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Introduction  

Dear Students,  

Welcome to the Dublin International Study Centre (DISC), DISC staff have 

come together to create this self-study guide for you to help you build 

effective study skills, improve your time management, enhance your research 

skills, and develop critical thinking. All of these study skills are essential for 

success in your foundation year programme and your future studies. 

Participating in an International Foundation Year (IFY) programme is a great 

opportunity to develop the academic and personal skills needed for university-

level studies. Developing strong independent learning skills, especially in 

academic writing and presentations will help you succeed! 

 

Time and Management Organisation  

 

a) Create a Study Schedule  

 

 Use a planner or digital calendar to track deadlines and 

assignments.    

 Set specific study goals for each task. 

 Set aside specific times for studying, revision, and coursework. 

 Balance academic work with breaks to stay productive and avoid 

burnout( a state of emotional, physical and mental exhaustion 

caused by prolonged or excessive stress, often leading to 

feelings of being overwhelmed, emotionally drained, and unable 

to meet constant demands). 

 Use digital planners or apps like Google Calendar or Notion to 

track progress.   
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1/ Planner 

 

b) Prioritise Tasks  
 

 Use the Eisenhower Matrix (urgent vs important) to manage 

workload. 

 Break down larger tasks into smaller, manageable steps. 

 Review study material regularly rather than rushing to complete 

before deadlines.  

 Start early to avoid last-minute stress.  

 

 

 

 

 

 

 

3/ Breaking Down Tasks 

 

 

 

c) Avoid Procrastination (the act of delaying or postponing tasks or 

decisions) 
 

 Set short-term goals with rewards for completion. 

 Use the Pomodoro Technique (25 minutes of study, 5-minute 

breaks). 
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 Removes distractions (put your phone on silent, use website 

blockers). 
 

 

 

4/ The Pomodoro Technique 

 

Mastering the Harvard Referencing System  

 

a) Why is Referencing so important? 

 

 It gives credit to original authors. 
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 It avoids plagiarism. 

 It demonstrates academic integrity.  

 

b) Harvard Referencing Basics  

 

In-Text Citation 

 

 Author’s surname, year of publication,  e.g. (Smith, 2000) 

 Page numbers must be included for direct quotes from a text. 

E.g (Smith, 2000, p.20). Page numbers can be included for 

paraphrased information but is not required. 

 

   Bibliography List Format  

 At the end of your document, list all sources alphabetically. 

 

The general structure for different sources: 

Source Type  Format  Example  

Book  Author(s) (Year) 

Title. Edition (if 

applicable). Place of 

Publication: 

Publisher. 

Smith, J.(2020) Academic 

Writing Skills. 2nd ed. 

London: Oxford University 

Press.  

Journal Article  Author(s) (Year) 

‘Title of Article’, 

Journal Name, 

Volume (Issue), 

Page Range. 

Brown, L. (2021) ‘Critical 

Thinking in Higher 

Education’, Journal of 

Learning, 34(2), pp. 45-60. 

Website Author(s) (Year) 

Title of Webpage. 

Available at: URL 

(Accessed: Date).  

University of Oxford (2022) 

How to Reference Correctly. 

Available at: 

www.oxfor.ac.uk/referencing 

(Accessed: 5th March, 

2025). 

 

 

c) Referencing Tools 

http://www.oxfor.ac.uk/referencing


7 
 

 

 Cite This For Me 

 Zotero 

 Mendeley  

Use these tools to generate citations automatically but always check for 

accuracy.  

 

Effective Note-Taking  

 

a) Choose the Right Method  
 

 Cornell Method: Divide notes into key points, details, and a 

summary. 

 Mind Mapping: Visualise ideas and connections for better 

understanding.  

 Outline Method: Use bullet points and subheadings to structure 

notes. 
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5/ The Cornell Method 
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6/ Mind Mapping  
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 7/ The Outline Method   

 

 

 

 

b) Active Note-Taking  
 

 Summarise key points in your own words. 

 Use abbreviations and symbols for faster writing. 

 Highlight or underline essential information.  
 

 

 

8/ Abbreviations 
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9/ Highlighting  

 

 

 

c) Review and Revise Notes  
 

 Go over your notes regularly, not just before exams. 

 Discuss topics with classmates to reinforce learning. 

 Use flashcards or quizzes to test yourself. 

