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Task 1A
Essential Academic and Employment Skill

1. Essential Academic Skills
Academic skills are the most important skill in higher education and very useful tools.  every leaner has different skills. using academic skills learner can find out about there skills and get to know their hidden talent. these skills are very important in all human aspect. however, these skills allow us to learner new skills and develop new learning styles. Developing digital skills in now days are very important aspect in today world, digital skills are computing skills for user and its basic computing skills are required to use. literacy skills are writing /reading /speaking and listing that allow us to communicate effectively and make sense to the world. transferable skills are referred to us can used in various ways or in any situation, transferable skill including literacy skills numeric skills. this skill also can expand in various ways. [1]

2. Employment skills 

employment skills are very essential in all kind or work; these skills are required for all employees.  Employment skills are those basic skills which is necessary for getting and doing well on job; these skills are attuited and action that enable worker to get along with their fellow worker and supervisor and to make work correct ways. Evey advisal have different skills, personal qualities are like, Responsible, Self-confidence, Self-control, Honest, Flexible etc. these all skills are required to do any kind of job or teamwork. [2]
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Self Evaluation 
As analyse my own report the similarity percentage is 11% coming form internet source 5% coming from student paper. in this Article there are two sources used. In more sources the similarity is more than 3%, I think this ok because the standard similarity should be less than 5%. to do this task I used google as search engine and then followed by website and article to get information about academic skill and employment skills also I add my own information to this task.
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Benefit of using midmister 
Mindmeister was used to create a collaborative mind map that helped the team organise ides plan task and share information in one place . using mindmeister improved communication encouraged teamwork and made it easier for all team members to contribute edit and visualise ides throughout the project .
[bookmark: _Toc193117237]		Poster (Individual)
[image: ]




[bookmark: _Toc193117238]Task 3: Virtual Collaboration and RefWorks.
[bookmark: _Toc193117239]		Report on Virtual Collaboration
			Put your Chosen topic here

Unit 3 
Task 3
Virtual collaboration summary

Virtual collaboration means Working with other people online instead of meeting in the same place. People use computers, Smartphone and the internet to communicate share information and complete tasks together. It is widely used in school colleges and workplaces especially for remote and hybrid working.
Good communication is most important part of virtual collaboration Team members should share ideas clearly, listen to others and reply to messages on time. Regular meetings help everyone stay updates and understand what needs to be done.
Many online tools support virtual collaboration. For example, Microsoft, Team and Zoom are used for video meeting Slack is used for messaging, Google meet allows online discussion, and Dropbox is used for sharing files these tools make it easier for people to work together form different locations.
Teamwork is another key part of virtual collaboration. Everyone should respect each other’s opinions complete their tasks on time and support other team members when needed. Working together helps the team achieves better results.
Virtual collaboration has many benefits its save travel time and costs gives people more flexibility and allow teams to work with people from different places. it also makes it easy to share files and information quickly.
However, there are some challenges. Poor internet connections technical problem and misunderstand can affect commutation. Working in different time zone can also make it difficult to arrange meeting. This problem can be reduced by using reliable technology planning meeting carefully and communicate clearly.

Trust and team work are also essential. Team member should respect each other’s ides meet deadline and take responsibility for their work. Building trust encouragers open communication strengthens relationships and improves overall team performance. Team management and organisation are key factor for successful virtual collaboration teamwork member should plan their work. keep shared documents updates and setting clear goals and be responsible for their work and everyone understand their role and contributes effectively.

In conclusion virtual collaboration is an important skill in today world. Good communication teamwork and the right technology help people work successfully together even when they are in different locations
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I used WIX to create me e – portfolio it is easy to use and provide a professional looking design with out requiring coding skills. the platform offers a variety of template making it simple to organise my work reflection achievement and support evidence in a clear and attractive way. WIX also allow multimedia content such as images video and document to be including which make the portfolio more engaging and interactive. 
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In conclusion this project helped me develop my digital and collaborative skills by using a range of tool including  WIX; REFWORK ; MINDMEISTER and PowerPoint .Wix allowed me to create a professional e portfolio Rework helped me organise and mange references accurately , mind Meister supported team collaboration and ides planning and power[point was used to design an attractive A3 poster. Overall, these tools improved the quality of my work and enhanced my commutation organisation and presentation skills .
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