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[bookmark: _Toc193117233]		Task 1 (a): Report on Essential Academic and Employment Skills
The Essential Academic and Employment Skills are what makes student succeed in education and in the workplace. there are 4 key skills every student should focused on if they want to succeed in education and their career path this are, developing deep learning, critical thinking, independence, and communication skills [1].
Most of your Academic skills will be learned by practice, like everything in life. The more you do it the better you will be at studying and researching. A study shows that taking short breaks help your brain hold on to more information, students that study shorter sessions outperform students that study long sessions because the brain need time to reset. And when it is overloaded, its capacity is limited naturally [2].
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Figure 1: Brain memory activities 
One of the most impostant skills in the IT industry is communication skills and team work, in many IT roles having clear communications is an essential skill. This will help you work with other departments and customers to meet your deadlines and goals [3].
Problem solving and analytical skills are another essential skills for education and future employment. In the IT industry professionals are constantly requiered to detect issues , find the cause and find an affective solutions. With a strong analytic and problem solving skills students and employees will be way more productive when it comes to learning and working in the IT industry [4].
Now as we all know Technology changes all the time, New Software, Operating systems Ai tools and much more so Adaptability is a key essential skill both for your education and for your future career Specially in the IT industry we systems are constantly changing and you always will need to adapt to diferent programs devices and much more. Also from this book I have refeerence Employees that are felexible and have a high willingnes to learn are more succesfull in dynamic work environments [5].
[bookmark: _Toc193117234]		Task 1 (b): Evaluation of Task 1 (a) based on Similarity report
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On my final similarity report the system has detected 44% similarity. But it is all from the heading and from the university itself, so it is not relevant. There has been no similarity at all from any other sources. I have done research on the topic and did my work from my understanding of the research I have found so my similarity has not be affected on my work.
My work has been well researched and well explained going straight to the point and using a more casual and friendly language, so it is more natural and easier to understand for everyone. My spelling was perfect and has been double checked. I have also met all the criteria’s such as having at least 5 citations and references and finding a related image for my presentation and making it long enough but also resumed. So, there is not too much irrelevant if not any information in my work. Hence I believe I deserve a minimum of 80 out of 100 for my work
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Life is a Team Sport - MindMeister Mind map
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Task 3: Virtual Collaboration and RefWorks
[bookmark: _Toc193117239]		Report on Virtual Collaboration
			(Microsoft Teams)
Virtual collaboration is a vital feature that modern businesses and organisations cannot afford to overlook. It enables different employees within a given organisation to collaborate and communicate with one another even when they are not in the same location. This feature has become even more vital due to the adoption of remote work systems. Virtual collaboration tools help organisations to enhance communication, productivity, and teamwork within the enterprise. Among the most popular virtual collaboration tools is Microsoft Teams.

Microsoft Teams is a cloud-based collaboration tool that was created by Microsoft. It enables users to communicate and collaborate with different people within a given enterprise through various channels such as chats and video meetings. This tool was created to enable different communication tools within the workplace to be integrated into a central location. Employees within a given organisation can create different teams to facilitate communication and collaboration. [6]

The fact that Microsoft Teams can be used on a computer, a tablet, and a smartphone means that it can be used virtually from anywhere in the world where an internet connection is available. This allows employees to stay connected to the team even when they are not in the office.

The first reason why Microsoft Teams is widely used for virtual collaboration among team members is that it has many great features. The first feature of Microsoft Teams is that it allows team members to communicate with each other using instant messaging. This means that team members can communicate with each other instantly instead of sending emails. The team members can also set up a group chat to communicate with each other. [7]

The second feature of Microsoft Teams is that it allows team members to have video conferences. This feature allows team members to have virtual meetings where they can communicate with each other face to face. This feature has been very useful for virtual teams and global businesses because it allows team members to communicate with each other even if they are far apart. The feature also allows team members to share screens during meetings. [8]

Another feature that is present in Microsoft Teams is file-sharing capabilities. This allows employees to share files within the application. Employees can collaborate on the same document in real-time. Additionally, it has the capabilities of integrating with other applications such as Microsoft Word, Microsoft Excel, and Microsoft PowerPoint. This allows employees to collaborate on the same document.

