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Introduction 

 I have created this document & ePortfolio to document and present the work I completed for 
Assignment 1 in Learning in the Digital Era (ACCA4025). 
The ePortfolio demonstrates my learning journey by showcasing the different tasks I completed 
throughout the assignment and the digital skills I developed. 
It also provides clear evidence of my ability to use a range of technologies, including Microsoft 
Office, Wix, Google Scholar, MindMeister, and Moodle, to research, organise, create, and 
present information effectively. 
Bringing all of my work together in one place allows me to reflect on my progress while 
presenting my achievements in a professional and accessible format. 

The ePortfolio also highlights my collaboration and engagement with my classmates 
throughout the assignment. It includes evidence of teamwork, communication, and shared 
learning experiences, demonstrating my ability to work effectively in a collaborative digital 
environment. 
By completing and organising all required tasks within the ePortfolio, I have ensured that my 
work is presented clearly and meets the assessment requirements. The ePortfolio is now 
complete and ready for assessment, providing a comprehensive record of my learning, digital 
literacy, and collaborative skills developed during the module. 

 

   

 

 

 

 

 

 



  P a g e  | 3 

 

 

       

 
Task 1:Essential Academic and Employment Skills for the future career Path 

 Task 1 (a): Report on Essential Academic and Employment Skills 
Essential academic and employment skills are known as “Power Skills”, which links the class room 
theory and workplace success [1] 
These skills are know as transferable soft skills, these assist us to become more productive and 
increase our self efficiency. 
Acquiring new skills is essential for individual for self improvement. 
 
We can learn these skills at any age to aid us working with others, becoming more efficient at what we 
do and allow us to gather creative ideas – bringing them to fruition. 
 
We recognise them as study and employment skills. 
some of their topics and associated qualities’ are as follows. 

- Academic Writing – Productive evidence-based work that is structured, factual, and easy to 
understand. 

- Critical ThinkingThinking – Carrying out research, Identifying and solving problems. Being curious 
and reflective. 

- Attitude – Forward thinking, Creative, Confident, Determined 
- Teamwork – Contributing Ideas, Sharing Skillset, Listening to others, Being reliable. 
- Leadership – Taking responsibility making decisions, Delegating tasks. Providing feedback 
- Time Management – Being organised, prioritising tasks, Planning ahead. Setting Goals 

Studies show that acquiring these skills has a positive outcome for both students who perform better 
academically and receive higher grades as a result and workers, who find increased opportunities in the 
labour market and can expect better remuneration. 

As early as the 20th century, research showed that up to 75% of job success in a highly regarded 
profession such as engineering depended more on workers having the relevant people skills than their 
actual ability 
If I implement these skills equally, they will assist me in professional career to be a more effective work 
to produce reports, helping to fix complex issues, use my time wisely, have positive attitude towards 
work and colleagues. 

 

[1]  K. Thomas, “Essential Skills for Study & Employment,” 07 Jan 2021. [Online]. Available: 
https://www.scribd.com/document/490028726/Essential-skills-for-study-and-
employment. [Accessed 2026]. 
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Task 1 (b): Evaluation of Task 1 (a) based on Similarity report 

 
I feel I have done moderate with the Turnitin Similarity check practice, on this occasion. 
I understand the process but not the whole concept, My similarity score was 0%, 
is this due to content or sources? 
To improve my score, the understanding of this tool has to be improved 
I feel more sources will have to be used to give me more understanding of completing this task. 
Using the Generic Assessment criteria / GAC’, im unable to give a percentage rating at this time, 
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Task 2: Collaborative Mind Map and Individual Poster 

Task 2a: Mind Map (Collaborative) 
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Poster (Individual) 
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Task 2b – Life Is To Short (Managing Emotions) 
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Task 3: Virtual Collaboration and RefWorks 

Virtual Collaboration 
Effective virtual collaboration has become an important part of our educational process, Especially 
dealing with unprecedented such as our recent COVID-19.. 

Higher learning / higher education integrates digital technologies more and more or using collaborative 
learning approaches they also aid career relevant competencies. The internet and working with remote 
tools and groups have now become and everyday practice instead of random occasions. 
Working in educational platforms and groups are not just Academic platforms, also areas for learning 
and fine tuning soft skills important for professional information arenas. 

