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How I used RefWorks:
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I opened the Add-ins menu and made sure that RefWorks Citation Manager was installed.
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From the UWTSD library I selected the article and used the “Send to RefWorks” option to export the reference directly into my RefWorks account.
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I assigned the imported reference to my folder and pressed the import button.
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Here is the successful import.
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After I refreshed the Refworks on word the reference appeared.
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I opened the RefWorks Citation Manager in Word, where the imported reference appeared under “My References”.
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I used Wix to create and design my e-portfolio because it offers an easy interface with good tools and professional templates.
Wix Template – I selected this template for its clean layout and clear navigation, which helps present my tasks in an organised way.
Wix Editing Tools – I used text boxes, image uploads and menu editing tools to customise each page and display my work.
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Task 1 - Essential Skills for Study and Employment

A. In the current compeiive acodemic londscape studerts are required fo posses a mix of scft skills o succesd. The main skills include.
communication, teamwork, problem solving and much more [1]. Stiong and efiective communication is very important in a fearm. It llows for
ideas fo be clecrly understood. This also builds frust and helps feams' function well. Sirong teamwork skis are a must for group projects in an
ocademic and workplace sefing [3]. Problem solving ond critical thinking help people effectively ossess siuations. Things like implementing good
solufions are very imporiant n sressful situafions. Hoving good skills on how o use scfiware tools, online plaforms, online security ond
odaprobilty show potenticl employers your strong digital leracy skilk. Staying aware of digital sofety, is increasingly imporiant as technology
becomes cenfral fo most careers [2][4]. Great fime management incraases work and reduces siress levels. Having things plonned and priorised
correctly is @ result o effectve fime management. For a future career in IT, more spacifically cyber security the skil dbove would be very valuable
Communication could help me in clearly explaining securll risks and other issues thot may not be cbvious fo ofhers without the knowledge in
cyber security. Teomwork would be neadsd os cyber security work needs o be offen done in a team with many other people fo solve problems
ond secure sysiems. Idenifying wecknesses and analysing treats would require problem solving. Dus to the sverhanging digital word, digital
ferocy would allow for & smocth transition between software's, devices, threals efc. Time manogement would allow me fo effectively plon out
octivities based on their severity and diffculy. If done correctl, it would allow for me to respond fo any urgent situafions and other distactions
dllowing me fo sil get oll work done on fime and up fo the highsst possible siandard. These skilk would help me become more confident with my
work and therefore | would be able o challenge myself with more difficult asks

References: [111. Seely, Oxford Guide to Effective Wiifing and Speaking, Oxford, UK: Oxford University Press, 2013 Type: Book [2] A. Redecker,
“European Framework for the Digital Competence of Educators (DigCompEdu],” Publications Office of the European Union, vol. 1, no. 1, pp. 1=
67, 2017 Type: Academic Ariicle / Repor3] N. B. Govaeris and S. Boeri, “Employability Skills and Labour Morket Outcomes,” Infemnafional
Lobour Organizafion, 2022. Available: hifps: //www.ilo.crgType: Website / Online Reporff4] UNESCO, “ICT Competency Framework for
Teachers,” UNESCO, 2018. Available: hiips:// /unesdoc.unesco.orgType: Website / Online Reporimages - License:Freewww. freepik.com

B.Similarity Check

My similarity check was 9%. Al the similarity came from references which | can't change as Link - Task 1 - Essential skills for
they must remain the same and infact. None of my paragraphs maiched existing sourcss, so.
I am very happy with this result. | will kesp on paraphrasing carefully and ill snsure that all
explanations are all in my words. Using the assessment crteria, | would probably give myself
70% o | believe that my work has good sources and is quite clear. The key concepts make
sense and are accurate.
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Mind map

For strong and effective teamwork to take place, clear communication is vital. Accurate and precise messages reduce
the chances of any miscommunication. Pre-defined roles and tasks reduce the likelihood of individual not knowing
what they should be working on. Updates that happen often and are accurate help teams know that they are on the
ight track. This can also reduce the mistakes that may have happened. Trust makes sure that everyone is confident in
their colleagues which makes a positive atmosphere. Active listening can improve understanding and mi
ion makes sure the correct tasks are prioritised. Effective conflict handiing can
ntly due to putting resources and focus on their potential conflict. All
these methods help a team work great together and can minimise potential issue which may arise. This creates a very
effective team. *THIS TASK WAS COMPLTED BY 1 PERSON*
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Task 3 - Automatic Referencing tool
Key Concepts in Virtual Collaboration

