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1. Create an A3 poster 
2. explains why teamwork is important for academic and career success 
3. based on the Moodle Unit 2 topic 4 “Life is a Team Sport”. 
4. Complete these two short courses on UWTSD Careers platform. 
5. Managing emotions (https://uwtsd.careercentre.me/u/7z53cyek) 
6. Empathy (https://uwtsd.careercentre.me/u/7vtf2759) 
7. Follow the ‘Academic Poster Guidelines’ on Moodle  
8. and include 4-5 citations and references (IEEE) 
9. Make sure the poster is accessible online 
10. The poster should be completed individually 
11. must ensure your tutor is able to view the Academic Poster online 
12. e.g. if using Onedrive/GDrive to store your poster file 
13. File permissions to the document enable anyone with the link to view the file 
14. In task 4 below, include your answer to task 2 in the e-portfolio. 
15. In a small team, produce a mind-map – Continuation to 16 
16. that summarises the key considerations of effective teamwork 17. The mind-map is the artefact for the introductory activity  
18. of Unit 2 topic 4 ‘Life is a Team Sport’. 
19. Formulate a team using this - https://www.mindmeister.com/ 
20. Minimum of 3 and maximum of 4 in a team 
21. A team leader invites the other two or three students 
22. Arrange a day and time for your team to meet and use collaborative technology 
23. of your choice such as MS Teams, Zoom or Google Chat/Meet)  
24. to discuss ideas and create the map 
25. You can research before and/or during the meeting. 

TASK 3
1. Use an automatic referencing tool (such as RefWorks) to add relevant IEEE citations and a reference list to the task outlined below. [1]
1.  Select one of the topics in Moodle Unit 3 ‘Virtual Collaboration’ and summarise some of the main points with several supporting citations and accompanying screenshots/images.
1. Document several screenshots with brief accompanying description to provide practical evidence of the use of RefWorks/other automatic referencing management tool. (Approx 100 words) In task 4 below, include your answer to task 3 in the e-portfolio
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Figure 1: Importance of Employability [1]
 
 
 TASK 4
1. a. Create an Online e-portfolio with a page for each task answer for this Assignment.
1. Build an online e-portfolio (using Google Sites, Wix, or another platform) and include your completed tasks
1. If necessary, use links and images to display your work.
1. Your e-portfolio should have a welcome/title page, and the Assignment task answers.
1. On a page in your e-portfolio explain which tool you used to create it and why
1. Then take a screenshot of each page of your e-portfolio and document the screenshot in your word submission document (template below).



 	 

 
 1 Summary – The Importance of Soft Skills 
Soft skills are essential personal attributes that enable individuals to perform effectively at work and in everyday life. Unlike technical skills, which focus on specific job-related tasks, soft skills relate to how people interact, communicate, and adapt in different situations. These transferable skills are vital for personal growth, teamwork, and professional success. 
Key soft skills include ambition, creativity, leadership, listening, problem-solving, communication, teamwork, and positivity. These abilities help individuals stay motivated, think innovatively, guide and support others, and build strong professional relationships. Equally important are curiosity, collaboration, empathy, and resilience, which allow people to ask meaningful questions, work effectively with others, understand human emotions, and overcome challenges with determination. 
As the quote highlights, “Technical skills might get someone through the door, but it’s their communication, empathy, and willingness to learn that determine how well they work with others, handle pressure, and adapt when things inevitably shift.” This reinforces that success in any profession depends not only on knowledge but also on emotional intelligence and adaptability. 
Developing soft skills prepares individuals to be job-ready and adaptable in a constantly changing workplace. They enhance creativity, teamwork, and problem-solving, leading to better performance and stronger collaboration. Ultimately, soft skills are what turn technical ability into meaningful contribution, helping individuals grow both personally and professional (Dennis O'Reilly, 2025)  








Having these transferable skills both at work and personal level enables to create ideas, develop and deliver service and products, enable individuals to be equipped for job ready.  
 [image: ]Figure 1Essenital digital skill for work training

Essentials skills enhance the ability of the individual's social mobility as well as careers paths, one can go into career of choice with the right tools of acquiring the skills developed from young to adulthood. My career of choice right now is administration-officer assistant the skills required for this role are: 
· Organisation skill 
· Excellent communication skills 
· Ability to handle tasks strict deadlines 
· Able to work with others and respects their view 
· A well-rounded knowledge of technology 
· Confidence with numbers 
· to think creatively and challenge the way things are, find solutions 
· to always be fair and honest when dealing with people.
· To always deliver excellent service.
These skills are vital for the career I hope to follow in someday and I have learned a valuable lesson in searching up these essentials’ skills for employment as with
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My similarities came to 36 % this is due to the table’s contents page whereas my own contribution came to 6%, which is good, but I need to improve on giving time to research and reedit my work, my struggle was referencing as had used Havard referencing style. I will have to put a dedicated time and not rush to finish assignments. 
I would grade myself 65% as I had put it behind and not focused on the tasks at hand, which held me back from achieving my full potential, I will put more dedicated time to make use my learning. 



References Bibliography List 
(Dennis O'Reilly, 2025)
(Wilson, n.d.)
(Nhs, n.d.)
(skillsforcareers, n.d.)


Task 2 A  Poster A3  
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Figure 2 saved file of A3 on one Drive


Task 2 B 

Virtual Collaboration 
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Project and Task management
The role of project management is to implement new projects with planning and techniques such as cost, time and quality. 
The project and task management needs to set objectives which are critical areas of how successful a project can be, measurable, achievable, relevant. 
Task manager oversees the performance of the teams, its completion and competency performance of development teams. 




Key stages of SMART Goal in project management
· Specific -this is to instruct an exact expectation of the project at hand of the give a well-rounded information utilising documents, purpose, scope, objectives, stakeholders and key milestones.
· Measurable- the workability is measured according to its requirement
· Achievable- The goal is attainable it can be achieved within the timeframe set by the project manager.
· Relevant – improves the efficiency and productivity
· Time Bond- a Time frame is put around the project when it needs to be completed and review over comings.

RefWorks: 
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Referencing 
(Eby, 2023)
(AK Munns, 1996)
(Julie Yu-Chih Liu a, 2010)
(why is project managment important, 2025)
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