!
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QUESTIONS?
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1: Honesty &

Speaking the truth but more broadly presenting oneself in a genuine way and acting in
asincere way; being without pretense: taking responsibility for one's feelings and
actions.

2:Bravery %

Not shrinking from threat. challenge, difficulty. or pain: speaking up for what's right
evenif there's opposition: acting on convictions even if unpopular. includes physical
bravery but is not limited to it

3 Judgment &

Thinking things through and examining them from all sides; not jumping to
conclusions; being able to change one's mind in light of evidence: weighing all
evidence fairly.

4: Perseverance &

ing what one starts; persevering in a course of action in spite of obstacles:
"getting it out the door”; taking pleasure in completing tasks.

5: Prudence .=

Being careful about one’s choices; not taking undue risks; not saying or doing things
that might later be regretted.

6: Creativity @

Thinking of novel and productive ways to conceptualize and do things: includes
artistic achievement but is not limited to it.

7: Love of learning @

Mastering new skills, topics, and bodies of knowledge, whether on one's own or
formally; related to the strength of curiosity but goes beyond it to describe the
tendency to add systematically to what one knows.

8: Perspective @

Being able to provide wise counsel to others; having ways of looking at the world that
make sense to onesel/others.

9: Curiosity ©

Taking an interest in ongoing experience for its own sake: finding subjects and topics





