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Introduction: [image: ]


[bookmark: _Toc491799400]Contents:
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[bookmark: _Toc1802187898]Task 1: Essential Academic and Employment Skills for the Future Career Path
[bookmark: _Toc1752696117](a) Produce a written summary with some supporting visuals (images/figures), on the topic of essential skills for study and employment
.[image: ]
[bookmark: _Toc2031994171](b) Submit your work to the Turnitin link 
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[bookmark: _Toc1507098586]Task 2: Collaborative Teamwork and Professional Academic poster (A3 Poster)
[bookmark: _Toc722727707]a) Team Activity: In a small team, work together to produce a mind-map that summarises the key considerations of effective teamwork.
[bookmark: _Toc329396225]b) Professional Academic poster: Create an A3 academic poster highlighting why some of the 
areas/concepts covered in the Moodle Unit 2 topic 4 ‘Life is a Team Sport’.
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[bookmark: _Toc1116588544]Task 3: Automatic Referencing tool
[bookmark: _Toc869316627]A) Unit 3 Topic summary: Select one of the topics in Moodle Unit 3 ‘Virtual Collaboration’ 
[image: ]
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[bookmark: _Toc633057626]B)  Use of RefWorks
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[bookmark: _Toc755587136]Task 4: 
a) Create an Online e-portfolio
b) Produce an illustrative review


Task 4: Please find link for my portfolio above on the main page however, it is also available here:   https://canva.link/e6trokx4vsc2u0q





[bookmark: _Toc2084151672]Conclusion
Being able to complete this e-portfolio has been an amazing way for me to use a wide range of valuable skills that will continue to benefit me further on in the future, with my current learning and ahead when i return to employment.  As each task varied, it really helped me build my confidence using programmes/software that I have not used in a while. I also enjoyed researching information via Google Scholar, which is something that I have never used before. A little bit of working as part of a team also played a role when we were asked to put together a mind map and poster using digital tools. I also found extreme benefit when learning how to use referencing sources correctly, as this is something again i have not done for a long time.
Creating the online portfolio allowed me to bring together everything I have learned during this module and reflect on my progress. I now feel more confident. This module has been a valuable learning experience that has strengthened my computer knowledge and prepared me for future study and employment.


                        

[bookmark: _Toc565587908]References :

(Daniel Katz & Robert L. Kahn, 1978; Chat GTP; 5 Stages of Team Development: Forming Teams; Brene Brown)


5 Stages of Team Development: Forming TeamsAvailable at: https://www.personio.com/hr-lexicon/forming-teams/.
Brene Brown Rising Strong. 
Chat GTP how to use RefWorks.
Daniel Katz & Robert L. Kahn (1978) e: The Social Psychology of Organizations. 2nd ed edn. Wiley.
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Theintroduction ofa group should be structurcd by the leader. They should provide a safe and welcoming cvironment for al tcam members to sharc their skills,
‘background and goals.
Additionally, the forming mecting! (or mectings) shoukd have an tincrary created by the leader with steps that will kecp the team members active and cngaged whilc:
Icarning about cach other and the task at hand.
This stratogy for tcam building was introduced by a rescarcher named Bruce Wayne Tuckman. He published his groundbreaking work ‘Tuckmarts Stages'in 1965.
Tuckman startcd by defining four stagics of forming tcams. His theory was further developed by Phi student Mary Anin Jenscn tcn ycars later. In 1977 she added the last stage:

‘When teams arc forming, they arc just getting to know cach other.
‘When they arc storming, they arc working togther to come up withidcas.
“They arc norming when they have lcarncd how to work together, creating a scresc of normalcy.
“They arc then performing at peak cfficiency.
, they are adjourning to reflect on their strengths and weaknesses asa team.
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‘The abore information i information found on google in regards to “forming ateam * and on the next page you willfind the evidence of howi cited it using Refworks.
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Cert HE COMPUTING SKILLS FOR
A WORKPLACE

Learningin a Digital Era

The digital era has transformed the way people learn, communicate, and develop new skills in both education
and the workplace. Rapid advances in technology have made information more accessible than ever before,
allowing individuals to learn through online platforms, digital resources, virtual collaboration, and interactive
learning tools. As organisations increasingly rely on technology, employees are expected to continually develop
their digital competencies and adapt to new systems and ways of working. Lifelong learning has therefore
become essential for maintaining employability, improving productivity, and supporting career progression. N
This essay will explore the concept of learning in the digital era and examine how digital technologies have
changed the way individuals acquire knowledge and develop workplace skills. It will discuss the benefits a
challenges of digital learning, including accessibility, flexibility, collaboration, and the importance of digital
literacy. In addition, the essay will consider how continuous learning enables both individuals and organisations
to remain competitive in an increasingly technology-driven world.

