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TIME MANAGEMENT

Time management is a fundamental skill that leads to
success holistically, throughout your studies and
employment life. Having effective time management
helps individuals to gain a sense of responsibility. As
stated by the knowledge academy [1] it is paramount to
take time management seriously and to follow good
time management methods, as this can promote better
standards. Moreover, by doing so you can use your time
in a better way.

Prioritization is a constructive way to complete the most
important tasks first and the least important after you
have accomplished the first on the list of priorities. L.
Ho [2] explains in his article planning your time in a wise
way supports you to get the important things done and
to avoid loosing time.

—

CRITICAL THINKING

Critical thinking is principle on learning and
employment life. Having this skill guides individuals in
acknowledging information on a more profound level.
Applying critical thinking assists advancement by
strengthening growth and success. M. Connolly [3]
expresses within her article that Critical thinking assists
in asking questions, looking at things from a different
angle and coming up with a decision.

By taking your time, it encourages you to question your
own thinking. This helps to obtain better outcomes
within learning and working environment practically.
Moore/Parker [4] mentions in their book Critical
thinking is when we pause and have a think about our
own thoughts, by simply checking if it does makes sense.
I understand using this skill will assist my performance
as a cyber security specialist.
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| incorporated the Gibbs' reflective cycle; this helped me
identity that my initial approach may have led me to
plagiarism. | realised it is my sole duty to use my own
words and to ensure the content applied is not copied.
Also, | understand this is vital when aiming for
advancement and progression towards your journey of
learning.

Turnitin is a useful tool in detecting plagiarism, the
system provides you with a report highlighting
indicated text within you work, which matches with other
sources. Using this tool helped me gain a sense of
awareness by identifying whether or not my work
conducted met the recommenced guidelines. There are
several advantages of Turnitin, one being boosting my
confidence towards my outlook of preparing my work
properly. L. Marks [1] expresses individuals are
influenced immensely when receiving an insight of
produced work. By receiving feedback users are able to
see exactly what areas may need further rephrasing
and re-wording.
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REFLECTION

My similarity report shows a score of 18%. The
result reflects a small quantity of sources were used
within my work. Majority of my work is original, apart
from the references indicated towards the bottom of my
essential skills page. | incorporated the Gibbs' reflective
cycle, this helped me identity my initial way of working
could have led me to the risk of plagiarism. | realised it
is my sole duty to use my own words and to ensure the
content applied is not copied. | understand this is vital
when wanting advancement and progression success,
both academically and within career life.

Turnitin is a useful tool in detecting plagiarism, the
system provides you with a report highlighting the areas
that may appear similar to other sources. Using this
tool helped me gain a perceptive from my performance
of my produced academic work. There are several
advantages of Turnitin, one being boosting my
confidence towards my outlook of preparing my work
properly. L. Marks [1] expresses individuals are
influenced immensely when receiving an insight of
produced work. By receiving feedback users are able to
see exactly what areas may need further rephrasing
and re-wording.
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LIFE IS A TEAM SPORT

"Good
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Makes Your
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THE
IMPORTANCE
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WORK MIND MAP

Teamwork Is a foundation principle when It comes to
both academic and career success. It plays a vital role
towards all the areas which contribute to the direction ==
for positive outcomes. It all begins In the academic
environment gaining the understanding on Importance =
of teamwork and the wide range of reasons to put this == =
good action Into dally practice. Within an academic Lo e
environment by working as a team, you can share and

collaborate Ideas, thoughts and views to achieve higher g}w m{g
chance of solving problems and enhancing learning and /

development. Teamwork Is equally paramount to use
within your chosen work field, as this supports
individuals to achleve goals and alms productively. b

it vave ater stcomes e worimg onyom . REFERENCE!

