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1. [bookmark: _Toc6568399]Introduction

In this report, the topic of Academic writing will be discussed, detailing the basic outlines of higher education learning and how to successfully format reports/essays and the differences between each. There are certain skills required for higher education learning and being able to self-evaluate your own academic and personal/professional skills can enhance your work for the better. Elements such as data back up can be just as important to being successful and being vigilant to avoid any issues arising from loss of work is vital.

2. [bookmark: _Toc6568400]Skills Evaluation

To be successful in higher education there are certain skills/criteria that need to be carefully thought through before commencing any study or piece of work. Whether you are studying for pleasure or to enhance your career the main skills required a very similar. Developing and improving skills is a gradual long-term process and can be very individually scoped. [1]
Some of the issues that can worry people starting at undergraduate level can consist of; managing your time and developing learning strategies; reading academic texts critically and effectively; having the skills to take notes in lectures and from hard or electronic copies; planning and writing reports and essays; constructing and presenting bibliographies and references; revising and sitting exams; improving spelling and grammar and preparing and delivering presentations. [1]
To expand on these skills, managing your own time can be the most critical, making sure you allocate enough time for each report of piece or work you have, can enable you to be more prepared and not have the last-minute rush to complete work to a deadline.  Setting yourself a timetable in which details the deadline of the piece of work can be very helpful. You can break it down into more specific goals throughout the piece of work to make it more manageable. Being fully aware of the choices you make about how you use your time is vital and learning from experiences and adapting how you manage your time when coming to revising and studying for exams.
Having the skills to take notes during lectures and from hard or electronic copies can make a big difference to helping when writing up reports of journals. Notes must be clear and concise in order to be able to reference them at a later date when finishing your piece of work. Universities will offer assistance in the best ways/methods to take notes during lectures. [1, 2]
Using the software and infrastructure the university has installed will be helpful. There will be online libraries available to access online journals and reports that can be used to assist with the topic your undertaking. Using published journals and reports can give your body of work more credibility when coming to marking. Websites can be used to reference from in your work, but having varying viewpoints from published documents can show a better understanding of the topic.
Improving grammar and spelling is something that will come with time from writing more and more reports. For those new to higher education can find it daunting to write reports and format them correctly. Most computer software can assist with spelling and grammar to a sense but re-reading your work several times can make the difference. Most universities will offer a study skills course, to assist students with understanding and utilising the skills they learn to make an impact on their workload. 
When it comes to taking exams, getting yourself prepared is important. Exams have a certain time frame in which you must be able to complete the given task. Being successful in exams is down to good management and not good luck. Before taking an exam, understanding the syllabus can tell you what the aims of the course are and what you are being assessed on, making it easier to tailor your answer to the requirements. [2]
Reading through the exam paper before you start writing any answer can highlight the points which you feel more comfortable on, that will take less time, and gain you easy points. Looking through how the paper is marked will show you which questions will gain the most points and can indicate the level of knowledge needed to be displayed in your answer. A key point to note is that quality over quantity is always the best approach. [1]
Being able to self-evaluate your own personal skills and your learning progress is a valuable tool to enhance your ability to undertake demanding tasks. Self-evaluating can help identify their own skills weakness/gaps and where their knowledge is weak; see where to focus their attention in learning; set realistic goals; revise their work; track their own progress and if taking an online course, when to move onto the next level of the course. This process can help keep self-motivated and encourage reflection and responsibility for their learning and where it is leading. [1]

3. [bookmark: _Toc6568401]Self-Evaluation of Academic and Personal/Professional skills

