Task 1. Essential skills for Study and Employment
 
1A) There are essential skills for study and employment that are needed to complete daily tasks, help me perform to the best of my ability and adapt to workplace changes [1]. Every firm needs employees who possess essential skills to thrive.                                                    [9][image: ]
In both the classroom and workplace, digital literacy is crucial to prevent misunderstandings and communicate effectively. The ability to understand numbers and communicate effectively is crucial within any workplace for it to function properly, hence why it is best to gain these skills at a younger age. [2]
[4] 
Managing my time properly can boost my productivity and efficiency [3]. [image: ]Having enjoyable time management will also allow me to set goals and have more time for more opportunities. Managing time better can also relieve stress as things can get out of hand when there is too much to do at once and I can gain a bad reputation by being disorganized. [5]            

It is especially important to analyze situations before acting so mistakes are prevented. Critical thinking involves high attention and judgement [6]. It is highly valued within the workplace and can help me develop in my role [7]. Critical thinking can help me to break down a problem and find a solution [8]. I can apply critical thinking to my personal life to help resolve any problems I may have.

These skills are important for me to obtain, as they will allow me to progress, grow and develop better, personally and at work/in education. [10]
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1B)
Similarity Check
[bookmark: _Int_cl9nV7NW] Since the content in the appendix section raised my similarity check total to 37%, I might be capable of improving it by using fewer references and ensuring I am not over-using quotations. My similarity score would have been considerably lower if I had only used four references. I could also improve my similarity score by putting my research into my own words, rephrasing sentences, and referring to my research on the subject with a few appropriate references rather than ten. My score will also be even lower if I use quotation marks around each quote and cite every relevant source.

Generic Assesment
[bookmark: _Int_mvtiJmA4]I would give myself a score of 50-59% because I believe I met the pass criteria by engaging with a diverse range of literature, including sources I retrieved independently. My referencing may contain minor errors or inconsistencies that could be improved; however, I tried my best in correcting them to the best of my ability.
Task 2. E-portfolio and video presentation link
1. E-portfolio link:
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2. Video presentation link:My Video presentation
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Task 3. Document the use of a Referencing Tool – RefWorks
To find references, I can use a tool like RefWorks to help me complete my work. RefWorks can be helpful in research, studies and referencing.
I can also change the style of the reference on the website to whichever style I need (IEEE, Harvard, etc.). This is a massive help as different referencing styles are written differently and contain different information.
To use the website, I went to the insert tab and selected add-in on word and then selected RefWorks.
[image: ][image: ](Fig.1 & Fig.2)
This action added RefWorks to my word application.
[image: ](Fig.3)
I found a reliable source through a library database and usually (if) there is a cite button on the webpage, you can ‘save to RefWorks.’
[image: ](Fig.4)
This added the citation to my references in RefWorks.
[image: ](fig.5)
I changed the style of the reference.

[image: ][image: ][image: ](Fig.6, Fig.7, Fig.8)
I then selected ‘Cite this’ and the citation appears automatically below (as shown).
[image: ]
 [1, p. 103859]
Next, I turned on ‘Bibliography’ on the add-in to show the reference (below).

[1] G. Polizzi, “Digital literacy and the national curriculum for England: Learning from how the experts engage with and evaluate online content,” vol. 152, p. 103859, 2020, Doi: 10.1016/j.compedu.2020.103859.
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