~June 2026 ~Hannah Munns ~Suneth Ferdando ~
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ON THE TOPIC OF ESSENTIAL SKILLS FOR STUDY AND EMPLOYMENT IN YOUR CAREER
AREA?

TSKL
ESSENTIAL ACADEMIC AND EMPLOYMENT SKILLS FOR THE FUTURE CAREER PATH
(A) PRODUCE A WRITTEN SUMMARY WITH SOME SUPPORTING VISUALS (IMAGES/FIGURES), ON THE TOPIC OF ESSENTIAL
SKILLS FORSTUDY AND EMPLOYMENT.
(8) SUBMIT YOUR WORK TO THE TURNITINLINK

TASK2:
COLLABORATIVE TEAMWORK AND PROFESSIONAL ACADEMIC POSTER (A3 POSTER)
A) TEAMACTIVITY:IN A SMALL TEAM, WORK TOGETHER TO PRODUCE AMIND MAP THAT SUMMARISES THEKEY.
‘CONSIDERATIONS OF EFFECTIVE TEAMWORK
B) PROFESSIONAL ACADEMIC POSTER: CREATE AN A3 ACADEMIC POSTER HIGHLIGHTING WHY SOME OF THE
'AREAS/CONCEPTS COVERED IN THE MOODLE UNIT 2 TOPIC 4 UFEIS A TEAM SPORT-

TSK3:
AUTOMATIC REFERENCING TOOL.
K)UNIT 3 TOPIC SUMMARY:SELECT ONE: OF THE TOPICS IN MOODLE UNIT 3 VIRTUAL COLLABORATION
) USE OF REFWORKS

TSKe
AYCREATE AN ONLINE E: PORTFOLIO
B)PRODUCE AN ILLUSTRATIVE REVIEW:
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Produce a written summary with some supporting T lsausiig
visuals (images/figures), on the topic of essential skills e |
for study and employment in your Career area? 7 © }

Essential skills are findamental for successin both higher education and the workplace. As someone interested in working as a Senior Coordinator within a
charity while also having experience in the catering industry, a combination of transferable, digital, and interpersonal skills is essential.

Strong communication skills are vital in both career areas. A Senior Coordinator must communicate effectively with staff, volunteers, service users, and
external organisations, while catering professionals need clear communication to work efficiently within busy kitchen and front-of house teams. Good
communication helps prevent misunderstandings, improves teamwork, and ensures high-quality service.

Organisation and time management are equally important. Coordinating charity projects often involves managing multiple tasks, organising events, meeting
deadlines, and balancing budgets. Similarly, catering requires careful planning, prioritising tasks, and working efficiently under pressure to meet customer
expectations.

In today's digital workplace, IT and digital literacy have become essential. Charity organisations regularly use software for project management,
fundraising, email communication, spreadsheets, and online meetings. Catering businesses increasingly rely on digital booking systems, stock
management software, online ordering platforms, and food safety record systems. Developing confidence with digital technologies improves
productivity and employability.

Problem solving and adaptability are valuable skills in both sectors. Unexpected challenges, such as staffing shortages, changes in client needs, or operational
issues, require employees to think critically and respond quickly. Employers value individuals who remain calm, flexible, and solution-focused.

Finally, teamwork and leadership play a significant role. Senior Coordinators are responsible for motivating teams, supporting volunteers, and ensuring
projects achieve their objectives. In catering, teamwork s essential to deliver quality food and excellent customer service, especially during busy periods.
Developing these essential skills through academic study, workplace experience, and continuous professional development prepares individuals for
successful careers in both the charity sector and the catering industry while supporting lifelong learning and career progression.
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Asyou can see the similarity index is at 43%, I completely understand that this would
not be ok if I were submitting this as my assessment, however as this s just a
learning example and is just to make sure that we are able to use Citations correctly
aswell as being able to submit our work via Moodle (Turnitin). As you can see the
information that I have submitted has also been submitted by other people at:
University of Wales Lampeter
Regent independent School and six form college
University of Keele
Higer Education Academy
In will ensure that all future submissions meet the correct requirements.





image9.png
Professional Academic poster: Create an A3 academic poster highlighting why some of the
areas/concepts covered in the Moodle Unit 2 topic % ‘Life is a Team Sport’ are important for
academic and career success in your chosen discipline.