There are various benefits that can be derived by an organisation if it uses Microsoft Teams. One of the benefits is that it improves communication. Instead of employees relying on emails to communicate, Microsoft Teams has the capabilities of allowing employees to communicate in real-time. This improves communication within an organisation. [9]

Another benefit is that it improves teamwork. This is because it has the capabilities of allowing various employees within an organisation to collaborate on the same document. This improves teamwork within an organisation.
Despite the benefits associated with Microsoft Teams, there are some challenges associated with the platform. To begin with, some users may find the platform hard to learn at the beginning, considering that the platform has many features and tools that can be utilized. New employees may need training on the use of the tool.

Another disadvantage associated with Microsoft Teams is that virtual collaboration tools require an internet connection. If the connection is slow, the communication may be affected. Also, the overuse of virtual communication may sometimes limit face-to-face interactions, thus affecting the team. [10]
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Firstly you have to go to RefWorks website and create your account for free. Once done you will need to verify your email and you will be logged in.
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Once you log in your account will be empty, this is because we have not added any citations. So we will first go to the folder icon on the left side and create a new folder were we will store our citations.
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Once here you can name it as you like and press on create and your new empty folder will be created, I will now show you how to create your first citations by using google scholar.
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Once on google scholar all we have to do is research and once we find what we are looking for on the bottom of the page it will say cite in small character and blue letter. Once you press that the next screen will come out.
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On this screen all the citations will come out to save them to our Ref work all we have to do is press on RefWorks button that is at the bottom right side of the screen.
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Once you press it, It will then take you back to RefWorks where you will have to select your folder and press on import to save all your citation.
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Once you have imported it, you can go back to your folder, and all your citations will be there. Now I will show you how you can access RefWorks from a word document, so it is more convenient to use.
[image: ]
On a work document if you go to home, then look for add-ins on the right side of the screen you will be able to select a wide variety of build in add-ins including RefWorks.
[image: ]
This screen will pop up and if you select or search for RefWorks you should be able to find it easily.
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It will ask you to sign in again once you do you will have full access to it from the word document and will be able to take any citations and drop them right in.
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https://sites.google.com/view/learning-in-the-digital-era-pf/home
[bookmark: _Toc193117243]		Task 4 (b): Illustrative Review of E-Portfolio tool Selection
An e-portfolio is a digital medium used to display an individual’s skills, achievements, and work in an organised and professional manner. E-portfolios are commonly used by students to display their learning achievements and by professionals to aid in their job search or career enhancement. The selection of an e-portfolio is significant because different e-portfolios vary in terms of usability, design, and functionality. E-portfolios vary in terms of simplicity and require technical knowledge.
In this review article, I will discuss Google Sites and WordPress as e-portfolios and highlight my reasons for choosing Google Sites as my e-portfolio.
Google Sites is a simple and easy-to-use website creation tool that is best suited for beginners. One major reason why I selected Google Sites is that it is extremely easy to use. Google Sites is easy to use because it is simple and easy to understand. This means that users do not require any technical knowledge or coding skills to set up a website using Google Sites. This is significant because it is my first e-portfolio, and it is essential that I do not have to worry about how to set up a website but rather focus on creating content.
Another major advantage of Google Sites is that it is very student-friendly. For example, Google Sites is free to use, and this makes it very accessible to all. It is also very compatible with other Google applications like Google Docs, Google Drive, and Google Slides. This makes it very easy to upload assignments, projects, and other forms of evidence into the portfolio. This is especially true for students since most of them are already using Google applications, and this makes the entire process very smooth and efficient.
Another advantage of Google Sites is that it makes it very easy for users to set up a neat and organized portfolio. Although Google Sites has very limited options for its design, it is very beneficial for students. This is because it ensures that the portfolio is very neat and professional without having to be very knowledgeable about its design.
However, Google Sites has some drawbacks. For example, the customization is quite low compared to other sites. This means that users are not able to customize their sites to their own needs. This makes the portfolios quite similar to one another. It is also not the best option for users who are quite advanced and need a very professional and unique website.
On the other hand, WordPress is a very advanced tool for creating an e-portfolio. This is because it has a number of options for personalizing the website. This makes it possible for users to create very professional and unique websites. This makes it one of the best options for users who need to create a website for the long term, especially for business purposes.
Although WordPress has a number of advantages, it is not very easy to use, especially for new users. This is because creating a website using WordPress is quite time-consuming. It also requires some coding knowledge, especially for basic tasks. This makes it quite overwhelming for someone who is creating their first ever e-portfolio.
In addition, while Google Sites is far more accessible, WordPress is far more complex. For a new user, the accessibility of Google Sites is far more important than the advanced functionality of WordPress.
[bookmark: _Toc193117244]Conclusion
I have chosen Google Sites for my first e-portfolio due to its accessibility, ease of use, and suitability for students. While WordPress is far more advanced, it is also far more complex. For a first e-portfolio, I believe that Google Sites is the best option, especially considering its suitability for students.
[bookmark: _Toc193117245]References
[bookmark: _Toc193117246]	Task 1 References: [1] [2]  [3]  [4] [5]
[1] L. A. Janusik and A. D. Wolvin, "24 hours in a day: A listening update to the time studies," vol. 23, no. 2, pp.104–120, 2009,
[2] J. Schulze and S. Krumm, "The “virtual team player” A review and initial model of knowledge, skills, abilities, and other characteristics for virtual collaboration," vol. 7, no. 1, pp.66–95, 2017,
[3] J. Schulze and S. Krumm, "The “virtual team player” A review and initial model of knowledge, skills, abilities, and other characteristics for virtual collaboration," vol. 7, no. 1, pp.66–95, 2017,



