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Reflective report
[bookmark: _Toc185279774]Introduction 
The significance of the academic skills module in preparing students for success in their academic and career pursuits cannot be undermined. It provides students with the essential tools and skills necessary to empower them to reach their full potential. This report is a reflection of how learning the module has helped me develop the note-taking, paraphrasing and referencing skills that are key to my academic success. I will utilise Gibb’s Reflective Cycle model to critically reflect on how learning the academic skills module has helped me develop the skills. The model will help me gain a deeper understanding of my experiences and develop an action plan for continuous improvement.
[bookmark: _Toc185279775]Gibb’s Reflective Cycle Model
[bookmark: _Toc185279776]As indicated by Adeani et al. (2020), Gibb’s Reflective Cycle model is a cyclical model of reflection that was developed in 1988 by Graham Gibbs to give structure to learning from experiences. According to the authors, the model offers a framework for examining experiences, and its cyclic nature plays a pivotal role in enhancing repeated experiences as individuals can learn and plan from encounters that either went well or did not go well. The model encompasses six stages: Description, Feelings, Evaluation, Analysis, Conclusion, and Action Plan (LukesHRblog, 2017). As per the author, each stage serves a specific purpose in guiding the reflective process to identify areas of improvement among individuals’ skill sets, making it more relevant, especially in academic and professional settings where continuous improvement is necessary. Unfortunately, some critics argue that it fails to draw connections by not linking experiences being reflected upon other events, leading to missing opportunities to demonstrate depth (Fallin, 2021). 
Description
Note-taking, paraphrasing and referencing skills are key academic skills required to pass the module. In alignment with Nakayama et al. (2021), note-taking is essential as the foundation of learning and research due to its ability to help capture ideas, facts and arguments from various sources like lectures and textbooks, which are used to set the examinations. Doyle (2023) emphasises that learning note-taking facilitates comprehension, retention and critical analysis of information, which is essential for academic excellence. While I have the ability to organise my notes in a clear and organised manner, I mainly struggled with keeping up with the pace of the lecture. I also find myself struggling with separating important and less important information, and I end up writing everything unnecessary, which is time-consuming.  
[bookmark: _Hlk185256626]Paraphrasing is a critical tool for avoiding plagiarism and a demonstration of the ability to understand the source material (Mariani et al., 2021). As per the authors, the rationale for its possession is the ability to break down complex ideas into simple ones, making information easier to comprehend and retain for academic excellence. Interestingly, in alignment with Yahia and Egbert (2023), I am proficient in paraphrasing, as I can rewrite any information in my own words without losing the original meaning. However, in most instances, I struggle to find suitable synonyms, thereby ending up with wordy sentences. 
[bookmark: _Toc185279777]As suggested by Du (2020), referencing skills are essential in acknowledging the sources of information used in academic work, thereby complying with the module’s plagiarism guidelines. As noted by the author, that is key to maintaining academic integrity and giving credit to the original authors which is respect for intellectual property and adherence to ethical guidelines. Fortunately, I am conversant with the Harvard referencing style, which is recommended for the module. I can accurately cite the in-texts and add a reference list. However, it is common to forget to cite the paraphrased materials, which can lead to plagiarism. 


Feelings
[bookmark: _Toc185279778]	While I have extensive strengths in note-taking, paraphrasing, and referencing, I realised that I had significant weaknesses in each of them, which can inhibit the successful completion of the module. The struggling experience overloaded my emotions with frustration, anxiety, and fear of academic repercussions. More recently, when paraphrasing a text, my worries heightened as I learned about the severe consequences of plagiarism. Fortunately, the in-class supportive materials and series of activities gave me a sense of confidence in handling the weaknesses in each skill. With such all-round support, I felt motivated to improve on the three skills to excel in the exciting module. 
Evaluation
The overall learning experience of the three skills was positive and exciting. I proactively participated in activities that helped sharpen my note-taking skills. For instance, I paid attention to the lecturer's points and used headings and subheadings to structure my notes. Nakayama et al. (2021) argued that such a well-organised structure provides a clear framework that enhances comprehension and recall, which are paramount during examinations. 
Yahia and Egbert (2023) emphasised that rewriting eliminates ambiguity, ensuring that the intended message is clear and easy to recall during examinations. Unfortunately, I did not have a dictionary to expand my vocabulary, understand words with complex meanings and identify synonyms, thereby limiting my capabilities.
[bookmark: _Toc185279779] Concerning my referencing, I never cross-checked all my in-text citations to ensure they were correctly added to the reference list, thereby increasing the risk of plagiarism. Besides, I was unfamiliar with reference management tools like Cite This for Me. Du (2020) emphasised that the use of reference management tools is crucial in enhancing accuracy and reducing errors during citations. However, as suggested by Hopkins and Reid (2024), I realised that practising and seeking constructive feedback from the lecture is essential in building a strong foundation for these skills. I was also required to be attentive in class to ensure I grasped the concepts of note-taking, paraphrasing and referencing. 


Analysis 
[bookmark: _Toc185279780]After a keen evaluation of my skill set, I realised that I struggled with keeping up with the pace of the lecturer during note-taking because I was inattentive in class. I was also struggling to separate important and less important information because I was not reading the study materials. I also struggled with finding suitable synonyms because I have a limited vocabulary for not a regular reader and not using the dictionary. Hopkins and Reid (2024) emphasised the importance of a rich vocabulary due to its ability to offer a variety of precise words that convey messages more clearly and understandably. I also forgot to cite all references because I was not proofreading my work. I had no access to reference management tools like Cite This for Me, which minimises referencing errors.
Conclusion
[bookmark: _Toc185279781]The learning activities and exercises from the module provided me with valuable insights and strategies to enhance my note-taking, paraphrasing and referencing skills. The note-taking strategies, including the use of headings and subheadings to structure my notes, equipped me with essential insights to grasp information and organise my learning. I also learned that to paraphrase effectively, I needed to re-read my texts and increase my vocabulary by reading and using the dictionary. I also learned that practising Harvard referencing style with the assistance of reference management tools like Cite This for Me is key to saving time and reducing errors. From then onwards, I prioritised being attentive, proofreading my work, re-reading study texts, practising and seeking feedback, and creating a conducive learning environment that maximises concentration and learning outcomes.
Action Plan 
1. Practice note-taking by using headings and subheadings and the Cornell method to structure notes every time I am studying within the next month to enhance until I become proficient.
2. Practice paraphrasing by simplifying complex text into simple ones using my own words within the next month.
3. Practice citing and referencing using the Harvard referencing style until I become proficient in the next month.
4. Actively participate in class activities by being attentive.
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