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This report explores the importance of academic and employment skills, effective teamwork, virtual collaboration and digital tools in higher education. It includes a report on essential academic and employment skills, a collaborative mind map and individual poster, a discussion of virtual collaboration, an explanation of using RefWorks for referencing, and the creation of an online e-portfolio. These activities demonstrate the knowledge and digital skills required for academic success and future employment in the computing industry.
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[bookmark: _Toc193117233]Task 1 (a): Report on Essential Academic and Employment Skills
[bookmark: _vkw91ubcqhiv]Essential Academic and Employment Skills
Academic and employment skills are important because they help students do well at university and prepare them for future jobs. Cottrell [1] says that students need skills like reading, research, writing, communication and time management. These skills help students understand their subjects, complete assignments and stay organised. Today, universities also use online learning, digital libraries and other technology to make learning easier. Using these tools helps students improve their knowledge and become more confident.
[image: ]
Employment skills are also very important. Nugraha et al. [2] explain that employers want people who can work well with others, communicate clearly, solve problems and manage their time. These skills help people do their jobs well and work better with their team. Employers also like people who are willing to learn new things and take responsibility for their work.
[image: ]
As a Computing student, I know these skills will help me after I graduate. The world of technology changes all the time, so I will need to keep learning new skills. Good research skills will help me find the right information, and good writing skills will help me write reports and explain my ideas clearly. Getlinger and Seibert [3] found that students with good study skills usually do better in their education. This will also help me become more confident in my future job. 
[image: ]
Communication and teamwork are also important because many computing projects are done in groups. Working with others helps people share ideas and solve problems together. Time management will help me finish my work before deadlines and stay organised. I also used ChatGPT [4] to understand the topic better and organise my ideas, but I made sure the final work is written in my own words.
Overall, I believe that improving my academic and employment skills during university will help me become a better student and prepare me for a successful career in computing. These skills will help me feel more confident, work better with others and improve my chances of getting a good job after graduation.
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Self-Evaluation

In my draft, the Turnitin score was higher, so I checked my work and changed the parts that matched. I wrote more in my own words and made sure I used the correct IEEE references.
After making these changes, my final Turnitin score became 13%. I learned that it is important to understand the information first and then write it in my own way. This assignment also helped me learn more about referencing and avoiding too much similarity.
I am happy with my final work. Next time, I will try to write in my own words from the beginning and check my work carefully before I submit it.
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Virtual Collaboration
Virtual collaboration is the process of working with other people using digital technology instead of meeting face to face. It has become an important part of education and the workplace because people can communicate and complete tasks from different locations. Many organisations and universities use virtual collaboration to help teams work together more efficiently and improve communication.
There are many digital tools that support virtual collaboration, such as Microsoft Teams, Zoom, Google Meet and Google Docs. These tools allow users to hold online meetings, share files, send messages and work on the same document at the same time. This makes it easier for team members to stay connected and complete projects, even if they are in different cities or countries.
Virtual collaboration has many advantages. It gives people more flexibility because they can work from home or any other location with an internet connection. It also helps save time and travel costs. Students can work together on group assignments, while employees can communicate quickly with colleagues and clients. Sharing ideas and giving feedback online also helps improve teamwork and problem-solving skills[1].
Although virtual collaboration offers many benefits, it also has some challenges. Poor internet connections, technical problems and different time zones can affect communication. Sometimes messages can be misunderstood because people cannot always see facial expressions or body language during online communication. To reduce these problems, team members should communicate clearly, use reliable technology and respect deadlines.
Virtual collaboration is an important skill for my future career in computing. Many companies now use digital platforms to manage projects and communicate with employees[2]. Learning how to work effectively in a virtual team will help me develop better communication, teamwork and digital skills. Overall, virtual collaboration makes it possible for people to work together successfully, regardless of where they are, and it has become an essential part of modern education and professional life[3].
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Screenshot 1 (RefWorks Login)
Figure 1. Logging into RefWorks
I logged into RefWorks using my UWTSD student account to access my reference library and citation tools.
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Screenshot 2 (Import PDF page)
Figure 2. Importing the article
[image: ]
I uploaded my PDF article into RefWorks so that it could automatically identify the publication details and create a reference.

Screenshot 3 (Import Process Complete)
Figure 3. Import completed successfully .RefWorks successfully imported the article and created the reference, making it available for use in my assignment.
[image: ]

Screenshot 4 (Reference list in RefWorks)
Figure 4. Reference saved in RefWorks
[image: ]
The imported reference appears in my RefWorks library and is ready to be cited in Microsoft Word.

Screenshot 5 (Word with RefWorks Citation Manager)
Figure 5. Inserting citations into Microsoft Word
[image: ]
I used the RefWorks Citation Manager in Microsoft Word to search for references and insert IEEE citations into my assignment.

Figure 6. Automatically generated bibliography
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Task 4 (a): E-Portfolio Creation
I created my online e-portfolio using Google Sites. The e-portfolio includes a Home page and separate pages for Task 1, Task 2, Task 3 and Task 4, allowing my work to be organised in a clear and structured way. Google Sites made it easy to present my assignments professionally and share them online with my tutor.
E-Portfolio Link:
https://sites.google.com/view/shazma-digital-era

Task 4 (b): Illustrative Review of E-Portfolio Tool Selection
I created my e-portfolio using Google Sites because it is free, easy to use and allows me to organise my work into separate pages. It provides a clear and professional layout, making it easy for my tutor to access each assessment task through a shared web link. Google Sites supports text, images, hyperlinks and embedded documents, making it suitable for presenting university assignments. Creating the e-portfolio also helped me improve my digital skills and present my work in an organised and professional way. Overall, Google Sites is an effective platform for creating an online academic portfolio and showcasing my work [1], [2].

Conclusion
This assessment helped me develop important academic, digital and professional skills. Through completing the different tasks, I improved my understanding of academic and employment skills, teamwork, virtual collaboration, and the use of RefWorks for automatic IEEE referencing. Creating an online e-portfolio also enhanced my digital literacy and organisation skills. Overall, this module has increased my confidence in using digital tools and has helped prepare me for future university studies and a career in the computing industry.
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Figure 1. Student using a laptop for online learning. Figure 2. Team members working together on a project.

Figure 3. Computer programmer writing code.
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