 

10/ Flashcards 
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Reading and Research Skills  

 

a) Active Reading Strategies  

 

 Scanning: Look through the text quickly to find specific 

information such as names, dates, or keywords. Useful for 

answering specific questions or locating data quickly.  

 Skimming: Read the text quickly to get a general overview of 

the content. Focus on titles, headings, introductory and 

concluding paragraphs.  

 SQR3 Method: A structured reading strategy – Survey, 

Question, Read, Recite, Review. Helps you understand and retain 

maintain material more effectively. 

 Highlight key points and take margin notes. 

 Ask questions while reading to enhance learning. 

 

 

 

 
11/ Skimming  

 

 

b) Research Skills  

 

 Use credible sources (academic journals, university databases).  

 Keep track of references using citation tools such as Zotero or 

Mendeley.  

 Look for evidence to support arguments. 
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Academic Writing Skills 

 

a) Structure Your Writing  

 

 Follow the essay format: Introduction, Body, Conclusion.  

 Use clear topic sentences and supporting arguments. 

 Stay within word limits and focus on clarity.  

 

 

 

 

12/  Essay Outline 

 

b) Develop a Strong Argument  

 

 Present a strong argument statement early in your writing. 
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 Support your argument(s) with reliable evidence from academic 

sources. 

 Use formal academic language; avoid slang or informal 

expressions. 

 Cite all sources properly using the Harvard Referencing style.  

 Address counterarguments respectfully and provide a response, 

and use logical reasoning and supporting evidence. 

 Avoid personal opinions.  

 

 

 

13/ How to Write an Argument for an Essay 

 

c) Proofreading and Editing  

 

 Read your work aloud to catch errors.  
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14/ Editing and proofreading an Essay  

 

Exam Preparation and Revision  

 

a) Plan Ahead  

 

 Start revising at least 2- 4 weeks before exams. 

 Make a revision timetable and stick to it. 

 Use past exam papers to practice.  

 

b) Use Active Revision Techniques  

 

 Summarise notes into key points.  

 Teach the material to someone else. 

 Use mnemonics and visualisation techniques. 
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15/ Example of Mnemonics  

 

c) How to Manage Exam Anxiety  

 

 Get enough sleep before an exam.   

 Practice relaxation techniques like deep breathing.  

 Read all questions carefully before answering. 
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16/ How to Manage Exam Stress  

 

 

 

 

 

 

 

 

 

 

 

 

 

                         17/ Box Breathing Technique  
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Participation and Communication Skills  

 

a) Engage in Class Discussions  

 

 Be confident in sharing your thoughts. 

 Listen actively to classmates and teachers. 

 Ask questions to clarify any doubts.  

 

b) Improve Presentation Skills. 

 

 Practice speaking clearly and confidently. 

 Use slides with minimal text and lots of visuals. 

 Maintain eye contact with the audience.  

 

18/ Presentation Skills  

 

Digital Learning Skills 

 

a) Use Online Learning Platforms 

 

 Familiarise yourself with DISC’s VLE called Studysmart 

 Submit assignments on time and check feedback regularly. 
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 Participate in online discussions.  

b) Utilise Educational Apps 

 

 Quizlet – For creating flashcards. 

 Evernote – For organising notes. 

 Google Scholar – For finding academic articles.  

 

c) Stay Cyber-Secure  

 

 Use strong passwords and enable two-factor authentication. 

 Be cautious about online sources and phishing emails. 

 Keep backups of important work in cloud storage.  

 

 

 

 

 

 

 

 

 19/ Two-Factor Authentication. 

 

 

 

 

 

 

 

 

 20/ Phishing Emails 
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Well-Being and Motivation  

 

a) Maintain a Healthy Routine  

 

 Get 7-9 hours of sleep each night. 

 Exercise regularly and eat a balanced diet. 

 Take regular breaks to refresh your mind. 

 

b) Stay Motivated  

 

 Set realistic goals and celebrate small achievements. 

 Surround yourself with positive and supportive peers. 

 Keep a growth mindset – learn from mistakes.  

 

 

 

 

 

 

Develop a Strong Argument – Follow These Academic Conventions: 

- Present a clear thesis statement early in your writing. 

- Support your arguments with reliable evidence from academic sources. 

- Use formal academic language; avoid slang or informal expressions. 

- Cite all sources properly using the Harvard Referencing style. 

- Address counterarguments respectfully and provide rebuttals. 
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- Maintain logical flow and coherence throughout the text. 
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