

Task 1 Summary 
Essential Skills for Study and Employment in IT industry
Technical skills like programming, develop software, and designing systems for better job career. But soft skills are just as important.
Soft skills include:
Communication – being able to express your ideas clearly to others 
Problem-solving – finding solutions for errors
Teamwork – working well in groups
With the time technology is changing with new tools and systems, so you also need to learn new things as much as you can for understanding new tools and technology. As technology is evolving day by day, developing the ability to learn new tools and platforms is vital. Digital literacy has become a basic skill for computing professionals, enabling them to leverage technological advancements effectively.
Digital literacy teaches us how to use technology. With the help of digital literacy, you keep up with new technology and use them for your wok purpose. In simple terms: For succeed in the computing fields, essential academic and employment skill is necessary for both academic success and future bright career progress.
Critical thinking is an essential skill for computing development it’s mean that able to think clearly, carefully and professionally about error before making decisions. Critical thinking helps analyse problems which are creating complex.
In simple terms, it is: Think about a problem with different angles, Understanding the complex problems, Making good decision and advantage of critical thinking
· Fix complex problems 
· Find smart and creative solutions 
· Avoid mistakes 
 critical thinking is about boosting your brain to make good, logical decisions.
Effective teamwork is very important in computing job career as many projects are done by group of people who’s working together with different skills. It is also important to explain complex technical information in a simple way; it collaborates with understanding between both technical and non-technical people. Research skills are also useful as being informed about industry developments and emerging technologies because technology is always changing so you need to grow your learning skills about new technology tools, trends and better way of working.

How These Skills Support Career Achievement
Learning these essential skills not only for getting  job it also supports career progression after finishing your studies. Good communication and teamwork skills will allow computing professionals to work well with others in different environments. In the workplace digital literacy helps employees to integrate new technologies to work faster and better. Also, time management and problem-solving skills help people to manage complex tasks, deliver high quality work and complete work on time, positioning them for career advancement.

Step 2: Visual
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Step 3: Citations & References (IEEE Format)

1. Online Source 
N. University, “Computer science skills — what they are and why they matter,” NU.edu, 2024. [Online]. Available: https://www.nu.edu/blog/computer-science-skills/. [Accessed: 17‑Mar‑2026].
2. Credible Book 
A. P. Carnevale, Workplace basics: The essential skills employers want, ASTD Best Practices Series: Training for a Changing Workforce. San Francisco, CA: Jossey-Bass Inc., Publishers, 1990. [Online]. Available: https://files.eric.ed.gov/fulltext/ED319979.pdf. [Accessed: 17‑Mar‑2026].
3. Credible Article (academic paper on soft skills in IT):
M. Platonova, T. Smirnova, O. Ivanova, S. Petroviča‑Kļaviņa, and Z. Senko, “Exploring Win‑Win Human (IT) Interdisciplinary Education Paradigm,” Baltic Journal of Modern Computing, vol. 12, no. 4, 2024. [Online]. Available: https://www.researchgate.net/profile/Tatjana-Smirnova/publication/387154836_Exploring_Win-Win_HumanITies_Interdisciplinary_Education_Paradigm/links/68ef8f86220a341aa15552dc/Exploring-Win-Win-HumanITies-Interdisciplinary-Education-Paradigm.pdf. [Accessed: 17‑Mar‑2026].
4. AI Source 
OpenAI's and ChatGPT,  April. 2026.


Step 4: Reflection 
Learning about study and job skills in computing helped me understand what is needed to succeed in this field. I learned that technical skills like programming and system design are important, but they are not enough on their own. You also need soft skills like communication, problem-solving, and teamwork. Digital skills and time management are also important because technology keeps changing and deadlines must be met. This assignment showed me that it is important to keep learning throughout life and to develop both technical and people skills to do well in a computing career.

Task 2 Mind Map 
a. Elaboration of Mind-map of Effective Teamwork.
Introduction
Teamwork is essential for success in both studies and future jobs. When people work well together, they can complete tasks easily and faster, fix difficult problems, and create a positive working environment. The mind map highlights important parts of teamwork, such as good communication, clear roles, managing disagreements, solving problems, and understanding how the team works together. By using these ideas, team members can cooperate better, support each other, and achieve their goals more easily.



Essentials of a Teaming Work.
Roles and Responsibilities:
In a team, it is important that everyone knows exactly what they are responsible for. When tasks are clearly shared, people can work more efficiently without confusion or doing the same work twice. Each person understands their role and can focus on completing their part properly.
Responsibility is also key in teamwork. Every member should take their tasks seriously and try to meet their goals. When people do their work well and on time, it builds trust among the team and encourages everyone to stay committed. Meeting deadlines is important because it helps the team stay on track and complete work as planned.
Trust and Respect
Trust and respect are very important for a strong team. When team members trust each other, they feel comfortable sharing ideas and working together. Respecting each other’s opinions creates a positive environment where everyone feels valued. This makes it easier for people to speak up, which improves decision-making and strengthens team spirit.
Problem Solving
Problem-solving is another important part of teamwork. Teams need to think creatively and look at problems in different ways to find good solutions. When members work together and share their knowledge, they can solve problems more effectively. Making decisions as a group also helps ensure that the final choice supports the team’s goals.
Conflict Resolution
Conflict can sometimes happen in teams, but it should be managed properly. One way is compromise, where both sides give up something to reach a middle point. Another way is negotiation, where team members discuss their differences and try to find a solution. Mediation can also help, where a neutral person supports both sides to resolve the issue peacefully.