One imporiant fopic in virtual collaboration is understanding how teams develop. Tuckman's feam development hos five siages: forming,
storming, norming, performing and adjourning which highlight how feams progress with fime [1]. The storming stoge is very important in virtual
teams’ sefings os issues ore more likely fo occur os members siar fo show their working styles. At that stage feams could facs iriations, some.
may ty to dominate or there may be communication barriers. Al hese issues cause distupfions and could mean work nesds mor fime fo be
done [2]. I virtual environments these issues are ofen more prominent s there aren' physical cues fo be inferpreted. This can cause
misunderstanding.

A challenge within storming is confiict avoidance which may weaken dacision matking. lencioni arguss that reduced frust can couse members fo
ity and avoid disagreements which leads fo reducing commiment and the quality of the ecision made in the team [3] The lack of consiuctive
debare may cause individuals to prioritse being “right” and “Correct” rather than losking ot different viewpaints and evaluating whether their
approach s fruly the right one.

Empathy is another vital aspect of managing conflict in virtual teams. Empathy may help teams listen more carully. They could support each
other leading fo o beter aimosphere which leads fo betier productiviy.

Recognising feam roles ore very important. Individuals naturaly hove different roles like leaders, thinkers and organisers. Teams being aware of
these roles allows for easier and more effective feamwork which would reduce frusiafion [2]

Ancther imporiant concept o virual feamwork is the SWOT framework. As Dyson explains, SWOT analysis is @ good method o use with
siotegic decisions. SWOT helps Individuols and teams find their srengrhs, weoknesses, opportunites. |t makes sure members undersiand how
they can contribute fo the team effectively [4]

References (IEEE]

[1]B. Tuckman and M. Jensen, “Stages of Small Group Development Revisited” Group & Organizational Studies, 1977.

[2] L. Mullins, Management and Orgarnisational Behaviour, 11th ed. Harlow, UK: Pearson, 2019.

[3] P. Lencioni, The Five Dysfunctions of a Team. San Francisco, CA: Jossey-Bass, 2002

[4]R. G. Dyson, *Stategic development and SWOT analysis a the University of Warwick,” European Joural of Operafional Research, vol.
152, no. 3, pp. 631-640, Feb.2004

Task 3 - Automatic Referencing tool (450 words).docx




image6.png
Q Find an add-in: Try "GPT" X

My Add-ins Manage

RefWorks Cita...

Popular Add-ins

GPT for Excel Word

GPT for Excel Word brings ChatGPT,... ~ Add
Terms & Conditions

Mendeley Cite
Cite as you write. Generate citations ... Add
Terms & Conditions

Autopilot
FREE GPT for Word, Excel and Pow...  Add

Advanced...

More Add-ins

Add-ins





image7.png
ARTICLE
Tuckman, Bruce W ; Jensen, Mary Ann C
St. Paul: International Association of Facilitators; Group facilitation, 2010-01 (10), p.43

& Bruce Tuckman (1965) reviewed fifty-five articles dealing with stages of small group development in an attempt to isolate
those concepts common to the various studies and produce a generalizable model of changes in group life over time...
4 PEER REVIEWED

GetPDF 3 >  [BRead Online@ >

+', Insights 7

& Online access >

Send to

-] 2]

READING LIST EXPORTRIS REFWORKS PRINT

” o =)

CITATION PERMALINK E-MAIL





image8.png
RefWorks Untitled Project @ [ )

N
E All References
Import references

Set import preferences using the fields below (optional)

-
& Search Databases

Assign to Folder(s)

‘ L4 LDE Assignment 1

Import Options

@ My Folders v

Import tags from database
‘ T N (") Search for full-text @
'i' TiEsn ("] Ignore duplicates @




image9.png
Untitled Project @ (i}

fWo

N o References in imports of 5 MB or larger will appear after a few minutes.
E All References

-
& Search Databases

° Import Process Complete

Import Summary

1/1 references imported

0 to Last Imported Import References





image10.png
e )

ything () Comments | | “\» Catchup | | £ Editing v | | 5 Share v

RefWorks Citation Manager oo 5%

Close

My References My Citations

visited” Group & IEEE UWTSD

All references v ate added

ow, UK: Pearson,

ssey-Bass, 2002.

