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[bookmark: _Toc235701282]Introduction

This assignment explores the essential academic skills that support effective learning and successful university study. It examines how these skills contribute to personal development, academic performance, and long‑term professional growth.
 By reflecting on key areas such as critical thinking, digital literacy, and communication, the work highlights their importance in meeting the expectations of higher education. The introduction also sets the foundation for analysing how these skills are applied throughout my academic journey.


[bookmark: _Toc235701283]Task 1 IEEE Referencing & written summary on essential academic and employment skills (350 words):
a) [bookmark: _Toc235701284]Produce a written summary with some supporting visuals (images/figures), on the topic of essential skills for study and employment (approx. 250 words) in your Career area. The summary should consider: 
[bookmark: _Toc235701285]• How the development of such skills will support you in your chosen Career after you graduate. 
[bookmark: _Toc235701286]• Citations and a list of references should be included (Approx. 4/5 sources). Using the IEEE referencing standard (UWTSD IEEE Ref. handbook) include citations and a reference list (including 1 online source, 1 credible book, 1 credible article and 1 AI source).

Essential Academic Skills for Study
 
Effective study at university requires a combination of core academic skills that enable students to engage critically with information and communicate their understanding. Critical thinking is central, as it allows students to analyze arguments, question assumptions, and make informed judgments (Cottrell, 2017) [1]. Alongside this, academic reading enables learners to interpret complex texts, identify key ideas, and evaluate evidence. 
Academic writing is equally important because it provides a structured way to present arguments clearly and coherently. This includes paraphrasing, synthesizing sources, and referencing accurately to avoid plagiarism (Neville, 2010) [2]. Strong research skills support these processes by helping students locate credible academic sources and assess their reliability. 
In addition, time management is essential for balancing deadlines, independent study, and revision. Students who plan effectively are better able to maintain consistent progress and reduce stress (Macan et al., 1990) [3]. Finally, note‑taking helps organize information and supports long‑term understanding. 
Together, these skills form the foundation for successful, independent learning and long‑term academic achievement that would help students build a successful career at the end of their studies. 


Employment Skills

Employment skills are essential for success in modern workplaces, where employers increasingly value a combination of technical and interpersonal abilities. One key skill is communication, as employees must express ideas clearly, collaborate effectively, and adapt their style to different audiences. The World Economic Forum (2023) [4] highlights communication and collaboration as core future‑work competencies, emphasising their importance across industries.
Another critical area is problem‑solving, which enables individuals to analyse situations, evaluate options, and implement effective solutions. Research by Robles (2012) [5] shows that employers consistently rank problem‑solving and critical thinking among the most desirable employability skills.
In addition, digital literacy has become essential due to the growing use of technology in everyday work tasks. Employees must be able to use digital tools, manage information, and learn new systems quickly. Time management also plays a significant role in workplace performance, helping individuals prioritise tasks, meet deadlines, and maintain productivity.
Together, these employment skills support adaptability, professional growth, and long‑term career success in an evolving labour market.





b) [bookmark: _Toc235701287]Submit your work to the Turnitin link (labelled: Task 1b - Turnitin Similarity check practice) on Moodle and check your similarity score. In the same document as your summary above, include a reflection of approx. 100 words on: 
[bookmark: _Toc235701288]• Your similarity score and how you could improve it next time. 
[bookmark: _Toc235701289]• Using the ‘Generic Assessment criteria / GAC’ as a guide, state the mark out of 100% you would award yourself and briefly explain why. The ‘Generic Assessment criteria’ is located at the bottom of the Assignment Specification below.

[bookmark: _Toc235700576][bookmark: _Toc235700614][bookmark: _Toc235701290][image: The image is a digital task management dashboard showing various metrics and sources for a research task, including a similarity index, originality report, and a list of internet and student papers with associated statistics.

AI-generated content may be incorrect.]

