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Introduction



The purpose of this report is about reflecting on my personal experience with note-taking and time management, two skills which have significantly improved my learning process and academic development.




Description of experience



Throughout my academic journey in university, I’ve come to realise that note-taking and time management are essential skills to have and develop. Back when I was still in high school I always used to just copy information from the white board or write down whatever my teacher would say without much thought and was also lacking in managing my time throughout the day for example: when given homework from school I use to always do it at the last minute or just procrastinate doing various tasks. Even though I used to lack in those two factors I’ve learnt to take notes more effectively by using bullet points or sometimes make quick diagrams to make sure I can easily understand everything when needed for the future and also to listen for key points then organise information as I go. Time management is still something I’m working on by planning out what to do the next day using a calendar or breaking down tasks into small pieces so they do not feel too overwhelming.


Analysis and personal reflection 


Over time I have tried several types of note-taking methods to find the ones that suit me best. I have found that the Cornell note-taking system, diagrammatic notes and linear note-taking are the most effective for my learning environment. The Cornell method helps me organise information clearly, splitting the page into cues, notes, and summaries. This structure not only helps during the note-taking process but also makes revision much more efficient. Diagrams, such as mind maps and flowcharts, allow me to visualise complex ideas, making it easier to see connections between different pieces of information. Linear notes, while being simpler, are ideal when I need to quickly capture information in a straightforward sequence, especially during fast-paced lectures or meetings. Having these different techniques allows me to adapt my style depending on the situation, which has improved my ability to process and keep information.



Time management has been another major area of growth for me. I have experimented with a few strategies, and the ones I rely on most are the 4D strategy (De-commitment, Defer, Delegate, Downgrade), the Pomodoro Technique, and the Eisenhower Decision Matrix. The 4D strategy helps me manage my workload by forcing quick decisions about each task, ensuring that I stay productive and avoid unnecessary procrastination. The Pomodoro Technique has helped me improve my focus by breaking my work into 25-minute blocks, followed by short breaks. This method keeps my energy levels consistent and prevents burnout during long study or work sessions. Finally, the Eisenhower Matrix has given me a better way to prioritise tasks, helping me distinguish between what is urgent and what is important. By organising tasks into clear categories.




Reflecting on these experiences, I realise that both note-taking and time management are not static skills but ones that require regular adjustment based on circumstances. What works during a quiet study week might not be enough during busy project deadlines. By combining structured note-taking with flexible time management techniques, I have developed a system that keeps me organised, focused, and less stressed. I also recognise that no system is perfect, and part of keeping good habits involves regularly reflecting on what is working and what needs to change. These strategies have helped me not only academically but also in personal and professional settings, making me more adaptable and prepared for future challenges.


Conclusion 

Overall, learning how to take better notes and manage my time has made a real difference in how I work and handle pressure. Using techniques like the Cornell method, diagrams, and simple linear notes has made studying and revising much easier for me. On the time management side, tools like the 4D strategy, Pomodoro sessions, and the Eisenhower Matrix have helped me stay on top of everything without feeling overwhelmed. Reflecting on these habits has shown me that there’s always room to improve, and that being flexible is just as important as having a good plan. I’m excited to keep building on these skills moving forward.
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