Reflective report


The 3 academic skills I have chosen to write a reflective report on are note-taking skills, finding information / research skills and paraphrasing skills.

In week 2 we learned about different note-taking methods.  These included Linear notes, the Cornell Method, diagrammatic, and tabular styles. [See Appendix 1 for example of class work].
[image: A white background with text

Description automatically generated]
Before learning note-taking skills I found it difficult to summarise the information I have been given in a way that will be useful to quickly return to and remember whatever the topic was on. 
I have found note-taking skills extremely useful regarding doing and completing work at university as I am able to split information into different sections or in an easily readable format. 
Doing this has made me feel more confident when approaching a task where I shall be needing to use and refer to notes to finish my task.  I believe that it has made life easier for me because of techniques and strategies such as the ‘4D Method, Pomodoro technique and the Eisenhower technique’. 
For example, the Pomodoro technique consists of being on top of time management where you will study for 25 minutes and then rest for 5 minutes so you can take in all the information presented to you. I think this is particularly useful to me as my attention is not held for the longest of times; by using this technique I have been able to remember all the information presented to me. Another technique which I think has made note taking easier and useful to me is the ‘Cornell technique’, which consists of a page which has been separated by a straight line down the middle and on the right-hand side you write your notes and on the left side of the page you are meant to write your opinion on the notes you taken. This has made taking notes much easier because I can look back at whatever I have written when I may need to refer to my notes and I already have an opinion on something it allows me to finish my work quicker and at a higher level as I can now do some further thinking on how to build upon whatever point I may need to answer. 
The note-taking technique has been beneficial to me, but it could be improved.
I might work on going into a bit more detail in my notetaking as I tend to keep things simple as it easy to find what I am looking for in my notes, however by going into depth I reckon I will be able to create a much higher level of work. 

In week 3 we also learned about finding information / research skills these included being able to reference correctly specifically Harvard referencing. [ See Appendix 2 for example of class work]. [image: A screenshot of a computer
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Before I learnt how to reference correctly, I wouldn’t have been able to get enough marks on anything or validate any information as it provides a level of certainty to the work you are presenting.

I have found what I have learnt useful in the sense that I know specifically what information to make sure I keep an eye out for in anything I deem useful and would like to quote in my work.

Learning about techniques such as the CRAAP test has made me a lot more understanding of how to present work at a higher education level. I also understand the relevance of the order of referencing such as the timeliness of the of the information when it was published or posted being first and then; the important, the source, the reliability and truthfulness of the content and the reason the information exists. This all helps determine whether a source is reliable or credible.  It also helps avoid plagiarism which is copying and presenting someone else's work which would most likely result in getting marked down or not receiving any marks as it is cheating. You must also be sure to avoid plagiarism as it can possibly hint at students and peers to have colluded together which may not be the case, all which I have learnt referencing is important to avoid such problems when trying to produce work. 

What I learnt in week 3 will be useful my entire university experience as I will need to constantly reference things in the correct manner. 
I will continue to use Harvard referencing as I would not want to produce any non-credible work.
Thirdly in week 4 we learnt about paraphrasing which is to express the meaning of something using different words, especially to achieve greater clarity.  Using different techniques we are able to achieve the clarity we so desire. [ See Appendix 3 for example of class work].
[image: A screenshot of a computer

Description automatically generated]

Before I learnt paraphrasing and the different techniques to do so I believe I used to drag my work out more than necessary and now I can shorten the work, so it is more readable and simple for the reader to process all the relevant information. 

After having learnt paraphrasing, I have seen it’s importance as I can now rearrange what I have said to be less repetitive throughout my work and if my work is too long in an essay such as this one I can use such skills to shorten my word count and still convey the same message. 

Learning this has made my work be able to be a much higher standard and easier to manage overall. I have learnt different paraphrasing techniques such as using synonyms which are words or phrases which mean near or exactly the same thing. I can look at my work and go over it before completing and see if any of the words I have used can be switched for a choice of higher vocabulary or even simpler dependent on who you are showcasing the work to. I also learnt about changing the word order which can change the dynamic of a sentence as a whole by shifting the focus to a different part of the idea of the sentence. When going over my work If I feel as if a specific part of the sentence which the focus on hasn’t got much emphasis, I can now rearrange it to do so.
Changing the word form and using active / passive voice’s were some other skills we learnt as well as using positive and negative to change the meaning of things.