Reflection about above report

My similarity score was 12%, which is acceptable for academic work. The report showed 9% from internet sources, 3% from publications, and 6% from student papers. Most of these matches came from common academic phrases that many students use, so they are not serious problems. To improve next time, I can paraphrase more carefully, change sentence structure, and make sure my writing sounds more personal and original. Using the Generic Assessment Criteria, I would give myself 70–72%, because my work is clear and well‑referenced, but I can still improve originality and critical detail.
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[bookmark: _Toc235701291]Task 2 Collaborative Teamwork and Professional Academic poster (A3 Poster):

a) [bookmark: _Toc235701292]Team Activity: In a small team, work together to produce a mind-map that summarises the key considerations of effective teamwork. Your mind map should be clear and concise and no more than approx. 400-500 words or approx.150 words per person. It can be produced using freely available Online Mapping technology of your choice (e.g. Mindmeister.com, Coggle.it, GitMind.com, Ayoa.com) or an Office 365 Application.



[image: The image is a diagram illustrating the key components for effective teamwork, including clarity, reliability, diverse perspectives, communication, accountability, teamwork, leadership, and adaptability.

AI-generated content may be incorrect.]

The mind map provides a comprehensive visual representation of the key components that contribute to effective teamwork, illustrating how interpersonal, organisational, and contextual factors interact to support successful group performance. It emphasises that teamwork is a multidimensional process requiring clear communication, shared purpose, and strong relational foundations. This aligns with contemporary organisational behaviour literature, which argues that team effectiveness emerges from the integration of communication, leadership, structure, and group cohesion rather than from isolated skills.
A central theme in the mind map is communication, presented as a foundational element of team functioning. Concepts such as clarity, transparency, active listening, and constructive feedback highlight the importance of maintaining open channels of dialogue. Regular updates and meetings further reinforce the need for continuous information exchange, ensuring that team members remain aligned with shared objectives. Research consistently shows that communication quality directly influences decision‑making, conflict management, and overall team cohesion.
The mind map also stresses the importance of clear roles and responsibilities. Defined roles reduce ambiguity, enhance accountability, and prevent duplication of effort. At the same time, the inclusion of role flexibility acknowledges that effective teams must adapt to changing circumstances, redistributing tasks when necessary. This balance between structure and adaptability is widely recognised as a key determinant of team resilience.
Another significant dimension is collaboration and cooperation, which encompasses mutual support, teamwork spirit, and conflict resolution. These elements highlight the social and relational aspects of teamwork, suggesting that effective collaboration depends not only on task coordination but also on trust, empathy, and willingness to assist others. The presence of conflict resolution within this category indicates an understanding that conflict is inevitable but manageable when approached constructively.
The mind map also incorporates diversity and inclusion, reflecting modern perspectives on team composition. Cultural awareness, leveraging individual strengths, and fostering an inclusive environment contribute to creativity, innovation, and psychological safety. Diverse teams often outperform homogeneous groups when differences are valued and integrated into collective problem‑solving.
Structural conditions are addressed through resources and support, including tools, training, and adequate time and budget. This acknowledges that even highly skilled teams cannot perform effectively without appropriate organisational support. Similarly, adaptability and flexibility are identified as essential for navigating change, encouraging openness to new ideas and strong problem‑solving capabilities.
Finally, the mind map highlights leadership, shared goals, and trust and respect as core relational and motivational components. Effective leadership provides direction and motivation, shared goals create unity of purpose, and trust forms the relational foundation that enables reliability and open‑mindedness.
Overall, the mind map demonstrates that effective teamwork is a holistic process requiring strong communication, clear structures, supportive leadership, and a positive team culture.


b) [bookmark: _Toc235701293]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’ are important for academic and career success in your chosen discipline.

[image: The image is an academic poster that showcases various project management and collaboration tools, including Zoho, Figma, Airtable, and ClickUp, highlighting their features such as task automation, collaborative design, and flexible data management.