Effective teamwork is essential in both academic and professional environments because it
enables individuals to combine their knowledge, skills, and experiences to achieve shared goals.
Mgaﬂhmuﬂywmmmwuan—mnmwm
accountability, leading to better decision- making and improved outcomes.

Mind mapping is a valuable planning tool that helps teams organiscideas, set clear objectives,
and identify tasks and responsibilitics. By visually displaying information, a mind map allows all
mmnbaswmﬂasmdd:ep«q}ecpmgxﬂsehowwsmmumd,m ontribute
ideas more effectively. This improves coordination, misunderstandings, and hlps the

team workmore cfficiently towards a goal.
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Automatic Referencing tool (450 words): Use an automatic referencing tool (such as RefWorks) to add relevant IEEE citations and a reference list to the
task outlined below.

&) Unit 3 Topic summary: Select one of the topics in Moodle Unit 3 ‘Virtual Collaboration’ and summarise some of the main points. Use an automatic
referencing tool (such as RefWorks) to add some relevant citations and a reference list to the summary. (Approx. 350 words)

b) Use of Refworks: Document several screenshots with brief accompanying description to provide practical evidence of the use of RefWorks/other
automatic referencing management tool. (Approx 100 words)

FormingaTeam
‘When forming a team, whether it i for work, school or for asporting activit, it s firstly extremely important that you have trust within the team, trustis built by everyone doing what they say they are going to when
they say they will. When there i trust morale improves and helps you reduce the amount of time it takes to solve problems and will help boost your team’s productivty.

‘There isno one best way to lead ateam Instead, consistent with the principle of equifinality (Katz & Kahn, 1978), team leadership can be accomplished in many different ways, dependingin part on the leader’s own
style, preferences, and skills. That fact does not imply, however, that individual diferences among team leaders are irrelevant to their leadership effectiveness (Salas, Kosarzycld, Tannenbaum & Camegie, 2004).To

the contrary, the quality of the team leadership provided depends
Setting clear goals /objectives is essential when working in a team. Members should set goals that are FAST Frequently Ambitious Specific Transparent.

1]
‘The First stage of building an effective group that can work together towards completing the task at hand s forming team. During this stage it s extremely important to learn about the purpose of the
team and begin to understand individual roles and responsibilities. It s also important to collaborate on appointing a team leader. Although people may be politc and positive at first, they are offen unsure
of whatis expected of them and may rely on guidance from the chosen team leader.

Having great communication is essential though-out the task mainly to ensure that it s completed on time and effectively. All members of the team need opportunities to ask questions, share ideas and
build trust with one another. A clear understanding of the teamis and individual roles and responsibiliies helps everyone work towards the same outcome and reduces confizsion. Encouragement and
‘open communication from the beginning can help create a positive team environment.

‘The correct team leader will ensure that they provide direction, explain tasks, and support all team members as they become famillar with their responsibilties. This guidance helps individuals feel more
confident and encourages them o contribute to the teamis success.

‘There isno one best way to lead a team. Instead, consistent with the principle of equifinality (Katz & Kahn, 1978), team leadership can be accomplished in many different ways, dependingin part on the
leader's own style, preferences, and skill. That fact does not imply, however, that individual diferences among team leaders are relevant o their leadership effectiveness (Salas, Kosarzyckl, Tannenbaum
& Camegle, 2004). To the contrary, the quality of the team leadership provided depends.




imageb.png




imagea.png
—S<——"LIFE 5 A TEAM SPORT*

TEAM WORK CAN MAKE THE DREANMUGRI

Teamwork s the abilty of Individuals to work together towards a shared goal by,
‘communicating effectively, supporting one another, and using each person's sirengihisy
Strong teamwork develops problem-solving, leadership, and interpersonal skils that are
highly valued in both education and employment

Why Teamwork is Essential For Academic and Career Success

Teamwork n My Career '
‘Serior Coordinator (Charity) and catering Why Teamwork Mattorsin Higher
Effective teamwork allows charty organsations o: Educaion

‘Students who work effectively in

Team. Together Everyone Achevies More

Teamwork Is a fundamental skl forboth academic success and professional development.

‘Wnether studying at university, coorcinating charty projects, or working witin a catering team

ollaboration enables people to achieve shared goals more effectively. Developing teamsork
sklls prepares students for lfelong 1earing and successiul Gareers.

> Hannah Munns
Cert HE Computing Sl For the Warkplace ‘ﬂ