Students are encouraged to self-evaluate their own work and learning process to enable them to show positive attributes and where they need to focus more attention. I am currently undertaking a part-time under-graduate apprenticeship degree course at the University of Trinity St David in Ordnance, Munitions and Explosives whilst still undertaking my full-time job role. I will use the tools discussed earlier to perform a self-evaluation on myself and track my current progress.
Academic progress has been minimal so far as I am currently in my first year of my degree but have handed in several pieces of work in which I can gauge my progress. I am currently undertaking 4 modules as part of my first year, these include; Mathematics; Physics (OME); Electronics and Electrical Principles and Study Skills. From feedback gathered from lecturers on work handed in, I can gauge a level of knowledge within that certain topic. A written report was produced for Electronic Principals in which I achieved a score of 62%, this shows more than a basic understanding of the topic and due to a few formatting errors, I could have achieved a higher mark.
I have currently sat two formulative maths exams and this is where my subject knowledge is weak and could do with improving. I have failed both tests so far with a score of 37% and 36% with the pass mark being 40%. I can see what topics in maths are weak from looking back at the exam paper and analysing the marks given. This is an indicator of where I need to focus my attention when revising for the resist. 
From discussing the skills required for higher education above, I believe I am very good at working to a deadline and can set myself certain little goals within a big piece of work to make it more manageable. I have found this useful when writing scientific reports for certain modules. Having the time to work through each section periodically without cramming it all down at once has helped make the topic more understandable and makes the flow of the work much easier to read. I find that my note taking has helped me tremendously when coming to revising or writing reports. I make them ledge able in a way in which I can reproduce what’s been taken down. 
From results in mathematics so far, I can see that more revision is required for me to pass this subject. I took the same approach with all the modules not understanding my knowledge base amongst each topic. From recent results I can now see that I should have focused more of my time on this subject to of achieved a higher mark and pass the exams. I now have the opportunity to rectify the failed mark and will put extra time in revising the topic.
From the survey taken from Viacharacter, which is a website aiming to bring the science of character strengths to the world supporting research, creating and validating surveys of characters and developing practical tools for individuals and practitioners. [3] 
We can see my top 4 character strengths are Love, Humour, Team Work and Social Intelligence. This information can be interpreted into understanding how you work with others and your opinions on certain behaviours which can be effective in higher education. Team work is vital not only in my professional career but also while studying for my degree. It shows I can work well amongst a team of people to produce a piece of work; this has been shown from the group presentation delivered in the study skills module.

4. [bookmark: _Toc6568402]Application

I have applied these skills in all modules in higher education and I feel these skills have helped me achieved the position I am in, in my professional career. Not only are these skills applicable in the education sector but for report writing in the professional field, they have been incredibly helpful.
I have used the skills above to gain the marks I have achieved so far across the modules on my course, ranging from time management, understanding when a report needs to be submitted and not leaving it to the last minute. Taking on feedback from previously submitted reports has helped me change my style of writing in order to gain a higher score. Using the grading criteria, you can break down when your picking up your most points and where your attention needs to be focused on future work to gain those vital extra points.
I can see from self-evaluating my own work and attitude towards learning, I can see some gaps of knowledge and areas of improvement in which I need to focus my attention. Having failed both maths exams, I have now set out a revision time table, breaking down all the topics which are covered in the test in a manageable format and not all a week before the exam. From starting this revision, I can see areas of knowledge improving when sitting past exam papers. I hope this new style of revision technique will achieve me a pass mark when re-sitting the exam.
I have had feedback from reports that my references need to be broader and not just websites, so I have taken this feedback on board and will now use the infrastructure at the university to search for more published journals and specific documentation to cite in my reports. This can be the difference between a pass and a fail and the lecturer understand your breadth of knowledge.




5. [bookmark: _Toc6568403]Back-up strategy

It is vital to understand the importance on data back up when taking on work which requires a lot of time and effort. Loss of work can be extremely detrimental and can impact hugely when coming to handing in work to a desired deadline.
There are several ways in which you can backup data/work in this modern era of technology and it is worth taking advantage of as many as possible. The options that I have chosen through my study period is using several memory sticks and making sure that one remains in a separate place from your laptop, in case you lose your laptop bag which contains both your laptop and memory stick.
I also have chosen to email my work to several of my own email accounts so there is a digital copy available if I access my emails. Dropbox/Cloud are very useful tools for storing your work, they can also be a free service depending on the size of the files you wish to store. Accessing your work once it is uploaded is very easy and can be done from any device.
Periodically saving your work can be key, I make sure I save any progress I have made to any piece of work, in case of power loss or a complete system failure. Most software programs like Microsoft have the ability to retain lost information if your laptop was to run out of power, it might not catch every last bit of work that has been lost so using other methods is wise.

6. [bookmark: _Toc6568404]Group Presentation

We had to produce a group presentation as part of the study skills module on my degree. In my group I had, myself with the topic of referencing, Lawrence Groom covering the topic of valid sources and Scott Ling covering the topic of Plagiarism and cheating. We did have a forth member of the group but he went of paternity leave before we could deliver the presentation.
I feel the group had a good understanding of the topic we delivered and we discussed amongst ourselves to break it down into separate areas for each individual to focus on. We were chosen to work together due to being in the same place of professional employment, this helped the group when working together to practice our presentation and to help each other with different viewpoints in the topics.
Due to a member of the team not being present in the presentation, I feel the group to on the responsibility to deliver the work produced by the member of the team who couldn’t be there. We had only previously practiced the presentation with the full cohort. I took on the delivery of the slides about essays vs reports and the other 2 members of the group then presented the conclusion and answered any questions asked during the q & a. We worked well as a group to deliver the slides and not only read from the screen but to use notes taken when practising the delivery to show the audience a more advanced level of knowledge.
I feel more visual aides could have been used in all of our slides and it was very text heavy. Taking more notes and having some a visual aide on screen can sometimes be a better way of using PowerPoint, as the audience is not required to read large volumes of text off the screen. This was the audience in more focused on what you have to say.
Having the opportunity to discuss our work as a group in our place of work was key to delivering a good presentation. We met up on several occasions to check on progress and to practice the delivery of the presentation.