CONCLUSION ) )
- -[ilindeed Editorial Team, “The importance of teamwork:

“Empathy is key to building a strong team
to make everyone within the team feel valu
acknowledged, as when everyone gains that sense

of feeling it assists in getting better results.
Having the confidence to share their own ideas
and thoughts leads to solving problems in an

10 benefits of working as a team,” Indeed Career Guids, May
17,2024, https://uk indeed.cor effective way. Talk space Therapist Famous Erwin,
In conclusion, teamwork Is vital In both e TG DY e e e e e
academic and career development. It +  -2}“Empathy in the Workplace: Why It Matters for environment for the team it involves being
Improves your learning, gaining lifelong Teams — Talkspace | Talkspace,” Talkspace.com, 2016. compassionate and having a emotional awareness
il i i for others within the team. By simply listening
skills/strengths, productively, achievement of the-workplace . and taking people’s emotions into consideration
goals and alms with success and Innovation. +  -[3]-“Benefits of Expressing Sympathy for Emotional and interest, it develops encouraging and safe
Having good teamwork attributes will reflect "-""ll""’m PG T ST environment.
https://realitypathing.com/benefits-of-expressing-
within both environments that will increase Demonstrating Empathy grows reliance this
L supports through daily obstacles, finding better

solutions which then can promote a positive
working environment

development Immensely.
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# What s an IEEE Citation Generator?

Step 1:

Open the website "Free IEEE Citation Generator”. Then pick the type of source you require, such as

indicated above Website, Book, Journal, Video and there are more options when you click onto the
More tab. Click onto the option that matches your source.
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“Tadal Here's your Journal Aticle i IEEE style:
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£ What is an IEEE Citation Generator?

Step4:

It will appear like displayed above with the information about the Journal on top of a yellow
background. This indicates it is a correct source.

Itis ready to copy and paste.
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Once you have clicked onto the search box there will be a list of Journals.

Once you have found the right Journal then you will be clicking onto that section.
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# Whatis an IEEE Citation Generator?

Step2:

I have decided to search for a reference from a Journal. So I will have to click onto the Journal option

and then will be pasting the name of the Journal in the search box provided and then click onto the
search blue box that is located on the right hand side.
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TIME MANAGEMENT

Time management is a fundamental skill that leads to
success holistically, throughout your studies and
employment life. Having effective time management
helps individuals to gain a sense of responsibility. As
stated by the knowledge academy [1] it is paramount to
take time management seriously and to follow good
time management methods, as this can promote better
standards. Moreover, by doing so you can use your time
in a better way.

Prioritization is a constructive way to complete the most
important tasks first and the least important after you
have accomplished the first on the list of priorities. L.
Ho [2] explains in his article planning your time in a wise
way supports you to get the important things done and
to avoid loosing time.

CRITICAL THINKING

Critical thinking is principle on learning and
employment life. Having this skill guides individuals in
acknowledging information on a more profound level
Applying critical thinking assists advancement by
strengthening growth and success. M. Connolly [3]
expresses within her article that Critical thinking assists
in asking questions, looking at things from a different
angle and coming up with a decision.

By taking your time, it encourages you to question your
own thinking. This helps to obtain better outcomes
within learning and working environment practically.
Moore/Parker [4] mentions in their book Critical
thinking is when we pause and have a think about our
own thoughts, by simply checking if it does makes sense.
I understand using this skill will assist my performance
as a cyber security specialist.
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Time Management and Critical thinking are both
essential skills, that play a huge role academically and
through working life. Time management provides a

framework whereas critical thinking assists in making
informed decisions. This all contributes towards
learning and within your chosen field of work.

From the information that | have gathered reflecting on
my capabilities and areas which need improvement, will
assist me to adapt to new methodologies, with the focus
to gain positive outcomes academically and after |
have graduated.
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words and to ensure the content applied is not copied.
Also, | understand this is vital when aiming for
advancement and progression towards your journey of
learning.