image1.png
In a study of healthy volunteers, NIH researchers
discovered that our brains may replay
compressed memories of learning new skills
when we rest. Above is a map of the memory
replay activity observed in the study.

Cohen lab, NINDS




image2.png
LDE Assignement 1

ORIGINALITY REPORT

44, 42, 0« A4y,

SIMILARITY INDEX INTERNET SOURCES PUBLICATIONS STUDENT PAPERS

PRIMARY SOURCES

mitted to University of Wales, Lampeter
Submitted to University of Wales, Lampete 44%

Student Paper

Exclude quotes Off Exclude matches Off
Exclude bibliography — Off




image3.png
PLAY YOUR ROLE IN LIFE

Success isn't solo — it's how you think, act, and support others.

5 TRAITS THAT MAKE A STRONG TEAM PLAYER

CONSIDERATION | SELF-CONTROL | COURAGE | MOTIVATION ACCOUNTABILITY
Think Stay Calm | Step Up Keep Oown
Before You Under When It's Moving Your
Act Pressure Hard Forward Actions

« Being aware |+ Not reacting |+ Speakingup | « Pushing « Admitting
of how your | instantly with | when yourself even | mistakes
actions anger or something whenitstough | « Learning
affectothers | frustration is wrong « Encouraging | instead of

« Respecting |+ Keeping focus | « Taking others to blaming
different during responsibility | dotheirbest | . Being reliable
opinions stressful « Facing « Staying and trus-

« Supporting situations challenges commtted tworthy
teammates, instead of to goals
not just avoiding them
yourself

TEAMWORK IS BUILT, NOT GIVEN

It's not just how you feel — it's how you act, react, and
support others that defines your role in life.




image4.png




image5.png
< C M refworks.proquest.com, &3 | ¥ ( Verifyitsyou - @ on

2 1 Recibidos (52) - m... » YouTube @ Google Netfix W Twitch ondon Students ».. R Create bibliograph... = ACCA4025 LON: Ta... N Tile: Unit 3 - Virtua... >

Welcome back

(v ‘ Use login from my institution

OR

Password

|

New to RefWorks? Create account





image6.png
refworks.proquest.com, 0| o=

Recibidos (52) - m... * YouTube @ Google Netflix W Twitch faf London Students »... RW Create bibliograph... ACCA4025_LON: Ta... Tile: Unit 3 - Virtua...

RefWorks  Untitled Project & @ I

rad b2/

Add Share Create Bibliography Tools Search
Eh Duplicates v a
Last Imported Display: 50 per page -/ Normal View v Customize
L'. Sharing v
- Select all on this page Clear "Last imported” Sortby: |F Date added v
W My Folders A

-+ Add folder = sort
W Manage Folders

BN  Notin Folder (0)

Accessibility Statement

Privacy Policy Drop files here

Terms and Conditions or use the + icon

Cookie Policy

Manage cookie preferences





image7.png
New folder X

Name

CITATIONS

Subfolder of

None

Create folder





image8.png
Articles

Any time

Since 2026
Since 2025
Since 2022
Custom range...