The World Economic Forum’s “Future of Jobs Report” , stated that Technology skills will grow rapidly to 
become an important factor More than any other skill sets, required in the workplace, at the top of these 
skills set where technologies such as AI, networking and cybersecurity along with technological literacy.  
Working parallel alongside these technological skills are, creative thinking and socio- emotional 
attitudes – resilience, flexibility and agility, with curiosity and life long learning are seen as important and 
rising. 
In the Agile manifesto these wanted skills are Highlighted in the fundamental principles and can be 
integrated into teaching and methods of higher education. 

 
Here are some tips for effective collaborating as a team: 
a) Get Everyone On The Same Page 
Never assume everyone has the same understanding and knowledge in the team, 
If you have information that must be commonly known, you must ensure that everyone understands by 
clear communication and instructions 

b) Is A Meeting Necessary 
Sometimes a meeting is not necessary, like having a meeting to setup or organise another meeting, 
Nevertheless there are meetings which are important, so utilise them wisely. 
Use technology to reduce meetings, team members can be informed via emails, MS Teams or slack 
 
c) Take Advantage Of Channels  
Slack and MS Teams can create and host specific channels and groups that allow team members to keep 
upto date and share information, such as files and conversations in Slack you can have as many 
channels as needed, MS Teams allows upto 1000 channels per team 

d) Be A Team Player  
Becoming a team player with rules and guidelines allows you to be flexible and prepared,  
however expect conflict, as change can cause issues as members can react differently. 
Its important to declare the rules of communication, ie Discussion with mutual respect, all team 
members can voice their opinions, once a decision is made all members are committed to this. 
Giving plaudits and acknowledging good work will be appreciated by members and will encourage 
healthy competition with positive inspiration 
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d) Give Team Members Independence  
Your team members have been employed due to their skillsets and attributes for their role,  
Once all members are working together and know their responsibilities give them space and respect to  
 

execute their job 
It’s important to give a good support structure when members start, make them aware of who to contact 
and where to go for information, also where and when to suggest ideas for discussion. 
 
Collaboration tools make it easier to turn these ideas into practice. Platforms like MS Teams / Slack 
provide a centralized space for teams to communicate, share information, and coordinate tasks.  
For remote or hybrid teams, shared workspaces enhance collaboration by keeping everyone connected, 
improving communication, and enabling faster, more efficient teamwork 

 

References 
[1] By the team at Slack. "Five tips for collaborating effectively as a team." Slack. Accessed: 23rd July 
2026. [Online].Available: https://slack.com/intl/en-gb/blog/collaboration/5-tips-for-effective-
collaboration-at-work 

[2] J. D. Salinger, The Catcher in the Rye, 1st Ed. Boston: Little, Brown, and Company, 1951. 
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RefWorks Step By Step 
See screenshots below of my use of Refworks, with brief explanations. 
 
a) Go to Reworks Home page and setup a New account 

 

b) Once Account created login with credentials 

 
c) When logged in, come to this Dashboard
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d) to add a reference select +Add sign

 

e) select from drop down menu, (select which heading you want o use) 
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f) Im selecting Create Manually to input Website reference 

 
 
g) complete form with reference details 
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h) When details are filled and saved references are listed on dashboard 
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Task 4: E-Portfolio Creation and Evaluation 

Task 4a&b: E-Portfolio Creation 
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Conclusion 

Creating my ePortfolio was a valuable learning experience that allowed me to develop both my technical 
and reflective skills. I particularly enjoyed learning how to use new software and programs such as Wix 
and MindMeister, as they gave me creative ways to present my work and organise my ideas. At first, I 
found these programs challenging to use, and it also took time to understand Moodle and its different 
functions. However, the more I used these platforms throughout the course, the more confident and 
comfortable I became with them. One area I know I need to improve is writing reports, as I sometimes 
find it difficult to structure them effectively. Despite this, I am very satisfied with how I completed my 
assignments and feel that they reflect the progress I have made. Overall, creating my ePortfolio has 
helped me build new digital skills, increase my confidence with online learning tools, and recognise both 
my strengths and the areas where I can continue to improve. 
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