AI-generated content may be incorrect.]
[bookmark: _Toc235701294]Task 3 Automatic Referencing tool (450 words):
a) [bookmark: _Toc235701295]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)

Adjourning
Tuckman’s fifth stage, Adjourning, represents the point at which a team’s shared activity concludes, and members separate after completing their objectives. While the earlier phases emphasise development, cohesion, and effective performance, this final stage focuses on closure, transition, and reflection. Tuckman and Jensen (1977) describe adjourning as a natural yet often emotional part of group development, as individuals may feel pride in their achievements alongside a sense of loss when the collaborative environment dissolves.
In academic and organisational settings, adjourning plays an important role in supporting learning and future improvement. When teams pause to evaluate their processes and outcomes, they generate insights that can strengthen later projects. Forsyth (2019) argues that structured endings help maintain positive relationships and allow members to carry forward skills and strategies developed during the collaboration. Without a clear conclusion, individuals may leave with uncertainty about their contributions or the overall impact of the team’s work.
A practical element of the adjourning stage involves redistributing responsibilities and ensuring that any remaining tasks are properly handed over. As teams often develop strong interdependence, returning to individual roles can be challenging. Effective leadership is therefore essential. Leaders can support closure by acknowledging contributions, clarifying next steps, and celebrating achievements. West (2012) notes that recognition at the end of a project reinforces motivation and helps members transition confidently into new roles or future teamwork.
Emotional responses also shape the adjourning experience. Some members may feel relieved that deadlines have been met, while others may experience sadness due to the ending of social bonds formed during collaboration. Tuckman’s model suggests that these reactions are normal and should be addressed openly. Opportunities for debriefing, feedback, and informal discussion can help individuals process the transition in a constructive and healthy way.
Overall, the adjourning stage is vital for concluding teamwork responsibly. It supports organisational learning, protects team wellbeing, and ensures that members leave with clarity, recognition, and closure. Understanding this final phase enables organisations to foster stronger team dynamics and more effective future collaboration. [6]




b) [bookmark: _Toc235701296]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)

Step One:

[image: The image shows a user interface with a login page for RefWorks, featuring a username and password field, and options for account creation or password recovery.

AI-generated content may be incorrect.]

Access RefWorks website on https://refworks.com and select Log In tab.
​
Insert your credentials (Email and Password) and click on the Log In button.









Step Two:

[image: The document is an abstract from a paper discussing the implementation and effect of Tuckman's model in a small group of graduate business students at American University in the Emirates.

AI-generated content may be incorrect.]

Search for the suitable website that contains the Journal Article you want to create references for in RefWorks.


Step Three:

[image: THE TUCKMAN'S MODEL IMPLEMENTATION, EFFECT, AND ANALYSIS & THE NEW DEVELOPMENT OF JONES LSI MODEL ON A SMALL GROUP

AI-generated content may be incorrect.]
Click on the Add button marked with a '+' and choose the 'Create Reference Manually' option.

Step Four:

[image: The Tuckman's Model Implementation, Effect, and Analysis

AI-generated content may be incorrect.]
Input all the information from the original article in the next popup window, such as 'Ref Type', 'Title', 'Authors', ect. and then click on 'Save'.

Step Five:
[image: The image appears to be a user interface of a project management platform, specifically RefWorks, with a focus on managing references, citations, and bibliographies for academic or research purposes.

AI-generated content may be incorrect.]Click on 'Create Bibliography' tab and select 'Create a bibliography in your preferred output style'.

Step Six:

[image: The image shows a webpage interface for RefWorks, a reference management software, displaying an untitled project with a section for organizing and managing citations, including a citation example from Dr. Alex Jones's paper.

AI-generated content may be incorrect.]
Select your preferred referencing style (IEEE UWTSD on this occassion). RefWorks will automatically create a reference based on the information you submitted previously. Click on 'Copy to Clipboard' and insert the reference in your relevant document.
[bookmark: _Toc235701297]Task 4 E-Portfolio creation and review:
a) [bookmark: _Toc235701298]Create an Online e-portfolio with a page for each task answer.


b) [bookmark: _Toc235701299]Produce an illustrative review:

I chose Wix to build my e‑portfolio because it provides an intuitive drag‑and‑drop interface, allowing me to design and customise pages without any coding knowledge. This makes it efficient to create a professional‑looking portfolio that showcases my academic work clearly. Wix also offers a wide range of templates, built‑in mobile optimisation, and integrated tools such as media galleries and contact forms, which help present my skills and achievements in a visually engaging way. Research highlights that user‑friendly website builders like Wix support learners in developing digital literacy and creating polished online portfolios.
​
​
Studies also note that platforms with flexible design features and accessible interfaces are effective for building personal and academic websites, making Wix a suitable choice for creating an organised and visually coherent e‑portfolio.