Sort by relevance
Sort by date

Any type
Review articles

Google Scholar study about studying 15 min a day vs 4 hours

About 2,650,000 results (0.35 sec)

Cumulative sleepiness, mood disturbance, and psychomotor vigilance
performance decrements during a week of sleep restricted to 4-5 hours per
night

DF Dinges, F Pack, K Williams, KA Gillen, JW Powell... - Sleep, 1997 - academic.oup.com

... sleep restriction to approximately 5 hours/night is novel among studies of the effects of sleep

... effects ] leep restriction on the four-item PRM and the I-minute SAD. The PRM was ...

hie Savt{ o2 Cite) Cited by 3069 Related articles All 10 versions

24 hours in a day: A listening update to the time studies

LA Janusik, AD Wolvin - The Intl. Journal of Listening, 2009 - Taylor & Francis

... 42% and speak 32% of their daily communication time. This contrasts with 15% of their time
as ... activities they were involved in every 15 minutes for one day. Thus, his statistics are not ...

[PDF] oup.com




image9.png
noo(
s dut

KA Gi

tely §
on the

69 R

2ning
. Jour
daily
>d in ¢

Rel

n of
“heg
Bogd
pically
d of 1

MLA

APA

Chicago

Harvard

Vancouver

Cite

Janusik, Laura A., and Andrew D. Wolvin. "24 hours in a day: A
listening update to the time studies.” The Intl. Journal of
Listening 23.2 (2009): 104-120.

Janusik, L. A., & Wolvin, A. D. (2009). 24 hours in a day: A
listening update to the time studies. The Intl. Journal of
Listening, 23(2), 104-120.

Janusik, Laura A., and Andrew D. Wolvin. "24 hours in a day: A
listening update to the time studies.” The Intl. Journal of
Listening 23, no. 2 (2009): 104-120.

Janusik, L.A. and Wolvin, A.D., 2009. 24 hours in a day: A
listening update to the time studies. The Intl. Journal of
Listening, 23(2), pp.104-120.

Janusik LA, Wolvin AD. 24 hours in a day: A listening update

to the time studies. The Intl. Journal of Listening. 2009 Jul
14:23(2):104-20.

BibTeX EndNote RefMan RefWorks

Related articles Al 8 versions &

bup.com

siamedica.pl




image10.png
RefWork Untitled Project (ON)

E All References
Import references

Set import preferences using the fields below (optional)

= Search Databases

Assign to Folder(s)

CITATIONS v
CITATIONS :
== Create Folder
-
ll My Folders v
Import tags from database

‘ TS 7 [} search for full-text @
. v

[] Ignore duplicates @

Accessibility Statement
Privacy Policy
Terms and Conditions

Cookie Policy

Moo coolie preferences




image11.png
E)
®

lad b)) [} L 2 & Q
Add Assign Share Create Bibliography Delete Add Tags Tools Search
Eﬁ Duplicates v
CITATIONS (viewing 1 — 1 of 1 references) Display: 50 per page v Normal View \/ Customize

x’. Sharing v

-
Wl My Folders AN

-+ Add folder = Ssort [ RefiD5
24 hours in a day: A listening update to the time studies

[ select all on this page Sortby: |F Date added v

W Manage Folders
- Janusik, Laura A; Wolvin, Andrew D (2009)
BN  Notin Folder (0)

@ CITATIONS
CITATIONS (1) !
Added March 9, 2026
‘ Tags AVARR ]

Accessibility Statement
Privacy Policy
Terms and Conditions

Cookie Policy

Manaae cookie nreferencee




image12.png
W uosave @X) B D+ O ©  LDEAssignement 1 - Saving... v P search

File Home Insert Draw Design Layout References Mailings Review View Help RCM

Aptos (Body) vz =i
B I Uva x, ¥ A = 5 2 Normal No Spacing Heading' = | | Editing

¢ L.

Dictate i Editor Copilot

Paste
- v 2 Ay AA OB q D - V )

Clipboard [ Font = Paragraph = Styles = Veien | fdiHe




image13.png
[,O Search Add-ins

My Add-ins Manage

Popular Add-ins

Mendeley Cite

‘ @ Cite as you write. Generate citations... | Add
‘ Terms & Conditions
1 GPT for Excel Word
| Add

Al agent for Excel. Ask for formulas, ..

Terms & Conditions

1 Autopilot

Advanced...




image14.png
-ins including RefWorks. RefWorks Citation Manager
My References My Citations

|EEE UWTSD

@ Allreferences v = Date added

P Search references in current project

[] RefiD:5
24 hours in a day: A listening update to ...
Janusik, Laura A, Wolvin, Andrew D (2009)
The Intl.Journal of Listening, 23 (2), 104-120

ks you should be able to

v

T Focus





