
 

 

 

 

 

When detailing your educational achievements and awards, it's important to 

use correct punctuation to clearly and professionally convey your 

accomplishments. 

Key Elements to Include: 

1. Award Title: 

Use title case for the award title. 

Example:  

 

 

2. Description: 

Provide a brief description of what the award is for. 

Example:  

 

 

3. Date: 

Mention the date or academic year the award was received. 

Educational Achievements and Awards 

Dean's List 

"Awarded for achieving a GPA of 3.8 or higher." 



 

 

 

Example:  

 

 

4. Institution: 

Include the name of the institution where the award was received. 

Example:  

 

Structuring Your Description: 

1. Introduction: 

Begin with the award title. 

Example: 

 

 

 

 

 

 

"Spring 2023" 

"XYZ University" 

Dean's List 



 

 

 

2. Body: 

Follow with a description, date, and institution. Separate these elements with 

commas for clarity. 

Example:  

 

 

Punctuation Guidelines: 

1. Capitalization: 

Use title case for award titles and institution names. 

Example:  

 

 

2. Commas: 

Use commas to separate different pieces of information within a sentence. 

Example:  

 

 

"Awarded for achieving a GPA of 3.8 or higher, Spring 

2023, XYZ University." 

"Dean's List" 

"Awarded for achieving a GPA of 3.8 or higher, Spring 

2023, XYZ University." 



 

 

 

3. Quotation Marks: 

Use quotation marks for the description if it's a direct quote from the award 
citation. 

Example:  

 

 

4. Periods: 

End sentences with a period to complete the thought. 

Example:  

 

 

Examples: 

Example 1: 

Dean's List 

 

 

 

 

 

"Awarded for achieving a GPA of 3.8 or higher," 

"Awarded for achieving a GPA of 3.8 or higher, Spring 

2023, XYZ University." 

Description: "Awarded for achieving a GPA of 3.8 or 
higher." 

Date: Spring 2023 

Institution: XYZ University 



 

 

 

Full Sentence: "Dean's List, awarded for achieving a GPA of 3.8 or higher, 

Spring 2023, XYZ University." 

Example 2: 

Best Research Paper 

 

 

 

 

 

Full Sentence: "Best Research Paper, recognized for exceptional research in the 

field of environmental science, 2022, ABC College." 

This process usually involves identifying objectives, choosing attainable short-

term goals and then creating a plan for achieving those goals.  

 

 

 

 

 

 

Description: "Recognized for exceptional research in 

the field of environmental science." 

Date: 2022 

Institution: ABC College 



 

 

 

1. Think positive to stay focused 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Positive thinking can make it easier for you to focus 

on tasks that need to be done and learn new 

information.  

For instance, if you approach learning better writing 

skills with a positive mindset, you may be more likely 

to stay focused since you're open to the experience. 

To maintain a positive mindset toward learning, here 

are a few things you can do: 

1. Set and track your own learning goals 

2. Manage your stress 

3. Be open to new ideas and approaches 

4. Visualize a positive outcome 

5. Learn from your mistakes 



 

 

 

2. Stay resilient 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Resiliency refers to the ability to adapt after 

encountering a challenge.  

It's important to acknowledge the challenge or 

difficulty in order to find a way to overcome it.  

Resiliency helps you accept the issue and find steps to 

move past it while staying positive. 

Here are a few ways to improve your resiliency: 

1. Find a sense of purpose in your life 

2. Establish positive beliefs in your abilities 

3. Build a strong network 

4. Embrace change 

5. Develop your problem-solving skills 



 

 

 

3. Make time to read 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reading can help you to develop critical thinking 

skills, which are important to make well-reasoned 

decisions.  

Reading requires you to think and process 

information in ways you may not experience in other 

forms of entertainment.  

You can read fiction, autobiographies or journals on 

any topic that interests you.  

While you read, take notes to keep your mind 

focused on the text. 

Here are a few tips that can help you make time to 

read every single day: 

1. Read first thing in the morning or before bed 

2. Always keep a magazine, newspaper or book in 
your bag in your bag 

3. Use bus or subway time to catch up on reading 

4. Find material that you find interesting 

5. Set reminders for reading 



 

 

 

4. Manage your time 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Good time-management skills help you to prioritize 

tasks so you’re able to complete work and 

assignments on time.  

You should also plan ahead, set aside the time you 

need for assignments and projects and stay focused 

to better use that time. 

Here are some tips to effectively manage your time 

and improve your study: 

1. Create a daily, weekly and monthly schedule 

2. Avoid distractions while you're studying 

3. Set goals for every study session 

4. Start working on projects or tasks early 

5. Make a project plan 

6. Work on one task at a time 

7. Start early in the day 



 

 

 

5. Find time to relax 

 

Finding time to relax can help you to stay focused and 

motivated.  

Giving yourself time to do something you enjoy or 

practice self-care can help instill balance in your life.  

When you take a break, you can usually return to your 

task with a renewed focus and a fresh perspective. 

Here are a few ways you can relax: 

1. Get quality rest 

2. Practice the 50/10 rule (50 minutes of work 
followed by a 10-minute break) 

3. Plan your meals a week in advance 

4. Schedule time for your hobbies and interests 

5. Take breaks during difficult projects 