In conclusion paraphrasing has been extremely useful to me in furthering the quality of my work, however I feel like I could always improve my paraphrasing abilities as I could have a better understanding of sentence structure and all there is to it to truly paraphrase at the best of my ability. 

To work on my paraphrasing work I might try to expand my vocabulary to replace words with words which could be considered at a higher level. I could also learn more about changing a words form which is changing a word from a verb to a noun or a noun to adjective for example there is a lot of ways in which you can do so which requires a greater understanding of the English language.
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treat it as a professional does.
Strategies

4D method

Pomodoro technique

Eisenhower technique

The pomodoro technique is a time management technique of which you will study for 25 minutes and then rest for 5 minutes and repeat so you are able to take in all of the information.
The Eisenhower method is a table based method of which you dictate if something is urgent and or important and sort it into the right part of the table

Urgent and important you do it now

important and not urgent you decide when to do it

not important but urgent you delegate the work to someone

not important or not urgent you delete the work

The 4D strategy

Decommitment identify things that do not really need doing and abandon these.

Defer putting things off until after assignments have been completed.

Downgrading do things to a less than perfect standard.

Delegation ask others for help to do things you previously felt were your responsibility.
Revision note taking tools

Diagrammatic

Mind map

Linear

Tabular

Cornell technique is where there is a line in the middle and on the right hand side you write your notes and on the left you write your opinion on the note you have taken.

Tabular note taking using tables or tabular notetaking is a good technique if you need to summarise information that you want to compare such as a debate with differing viewpoints.
Summarising your points helps you to evaluate the differences between them.

Diagrammatic note taking useful for mapping out how ideas connect or can be associated with one another e.g. when revising ideas notes or preparing to write.

Mind map is useful for meking associations / connection between keywords, phrases, images.
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Journal Articles Week 3 26/10/2024

Articles are usually published in academic journals about original research and can be useful information developments on a topic.
Conference Papers

Conference papers are published after a conference, a gathering of researchers, where the latest developments in research are shared.
Newspapers

Short articles aimed at the general public about current events. Newspapers can be print or online

Company and Market Reports

Publications produced by companies themselves or market research organisations such as Mintel. useful for information about products, trends and opportunities.

CRAAP TEST

Developed by Blakeslee (2004)

Currency > Relevance > Authority > Accuracy > Purpose

Currency : The timeliness of the information when it was published or posted.
Relevance : The importance of your information for your needs.
Authority : The source of information.

Accuracy : The reliability, truthfulness and correctness of the content.
Purpose : The reason the information exists.

Full Reference

Author's surname and initials

Year of publication

Title of book, paper or article

Edition (if applicable)

Place of publication or if on the internet the location it is published
Publisher

Example of referencing :

Adair, J. (2009) "Effective Motivation”.2nd Edn. Basingstoke And oxford: Pan Macmillan
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Academic writing can be divided into two types:
Student academic writing
expert academic writing
Both types of academic writing include some consistent features :
Use clear formal language ( no colloguial/slang words)
include evidence from other experts in the field ( and references for verification )
They aim to answer or debates a specific question or field ( they are focused on a specific topic or theme )
They have clear organisation and layout (logical structure)
They are written using grammatically correct use of language
Academic writing style
The characteristics of academic writing which together distinguish it from other forms of writing are that it is:
Structured;
evidenced
critical;
balanced;
precise;
Formal;
objective;
cautious;
succinct;
impersonal;
What is paraphrasing 2
Paraphrasing is writing the ideas of another person in your own words. Paraphrasing is useful when you are
When paraphrasing, you need to change the words and the structure but keep the meaning the same.
#even when you paraphrase someone’s work, you must acknowledge it by providing a reference.
Paraphrasing techniques
1. Using synonyms
2. Changing word order
3. Changing word form
4. Using active / passive voice
5. Using positive / negative
I used to play the piano, however my piano broke, so now I do nothing.

previously I played an instrument, unfortunately my piano broke, so now I do not have anything to do.

right now I do nothing, because my piano broke, but I used to.

using the work of others to support your own view




