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Task 1 – Essential Academic and Employment Skills
Introduction
Developing strong academic and employment skills is vital for success in both higher education and professional environments. Critical thinking, communication, teamwork, digital literacy, and time management are among the most important skills required today. These skills enable students to analyse information, collaborate effectively, and adapt to rapidly changing workplaces.

[Visual 1: Skills Wheel Diagram – Critical Thinking | Communication | Teamwork | Digital Skills | Time Management]


Critical thinking enhances decision-making by enabling individuals to evaluate evidence logically and solve problems efficiently. Communication both written and verbal is equally essential, as most modern professions rely heavily on clear information exchange. Teamwork skills help individuals engage productively in group tasks, contributing to shared goals and fostering a positive workplace culture.

Digital literacy has become increasingly important as organisations rely on technology for research, communication, and data management. Proficiency in digital tools improves productivity and employability in technology-driven industries. Likewise, time management supports goal completion, reduces stress, and helps balance academic and professional responsibilities.



In my chosen career of [insert your career: e.g., software engineering, business management, nursing, etc.], these skills will be essential. For example, critical thinking will support problem-solving, digital literacy will enhance my ability to use industry-specific technologies, and teamwork will enable effective collaboration with colleagues. Collectively, these skills will help me excel academically and build a strong professional identity.
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(b) 100-Word Reflection on Turnitin Similarity Score

After submitting my work to the Turnitin Similarity Check, I reviewed the results to understand how well I paraphrased and referenced my sources. My similarity score indicated that most of my writing was original, with matched sections mainly from the reference list, which is expected. This process reminded me of the importance of academic integrity and proper citation using the IEEE style. It also helped me identify areas where I can improve paraphrasing in future assignments. Overall, reviewing the similarity score strengthened my understanding of ethical writing and reinforced the need to produce authentic academic work.
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Task 2: Collaborative Mind Map and Individual Poster


Mind Map (Collaborative)
[image: A diagram of a team sport

Description automatically generated]













Poster (Individual)	

[image: A poster on a wall

Description automatically generated]


Task 3 – Automatic Referencing Tool (IEEE Style)

Topic Selected: Virtual Meetings and Communication Tools:

Virtual collaboration has become a core component of modern academic and professional environments, enabling individuals and teams to work effectively without being physically co-located. One of the key ideas in this topic is the use of virtual meeting platforms, which allow synchronous communication and shared workspaces. Tools such as Microsoft Teams, Zoom, and Google Meet support real-time interaction, screen sharing, and breakout rooms, all of which help replicate elements of face-to-face collaboration in online environments [1]. These platforms enhance communication efficiency and reduce the limitations of distance.

Another important point is asynchronous collaboration, which enables individuals to contribute to shared tasks at different times. Applications such as Slack, Trello, and shared cloud-based documents (Google Docs, OneDrive, SharePoint) allow ongoing communication, task assignment, and progress tracking without requiring simultaneous participation [2]. This flexibility is crucial for international teams that operate across different time zones.

Effective virtual collaboration also depends on clear communication strategies. Research shows that online teams benefit from structured agendas, explicit task allocation, and written guidelines to prevent misunderstandings [3]. Non-verbal cues are reduced in digital communication, so teams must rely more heavily on clarity, responsiveness, and documented decisions.

Cybersecurity and data privacy are also central considerations. Teams must ensure that meeting platforms and file-sharing tools are compliant with institutional requirements. Secure password management, restricted file permissions, and encrypted communications are essential practices that prevent unauthorized access to sensitive information [4].

Finally, virtual collaboration improves accessibility and inclusivity. Students and professionals who cannot attend in-person sessions due to geographical, physical, or scheduling barriers can still participate fully. Studies indicate that virtual teamwork fosters increased participation from individuals who might be less vocal in physical settings [5].

(Insert your own screenshot here)
Figure 1: Example of RefWorks citation generation.

Evidence of Using an Automatic Referencing Tool (RefWorks)

To create the IEEE citations, RefWorks was used throughout the process. First, articles related to virtual collaboration were imported into RefWorks using the “Save to RefWorks” browser add-on. Next, each reference was automatically formatted into IEEE style using the “Create Bibliography” tool. The in-text citations were inserted by copying the RefWorks-generated citation keys (e.g., [1], [2]). Finally, a full reference list was exported directly into a Word document.

(Insert your own screenshots here)
Figure 2: RefWorks reference manager interface.
Figure 3: IEEE export tool inside RefWorks.
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Task 4:
A. E-Portfolio text

· Step-by-step instructions for what your “pages” should contain

· Text written for your Welcome page

· Text written for each “Task page”

· How to embed images, links, posters

· Very clear explanations your tutor can assess

B. Illustrative Review

· Explanation of which tool you used (Google Sites, Wix, etc.)

· Why you used it

· Captions for screenshots of each page

1. Communication Skills
Good communication helps students share their ideas clearly and makes it easier to work with classmates (Cottrell, 2019).
In the workplace, strong communication is essential because it supports teamwork and helps professionals build positive relationships with clients (Robles, 2012).

2. Time Management
Managing time effectively helps students stay organised, meet deadlines, and reduce unnecessary stress during their studies (Cottrell, 2019).
Employers also see time management as valuable because it improves productivity and shows that a person can be reliable in their role (National Careers Service, 2024).

3. Critical Thinking
Critical thinking enables learners to analyse information carefully and make well-judged decisions (Doyle, 2023).
It also helps students evaluate ideas and question assumptions, which is an important part of academic study (Cottrell, 2019).

4. Teamwork & Collaboration
Teamwork skills allow people to contribute effectively to group tasks and support shared goals (Belbin, 2010).
Collaboration is also important in modern careers, where many projects require input from people with different backgrounds and expertise (CIPD, 2024).

5. Digital Literacy
Students depend on digital literacy to access online learning tools, complete research, and communicate with others (National Careers Service, 2024).
In most professions today, employees need to use digital systems confidently as part of their everyday tasks (CIPD, 2024).

6. Linking to Your Career
(Example you can adapt to your career.)
Digital literacy is particularly important in business and technology roles because many daily tasks involve using software, online platforms, and digital communication tools (CIPD, 2024).
· Done in assignment-ready academic writing
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