Team Dynamics
Team dynamics focus on how team members work together. Motivation is important because it helps people stay focused and do their best. Collaboration allows members to share ideas and support each other. Positive experiences, respect, and encouragement help build strong relationships and make everyone feel part of the team.
Tool use
Using the right tools also helps teamwork. For example, tools like Diagram.io can be used to create visual ideas such as mind maps. Online platforms like Google Meet or Microsoft Teams make it easier to communicate and work together, even when people are in different locations.
Team Member and Collaboration
In this task, Asim Siddique and Mohammad Shahid worked together to create the mind map using these tools.
Overall, good teamwork depends on clear communication, defined roles, trust, respect, problem-solving, and managing conflicts. When these are combined with useful tools, teams can achieve success in both academic work and professional environments.

References
· [1] K. T. Dirks, “Impact of interpersonal trust on team performance outcomes,” Journal of Applied Psychology, vol. 84, no. 3, pp. 445–455, 1999.
· [2] R. C. Mayer, J. H. Davis, and F. D. Schoorman, “A comprehensive framework for understanding organizational trust,” Academy of Management Review, vol. 20, no. 3, pp. 709–734, 1995.
· [3] G. R. Oldham and J. R. Hackman, “Organisational structure and its influence on employee responses: A comparative analysis,” Administrative Science Quarterly, vol. 26, pp. 66–83, 1981.
· [4] E. Sundstrom, K. P. De Meuse, and D. Futrell, “Work teams: Practical applications and measures of effectiveness,” American Psychologist, vol. 45, no. 2, pp. 120–133, 1990.
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Task 3 Automatic Reference
Unit 3 Virtual Collaboration
Virtual Collaboration Tools: Relevance in the Present-day Workplaces.
The use of virtual collaboration tools in the modern globalized workforce is essential. Such technologies as Slack, Microsoft Teams, and Zoom can provide effective communication and teamwork even in geographically divided areas. These tools enable real-time interaction via instant messaging, video conferencing and00 file sharing, which makes it more manageable to keep the teams connected at any place irrespective of the distance (Author, Year). Studies have found out that virtual collaboration tools positively affect productivity because they have minimized the need of holding physical meetings and asynchronous work processes are made possible (Syamsulbahri and Young, 2025). Furthermore, they aid in managing projects and monitoring activities, to assist teams in ensuring a good layout of the work process.
Flexible work arrangements also encompass virtual collaboration as one of their enabling factors, and it leads to employee satisfaction and work-life balance (Khavis et al, 2022). Through the tools, firms are able to minimize the cost of operations, since they do not require a lot of travelling and office space (Author, Year). Nevertheless, there are some pitfalls, including the risk of breakdown of communication, and the ability to preserve the team cohesion in a virtual world.
To achieve the maximum advantages of virtual collaboration, organizations should be able to choose the appropriate tools that are suitable to meet their communication requirements and give proper training to employees. Although the recent events have increased the speed of adoption of the tools, their further utilization will be one of the key factors of the future of work (Piwowarczyk, 2024).
B. Use of Reference Tool (ZoteroBib)
I was able to use ZoteroBib to manage and create IEEE citation and a reference list of my assignments. To start with, I typed the information about the article (title, author, and the date of publication) into the tool. Thereafter, I chose the IEEE citation style among the existing ones. The citations created by ZoteroBib were in the required format. I did the same with each source, adding the title, author and other information and ZoteroBib gave me a formatted IEEE reference. Lastly, I managed to put all the citations in a full reference list, which is to be used in my assignments.
1. S. Syamsulbahri and F. C. Young, “Digital talent retention in Indonesia: The influence of virtual collaboration technologies, remote work practices, and leadership approaches,” Mgmt. Bus., vol. 3, no. 2, pp. 268–279, Jan. 2025, doi: 10.58812/esmb.v3i02.423.
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2. J. A. Khavis, J. Krishnan, and C. Tipton, “Examining the impact of employee satisfaction and work–life balance within accounting firms,” Current Issues in Auditing, vol. 16, no. 1, pp. P16–P26, Mar. 2022, doi: 10.2308/CIIA-2021-006.
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3. Z. Piwowarczyk, “The impact of virtual collaboration technologies on knowledge sharing in distributed teams,” Albena, Bulgaria, Nov. 2024, pp. 51–58, doi: 10.5593/sgem2024/2.1/s07.07.
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The images show screenshots from ZoteroBib, a free and easy-to-use citation tool for generating references in various styles, including IEEE.
Task 4 E-Portfolio Creation 
About This Portfolio
In this e-portfolio, I have presented course work which is aimed at acquiring skills necessary in computing careers. All the tasks investigate various dimensions of professional development such as technical skills and soft skills such as collaborativeness and communication. When put together, this portfolio shows that the interrelation of these skills can not only make me a more successful academic but also a more successful professional in the computing industry.
My e-portfolio is located on the following Wix https://2531847.wixsite.com/my-site-8
Home | My Site 8
An easy-to-use site that enabled me to present my work in a well-structured and visual manner. It was done by selecting a design that demonstrates my professional objectives and dividing my work into definite blocks so that it is easy to navigate. In developing the material, I had to pay attention to the unity of the layout, so that every part should have shown my technical knowledge, as well as personal experience through the course. This tool enabled me to present my education experience using an interactive feature hence engaging the viewer.
Considering this process, I have discovered that the creation of an e-portfolio served not only as a way of me building a deeper reflection of course content but also as a way of developing digital literacy and a capacity to showcase my work in a professional manner. This experience has taught me a lot about how to present my skills and achievements to prospective employers or reviewing academic bodies in the most appropriate way.
Home Page 
https://e-portfolio-nine-eta.vercel.app/ 
[image: ]
Task 1
https://e-portfolio-nine-eta.vercel.app/task1
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Task 2 
https://e-portfolio-nine-eta.vercel.app/task2 
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Task 3
https://e-portfolio-nine-eta.vercel.app/task3 
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Task 4
https://e-portfolio-nine-eta.vercel.app/task4 
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