Turnitin is a useful tool in detecting plagiarism, the
system provides you with a report highlighting
indicated text within you work, which matches with other
sources. Using this tool helped me gain a sense of
awareness by identifying whether or not my work
conducted met the recommenced guidelines. There are
several advantages of Turnitin, one being boosting my
confidence towards my outlook of preparing my work
properly. L. Marks [1] expresses individuals are
influenced immensely when receiving an insight of
produced work. By receiving feedback users are able to
see exactly what areas may need further rephrasing
and re-wording.

References

= [1] “Meeting student expectations for feedback | Turnitin,” Turnitin.com, Oct. 23, 2025. htty

expectations-for-feedback-a-research-based-analysis

= [2].“The Benefits of Reviewing and Reflecting on Completed Homewor
LearningMole, Feb. 11, 2025. https://learningmole.com/the-benefits-of-reviewing-homework/

lo conclude completion of my e-portfolio, | have
developed my analytical abilities and critical thinking
significantly. Sessions and advise from my lecturer
helped me complete my work with ease. | have learnt an
extensive amount gaining life-long skills, which | will now
implement and put into practice. | am aware | still have a
lot to learn, however by simply achieving objectives and
learning goals it will help me continue improving and
gaining skills, as well as further expanding my
knowledge.

‘www.turnitin.com/blog/student-

Strategy for Academic Success - LearningMole,”
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REFLECTION

My similarity report shows a score of 18%. The
similar content comes from the quotes | citied using the
correct method and the references that | have indicated
towards the end of the essential skills page. The
feedback has made me realise the importance of
applying citation properly and indicating ideas into my
own words without copying. In the future, | would take
more time paraphrasing and ensuring | have used
citations properly. Additionally, | will make sure | use
Turnitin tool every time | have conducted my
assignments to review my work.

lincorporated the Gibbs' reflective cycle; this helped me
identity that my initial approach may have led me to
plagiarism. | realised it is my sole duty to use my own

IMPROVEMENT

PERFOR}

EVALUATION

After comparing my work to the Generic Assessment
criteriq, | feel | fit Into the Very Good criteria with an
estimate score of 69%. M. Sorial [2] argues to gain
development towards learning growth, it is imperative to
assess completed work. My comprehension was shown
through each of my essential skills, outlining my ideas,
thoughts and viewpoints clearly within each section.

By immersing myself in literature, it provided me with a
chance to put my critical skills into practice, this
encourages deeper thinking and evaluating. When
gathering relevant information relating to my chosen
topics, | evaluated the information carefully deciding
what and how information should be applied.

| reviewed both skills ensuring my work is well
structured, clear and in a logical form throughout. |
have observed and absorbed the accumulated
information, which | have gained throughout my
research. Furthermore, this will support me to advance
academically and within my desired job position.
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Teamwork s a foundation principle when It comes to
both academic and career success. It plays a vital role
towards all the areas which contribute to the direction

for positive outcomes. It all begins In the academic
environment galning the understanding on Importance
of teamwork and the wide range of reasons to put this
good action Into dally practice. Within an academic
environment by working as a team, you can share and
collaborate Ideas, thoughts and views to achieve higher
chance of solving problems and enhancing learning and
development. Teamwork Is equally paramount to use
‘within your chosen work fleld, as this supports
Individuals to achleve goals and alms productively.

Indeed Editorial Team(T] Indicate the more contributions

will have better outcomes then working on your own.

CONCLUSION

In conclusion, teamwork Is vital In both
academic and career development. It
improves your learning, galning lifelong
skills/strengths, productively, achievement of
goals and alms with success and Innovation
Having good teamwork attributes wil reflect
within both environments that will increase

development Immensely.

