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Introduction
In this report will be about the skills: Note Taking, Paraphrasing and summarising. The aim of this report is to show the skills I have developed whilst being enrolled on the academic skills module.




Reflective model

In this report I will be using the Gibbs Reflective Model. This model uses a series of questions to enable a person to dive to different depths of reflections using the 6 stages as follows: Description, Feelings, Evaluation, Analysis, Conclusion and the Action Plan. (GIBBS,1988)
I am using this model as it is a broadly exercised reflective model that supplies an organised route to dissect, investigate and enrich personal and professional growth.








Academic Skills:

Note taking:

 In week two during our lecture is where I learned about Note Taking and what factors needed to take into consideration when using this skill as everybody is different, Note taking can involve listening and writing information down to keep it engrained. The density/complexity of the information alongside how skilled the person is at note taking plays a part of how effective it is. A major element that also contributes is your working memory which is level of information that can be held all at one time. We also went through several different types of practices used when note taking such as Mind Mapping also known as an empathy map used for when thought comes to mind you simply write down, Diagrammatic A way of used to connect ideas, information and notes using Topic>>Main points>>>Sub Points and the Tabular Table-A effective way to compress and compare information via a table, giving good insight of a subject
Before the lesson I felt rather anxious, curious but excited going into the class, I had heard the term “note taking” previously but I didn’t really think too deeply about it before this class. As the class went on, we discussed elements that could affect the way we note take. 
As the class went on I started to feel a little more at ease as my understanding of these skills was still overwhelming but exciting as I tend to appreciate learning new information, By the end of the class  I felt accomplished because I got through class and came away with a better understanding than I first had before the class and I understood more than I thought I was going to.
The found the lesson on note taking was useful not just in everyday life but also professional, my only negative thought is there is little time to go over whilst its sinking in.
As suggested by (Cottrell, 2019) There are different methods to note take and benefits include memory jogging, capturing a thought and supporting attention.
I hope to improve on utilising different forms of note taking as I will need to extensively use them during my time at university. In my future action plan I intend to become comfortable with the diverse types of notes taking such as the tabular method, using this table method will help me with summarising and comparing notes whilst researching pieces of work.


Paraphrasing:
In week 4 we learnt about paraphrasing, a technique that entails of rephrasing/rewording and restructuring a set of information to present the same meaning.
Before we had the lesson on paraphrasing I was a little overwhelmed of what was to come, again I had heard the term but could not explain what’s behind it, during the lesson I did confuse paraphrasing with summering which was a little frustrating but by the end of the lesson I felt I could confidently understand and explain what it was which made me feel pleased.
This skill is useful for righting up reports but also for avoiding plagiarism as thoughts are written in own words whilst also acknowledging a source of information.
What I found good about this skill is that rewriting can make the most complex text simplified whilst wring in your own style. What wasn’t so good was sometimes overthinking what to write in my own style.
As suggested by (Swales, Freak.2004) putting the original text to one side/back of your mind and writing down what was understood from that text may be the easiest way.
I hope to improve my use of paraphrasing, another skill that will be helpful with putting my own spin on information when writing up reports which I have no doubt I will be doing a lot of this during my class.
My plan for the future is to become comfortable using this skill, once comfortable It will save time, and the quality of my work will also be at a better standard. I am hoping in the future paraphrasing will come to me effortlessly.






Summarising
In week 7 Summarising was the skill that we learnt about, easily mixed up with paraphrasing as quite similar although there are key differences between the two.
When summarising a text, you will need to highlight the essential information needed and put into a condensed version of text unlike paraphrasing where you keep the same amount of information.
Before this class I was eager to learn and was hoping I would be able to learn but more importantly to absorb and understand the information being taught.
During the class I had to keep saying the definition of both paraphrasing and summarising to myself as I was mixing the two skills up. At times during the class I felt a little frustrated as I was concerned it wouldn’t sink in, and I would miss key information.
By the end of the lesson, I felt slightly relieved as the information given did sink in
I wasn’t getting the definitions mixed up and was able to take in key information but also take part in the activity where we were given 2 different texts in which we had to write down and then paraphrase the text that was given. I felt confident doing the activity and was told I did a great job which left me feeling please.
According to indeed editorial team (2003) if we can use the key skill critical thinking then we can use that to an advantage when summarising, as we can pick out information.
To improve I will focus on actively practising on using this skill, I want to get to a place where I am comfortable and confident to incorporate this with my studies as It will help towards raising the standard of work and will save time when it comes to studying.
My future plan is to become great at these skills so it reflects in my work, although I appreciate a challenge I would like to get to a place where it comes naturally. 



Conclusion

I choose the three skills to write in my report as I genuinely enjoyed learning about them, I understand that these are transferrable skills but will be needed in an academic setting.
I am not completely confident but in time I know I will be given practice and in turn will get my work to a standard I am proud of in the near future, which will also give me the confidence to move to the next level next year.
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