7. [bookmark: _Toc6568405]Conclusion & Evaluation

From self-evaluating my own skills, I can establish a few areas of improvement to take into the future and areas in which I feel I am achieving the desired result. From feedback from lecturers I can see where I need to improve my work, albeit from extra referencing in my reports or to extra study time to revise for exams. 
Taking all the skills evaluated I can feel more comfortable when taking on several pieces of work at a given time. Allowing myself time to focus on the piece of work that requires the most attention and then doing the slightly easier piece of work. I feel this has been successful so far from the feedback I have had from work handed in.
I need to focus more attention when revising for exams, currently I have only written reports for 3 modules and taken only maths exams. I have further exams coming up in the module and have produced a revision time table with my main areas of study to focus on my knowledge gaps, I hope this will assist me in future exams to gain a pass mark.


8. [bookmark: _Toc6568406]Appendices
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Luke Penny

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,

20: Forgiveness %
Forgiving those who have done wrong: accepting others’ shortcomings: giving people
a second chance; not being vengeful.

21: 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.

22: Humility 2

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

23: Prudence 2

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

24: 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.
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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

- Plagiarism and Cheating
- Valid Sources




image5.png
Academic Writing

Study Skills group presentation.
S Atkins, L Groom, S Ling, L Penny
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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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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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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
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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 report in a consistent manner [5]
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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 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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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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Basic Five Part Essay Structure

3]
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Other Reference Styles

* APA — American Psychological Association

* MHRA - Modern Humanities Research Association

* OSCOLA — Oxford University Standard for the Citation of Legal
Authorities
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The Reference List

The reference list consists of full references to the sources you have used to
produce your work.

1. Use p. for a single page or pp. for more than one page. eg p.5 or pp. 2-6.

2. If abook or article is written by multiple authors the first 6 authors need to
referenced. After that you use et al. (and others)

3. Only put a source in the reference list if it has been cited in your body of work.
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Paraphrasing, Quoting and Summarizing

* A paraphrase is a rewording of an author’s words to reinforce your
own arguments or ideas and should be used most frequently in your
work. Make sure it is relevant to your argument and use your own
style of writing, but do not change the meaning of the original.

* A summaryis a brief account, in your own words, of what an author
says and is for occasional use.

* Follow the same order of ideas as the original.
« Condense the meaning of a larger text into a more concise format.
* Use only what is most important or relevant from the text.
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How to use the IEEE referencing system

Each in-text citation number should be enclosed in square brackets and appear on
that text line, inside sentence punctuation, with a space before the bracket.

For example, your in-text citation may look like this: Yong and Zhou [1] have built
upon recent work by Nakamura [2].

And your Reference List entry should correspond to the citation, for example:

[1] Yong, H., Zhou, Y. ‘Depairing current density in superconducting film with shear
deformation’ Journal of Applied Physics. Volume 111, no. 5, March 2012, pp.
053929-1 - 053929-5. [Online] Available: www.scopus.com [Accessed June 25th
2012]. [7]
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How to use the IEEE referencing system

In the IEEE referencing style, a number [X] is in inserted at the point of your writing
where you cite another authors work.

The in-text citation numbers start at [1] and work in ascending order throughout
your work, unless you are referencing to a source you have already quoted you can
use the previously assigned number.

For example. ‘As shown by Jones [4]"

When citing more than one source, list each reference number separately with a
comma or dash between each number

For example. [1], [3], [7] - [10]
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How to use the IEEE referencing system

There are 2 parts to using the IEEE referencing system —

1. Citing references in text.

2. The reference list.
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Why do you have to reference?

To avoid plagiarism

To enable a reader to trace your sources

To enable a reader to distinguish your ideas from someone else's.
To support your ideas or theories.

To acknowledge a writer who has influenced your own thinking. [7]
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IEEE Referencing

Institute of Electrical and Electronic Engineers

IEEE referencing is used in the technical fields.
It is a widely accepted format for writing technical reports/papers. [7]




image24.png
There is more than Google!!