REFERENCES

Sympathy comes into use when an
yithin a team may be dealing
nal challenges. As a
ofessional it is important to show that
you care about other professionals
utting this act of kindness
ay a huge influence on the
overall performance. Making the
individual feel like you care about them
can motivate them to do well
‘Sympathy is the act of recognizing
another person’s suffering and
esponding with compassion and
kindness"(3]

Empathy is key to building a strong team
to make everyone within the team feel valued
acknowledged, as when everyone gains that sense
of feeling it assists in getting better results
Having the confidence to share their own ideas
and thoughts leads to solving problems in an
effective way. Talk space Therapist Famous Erwin,
LMHC [2] states to achieve an understanding
environment for the team it involves being
compassionate and having a emotional awareness
for others within the team. By simply listening
and taking people’s emotions into consideration
and interest, it develops encouraging and safe
environment
Demonstrating Empathy grows reliance this
supports through daily obstacles, finding better
solutions which then can promote a positive
working environment
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Topic 2- Riding the storm

Conflict and Friction In Connection To Virtual Teams

Virtual teams are a key part in today's businesses and organisations. A. ‘Robinson [1] indicates in her article
professionals should understand the importance of virtual teams and how to use them properly to make full use of
the system. There are several advantages, the main one being it promotes collaboration with other professionals
around the world offering considerable latitude. However, the downside is conflict and friction is at a much higher
risk due to cultural differences, lack of communication, misinterpretations and implications with scheduling due to
availability. | believe by applying The Media Richness Theory into good practice can help professionals in selecting
the appropriate communication tools for each task, this can reduce the possibility for misunderstandings to arise
and enhance level of functionality.

Fields of work do well if all team members work together, as there is a better chance to reach success. More ideas are
better than one, the more information that is poured into one place can promote better results. Unfortunately, not all
virtual teams reap the overall benefits due the reasons that | have indicated above. Professionals should be aware in
the importance of exploring ways to solve conflict in a constructive and professional manner.

The following should be implemented:

= Improving communication- virtual team building activities

= Cultural awareness workshops
= Keeping everyone needs in mind when scheduling meetings/gatherings

= Delegate tasks efficiently
= Set clear/concise goals and aims - making sure all team members understand

A a team we experienced conflict and friction when creating our mind map on the skills needed for academic and
career success, it began with some tension, this reflected Tuckman's "Storming" stage. Going through this challenging
phase led us to improve collaboration by using effective communication to establish roles and responsibilities. At
this point we progressed to the "Norming" stage, by doing so we were able to overcome the obstacles and achieve
success in completion of the mind map. Bruce Tuckman looked into ways how teams are built and function in the
year 1965. The four stages were then introduced [2].
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? What is an IEEE Citation Generator?

Step 2:

I have decided to search for a reference from a Journal. So | will have to click onto the Journal option

and then will be pasting the name of the Journal in the search box provided and then click onto the
search blue box that is located on the right hand side.
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# What is an IEEE Citation Generator?

Step 1:

Open the website "Free IEEE Citation Generator". Then pick the type of source you require, such as

indicated above Website, Book, Journal, Video and there are more options when you click onto the
More tab. Click onto the option that matches your source.
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Adversities Associated In Avoiding Conflict Resolution

Failing to confront existing issues and problems can lead to major consequences such as, groupthink, ineffective
decision making, reduced creativity and less contribution solely due to views/ideas not being valued. Individuals may
be at doubt, questioning themselves whether or not they should confront their feelings because they may fear how
others will react, however if problems remain unsettled this will reduce opportunities in collaboration on new
concepts, creativity and the overall team effectiveness. Individuals may not feel comfortable due to build up
resentment this can play a negative role towards performance levels and then can decrease the chance of goals and
aims from being met promptly. When team members are not in one location miscommunications are more likely to
occur, culture differences can cause an impact as well as building trust with others, this can lead to challenging
situations within virtual teams. [3]

Through careful exploration of the dangers in avoiding conflict within virtual teams, | have gained knowledge that
ignoring existing and present problems could be a comfortable solution, however the longer you leave the conflict
unsolved it will just end up causing on-going obstacles and setbacks holistically.