A 2024 case study found that students were able to successfully complete website‑building projects using Wix, highlighting its user‑friendly, no‑coding design tools that make website creation accessible for learners.

Research on e‑portfolio use in education shows that students valued creating Wix‑based e‑portfolios, noting that the platform’s features helped them organise and present their work effectively over time.

[bookmark: _Toc235701300]


Conclusion
Learning in the digital era requires students to develop a blend of academic, technical, and self‑management skills that support effective study in an increasingly technology‑driven environment. Throughout this assignment, I have shown how digital tools, online platforms, and modern learning strategies enhance accessibility, collaboration, and independent learning. Reflecting on these developments highlights the importance of digital literacy and adaptability as essential skills for success in higher education. Overall, embracing digital learning not only strengthens my academic performance but also prepares me for a future where technology continues to shape professional and personal growth.
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Effective teamwork relies on a combination of interpersonal skills, shared values, and structured practices that enable individuals to work together
productively. The mind map highlights several core elements that contribute to strong team performance, beginning with communication. Clear
and transparent communication ensures that team members understand expectations, tasks, and goals. Active listening, constructive feedback,

and regular updates help prevent misunderstandings and create an environment where information flows smoothly.
Another essential component i the establishment of clear roles and responsibilities. When individuals know whatis expected of them, accountability
becomes easier to maintain. At the same time, flexibility within roles allows team members to adapt when circumstances change or when
additional support s needed. This balance between structure and adaptability strengthens overall team coordination.
Collaboration and cooperarion form the foundation of teamwork. A supportive atmosphere encourages individuals to help one another, share ideas,
and resolve conflicts constructively. When team members feel comfortable contributing, the group benefits from diverse perspectivesand
collective problem-solving.
Diversity and inclusion also play a significant role. Teams that embrace cultural awareness and value different strengths create an inclusive
environment where everyone feels respected. This not only enhances creativity but also improves decision-making by incorporating a wider
range of viewpoints
Adapuability and fexibility are crucial in modern work environments, where change is constant. Teams that remain open to new ideas and approach
challenges with problem-solving mindsets are better equipped to respond to unexpected situations. This adaptability supports innovation and
continuous improvement
Leadership is another ke factor in effective teamwork. Strong leaders provide direction, motivate team members, and make informed decisions
Their guidance helps maintain focus and ensures that the team remains aligned with its objectives. Leadership also involves encouraging
participation and fosteringa positive tearn culture
Trust and respect underpin all aspects of teamwork. When individuals rely on one another and value different perspectives, collaboration becomes
more meaningful. Trust encourages openness, while respect strengthens relationships and reduces conflict
Finally, motivation and commitment ensure that team members remain engaged. Shared goals, a common vision, and aligned objectives help
maintain enthusiasm and drive. When everyone is committed to the same purpose, teamwork becomes more cohesive and productive.
Overall, effective teamwork emerges from the integration of communication, collaboration, leadership, trust, and shared motivation. These
interconnected elements create a strong foundation for achieving collective success

= —1

=

\LIFE IS A TEAM SPORT-

*Life s a Team Sport” emphasises that personal success is strongly influenced by the abilty to work efectively with others. In both
academic study and professional environments, individuals rely on collaboration, shared problem-solving, and mutual support to
achieve goals that would be difficut to reach alone. The concept highlights that communication, trust, and adaptability are essential
because they help people navigate challenges and build productive refationships. It aiso reinforces the idea that everyone:
contributes unique strengths, and recognising these differences leads to stronger, more inclusive teams. Uttimately, understanding
that success s collective rather than individual encourages students and professionals to develop teamwork skills that are vital
throughout life.
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