« Science specific search engines exist, use them

For example Sciencedirect.com and EBSCO.com provide peer-
reviewed scholarly literature

Sources from these sites are much less likely to be inaccurate. But
that does not mean you should stop questioning.
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Investigating your potential source

* Can you defend your source for relevance against your topic?
You might have to defend the use of a source in your work,

There is plenty of relevant material out there you just have to find it

+ Does the source cite other sources and what is their validity?

Normally a pretty good indicator of a good piece of work is accurate
and well used sources.
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Investigating your potential source

« Is the article on a website that can be easily edited?
This might not be the end of the world so long as changes are logged

and tracked, or they have been made with good intentions (adding
additional work

Wikipedia actually states not to trust the information it provides

“Wikipedia cannot guarantee the validity of the information found
here.” [9]
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Investigating your potential source

* Is the information actually relevant to your work?

Be careful not to loose focus on the points you want to make and
make sure your sources back those points up.

* Has the source been peer—reviewed and by who?

Make sure that if the source has been reviewed it has been done by a
relevant person
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What is a valid source?

* “A source is valid if you can make an intelligent argument that the
information in the source can be trusted.” [8]

There are a couple of things to do in order to figure out if a source if
worth your time.
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What is Turnitin and its use?

* Turn it was founded in 1998

* In 2000 Turnitin.com launches, Introduces plagiarism prevention
service.

* Turnitin is being used in Schools, Colleges and Universities.

* Used in 98% of UK universities, Turnitin has been a partner for higher
education in the UK for over 15 years. Our journey has taken us from
plagiarism detection to academic integrity, evolving to support new
and emerging misconduct threats [13]
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How to avoid plagiarism

* There are steps to help you avoiding plagiarism.

* You must acknowledge all sources of information from which you
have used in readiness for your work.

« This would mean referencing correctly where you have taken your
ideas from.

« The golden rule is; “if in doubt, provide references”. [12]
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What is plagiarism?

* Plagiarism is defined as one type of unfair practice.[10]

* To plagiarise is to “Take the work or an idea of someone else and pass
it off as one's own”. [11]

* People who also allow others to submit their work are also guilty of
carrying out plagiarism.
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Questions?
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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.

Referencing is used to help avoid plagiarism, to enable a reader to trace
your sources and distinguish your ideas from another. To support your
ideas and theories and to acknowledge any sources of influence.
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Conclusion

Turnitin marks content as similar and leaves the final judgment to the
teacher or instructor. There are a few examples of the pros and cons for
Turnitin, the pro’s and cons are as followed:

the teacher or instructors feedback can be recorded or typed and can give
the student a detailed feedback report.

The cons are Turnitin tends to be percentage led rather than focusing more
on developing the students writing skills.

If, for any reason, your not confident in your source move on and keep
looking. Always ask yourself the highlighted questions to make sure your
source is useful to your needs.
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Recommendations

Essays v Reports - Understand which structure the piece of academic writing
ShodldTollow: Refer to university handbook.

Referencing — Understand what referenpinisvstem should be used for your body of
work. Always reference any sources which have influenced you work. Refer to
university handbook.

Plagiarism — Awareness training should be available to avoid any cheating issues.
Universities are cracking down on plagiarism and unfair practises. Refer to
university handbook.

Valid Sources — Don'’t use Wikipedia. Ensure your sources are valid.
Tredible/Trustworthy and support your argument. Refer to university handbook.
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Using sources

* Use multiple sources per point & preferably sources from several
different locations

« Try to use snippets of information not paragraphs of copied text.
Using loads of sources to make your point does not make it your
work!
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Luke Penny

1 Humor &

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

2love e

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

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

4: Teamwork 7z

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

5 Zest =

Approaching life with excitement and energy: not doing things halfway or
halfheartedy: iving lfe as an adventure: feeling alive and activated.

6: Bravery %

Not shrinking from threat. challenge. difficulty. or pain: speaking up for what's right

even if there's opposition: acting on convictions even if unpopular; includes physical
bravery butis not limited to t

7. 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.

Curiosity ©

Taking an interest in ongoing experience for its own sake: finding subjects and topics
fascinating: exploring and discovering.

9 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.
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Luke Penny

10: Creativity ¢

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

11: 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.

12: Hope £

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

13: Leadership &

Encouraging a group of which one is a member to get things done and at the same
time maintain good relations within the group; organizing group activities and seeing
that they happen.

14: Perspective @

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

15 Gratitude &

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

16: Kindness @
Doing favors and good deeds for others; helping them; taking care of them.

17: Self-Regulation @

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

18: Perseverance &

Finishing what one starts; persevering in a course of action in spite of obstacles:
“getting it out the door’; taking pleasure in completing tasks.

19: Love of learning @