To make a positive difference the following strategies should be implemented:

= Initiate structured check-ins for feedback

= Training individuals with their communication skills

= Coaching individuals with technique's to adapt when dealing with conflict

= A system should be offered where individuals can utilize if they wish to share any concerns anonymously

To conclude, In my coming future | will take what | have learnt and implement this when | do encounter similar
situations within virtual teams. D.Miller [4] states when working remotely recognising the underlying factor of the
issue is vital, so then you can determine what actions are needed to solve the problem. The findings which | have
obtained has helped me identify the essentialness in addressing the problems at an early stage, for this certain act
will then avoid possible disagreements in developing leading to unwanted implications and challenges. My aim is to
improve and build my confidence when dealing with conflict within both my learning environment and after |
graduate. | recognise this is a fundamental foundation requirement when seeking professional development and
growth.
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Step 4:

It will appear like displayed above with the information about the Journal on top of a yellow
background. This indicates it is a correct source.

It is ready to copy and paste.
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Once you have clicked onto the search box there will be a list of Journals.

Once you have found the right Journal then you will be clicking onto that section.
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After some thinking over looking at the easy
accessible features for google sites, | came up
with a decision to create my e-portfolio on
this particular platform. Google sites is
brilliant to use for both academic and work
purposes. It allows individuals to tailor the
pages within the e-portfolio to how exactly
you like them to be.

The advantages are as follows:
= Ease of use

= Cost free

= Avariety of theme options

= Drag and drop tool

= Add own choice of text, style of font and
colour

= Attach images and videos

= Add diagrams, charts, calendars and mind
maps

= Good level of privacy and security

= Easy to publish once your website is
complete

B 0w sy ot

N - )

Insert  Pages  Themes

T =]
Textbox images
o Iy
embed orve
a=||[a]l=
mllEIEIE

T Coliapsiblegroup.
= Tablo of contents
1N image carousel
O uton
— Divider

= Spacer

Putting together my e-portfolio helped me to
systemically arrange my work, sectioning
each topic discussion clearly. This method
supported me to think deeply on my
development, progression, strengths and
areas that | need to work on. E-portfolio helps
individuals organise work thematically, this
plays a role in both fostering knowledge and
a bigger chance in keeping imperative
information retained for a longer duration.

Googlle Sites

However, looking back at the first couple of
weeks when using this website builder, due to
my limited experience | found google sites a
bit challenging. | recognized | found the
following difficult, to navigate within google
sites and in familiarising myself with the
features such as, uploading images,
organising pages and applying themes to
each page. Nevertheless, by using my own
initiative | experimented with the built in tools
and attained some advise from other
members within my class, this helped me gain
the confidence | needed towards my
progression in completing my e-portfolio
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ZWinchell states [1] e-portfolio is a digital
collection, which supports your knowledge
through the utilization of the range of
materials available to present your
awareness. It acts as a mean to showcase
your skills and expertise in one place around
topics and subjects. It promotes a deeper
level of insight towards your learning.

In simple terms, e-portfolio is a collection of
produced work put together, that
demonstrates what you have learnt. It can be
used in both learning and work purposes, in
the aim to promote enhancements in all
aspects.

Individuals personal development is
influenced actively from the use of e-
portfolios. The application supplies a place
for managing all your needs in one place
such as, having the ability to look back at
what you have learnt, planning, recording and
highlighting what you want out of this. [2]
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All the above tools help assist users to
conduct a operational and functional e-
portfolio.

S.Writtenhouse [3] expresses you can produce
a website that contains several pages within a
short period of time. On top of that,
individuals do not need experience in coding,
creative skills and no technical staff required.
Using Google Sites It has played a positive
contribution towards creating my e-portfolio.

| believe from this platform | was able to
accomplish my goals and aims. As well as,
highlighting my skills and strengths
throughout my work which | have generated.
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= [1]Z. Winchell, “E-Portfolios and Their Uses in Higher Education,” Center for Teaching and Learing | Risepoint, Dec. 13, 2018,
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https://www.linkedin.com/advice/3/what-benefits-using-e-portfolios-lifelong

[3]Sandy Writtenhouse, “What Is Google Sites, and When Should You Use It?,” How-To Geek, Oct. 05, 2021