- _— + £3 Fit ack to Microsoft





image11.png
RefWorks Citation Manager

Preview @

@ All references v Date added v

Search ref

M RrefiD:8

Stages of Small-Group Development Rev...
T N, JensenMary Ann C. (2010

(10), 43





image12.png
File

JRW RefWorks Citation Manager

D

Task 3 - Automatic Referencing tool (450 words) () v & Ask Copilot a

References  Review View Help RCM

Key Concepts in Virtual Collaboration

One important topic in virtual collaboratio ding how teams develop. Tuckman’s
team development has five stages: forming, norming, performing and adjourning
which highlight how teams progress with m The storming stage is very important in
virtual teams’ settings as issues are more likely ccur as members start to show their
'working styles. At that stage teams could face irritations, some may try to dominate or there
‘may be communication barriers. All these issues cause disruptions and could mean work
needs more time to be done [2]. In virtual environments these issues are often more
prominent as there aren’t physical cues to be interpreted. This can cause
‘misunderstanding.

A challenge within storming is conflict avoidance which may weaken decision making.
Lencioni argues that reduced trust can cause members to try and avoid disagreements
‘which leads to reducing commitment and the quality of the decision made in the team [3].
The lack of constructive debate may cause individuals to prioritise being “right” and “Correct”
rather than looking at different viewpoints and evaluating whether their approach is truly the
right one.

Empathy is another vital aspect of managing conflict in virtual teams. Alhattab notes that
online conflicts have more nuance because emotions are harder to detect making solutions
‘more difficult to resolve [4]. Empathy may help teams listen more carefully. They could
support each other leading to a better atmosphere which leads to better productivity.

Recognising team roles are very important. Individuals naturally have different roles like
leaders, thinkers and organisers. Teams being aware of these roles allows for easier and
more effective teamwork which would reduce frustration [2].
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Task 1 - Essential Skills for Study and Employment

A. In the current compstifve acodemic landscaps students ore required fo posses o mix of sof sklls o succeed. The main skills include
communication, teamwork, problem soiving and much more [1]. Strong and efiective communication is very important in @ feam. It llows for
ideas 1o be clearly undersioad. This also builds frust and helps teams' function well. Sirong teamwark skills are @ must for group projects in an
academic and workplace seffing [3]. Problem solving and criical thinking help people sffectively assess sitations. Things like implemening good
soluions are very important in stressful situafions. Hoving good skills on how o use sofiware fools, online plaforms, online security ond
adapiobilty show potertiol employers your strong digital lieracy skils. Staying aware of digital safety, is increasingly imporiant as technology
becomes central to most coreers [2][4]. Great fime management increases work and reduces siess levels. Hoving things plonned and pricrifsed
correctly s a result of effective fime management. For a future career in IT, more specifically cyber securily the skill sbove would be very voluable.
Communication could helpp me in clearly explaining secury risks and other issues thot may ot be cbvious fo others without the knowiedge in
cyber security. Teomwork would be needsd as cyber security work needs fo be offen done in a feam with many other people fo solve problems
and secure systems. Identfying weaknesses and analysing threafs would require problem solving. Dus to the sverhanging digital word, digital
lteracy would dllow for o smooth ransifion betwesn sofware's, devices, fhreals efc. Time management would allow me fo efiectively plon out
octivtes based on their severity and diffculy. If done correctl, it would allow for me to respond fo any urgent situafions and other distactions
allowing me to sil get ail work done on fime and up fo the highest possible standard. These skill would help me become more confident with my
work and thersfore | would be able fo challenge myself with more difficult asks

References: [1]J. Seely, Oxford Guide fo Effective Wrifing and Speaking, Oxford, UK: Oxford Uriversity Press, 2013 Type: Book [2] A. Redecker,
“European Framework for the Digital Compstence of Educators (DigCompEdu],” Publications Office of the European Union, vol. 1, no. 1, pp. 1=
67,2017 Type: Academic Ariicle / Repor3] N. B. Govaeris and S. Baert, “Employability Skills and Lobour Markst Ovtcomes, Infemational
Lobour Organizafion, 2022. Available: hifps: //www.lo.orgType: Website / Online Reporf4] UNESCO, “ICT Competency Framework for
Teachers,” UNESCO, 2018. Available: hifps:,/ /unesdoc.unesco.orglype: Website / Online Reporiimages - License: Freewww. frespik.com

B_Similarity Check

My similarity check was 9%. All the similarity came from references which | can't change as Link - Task 1 - Essential skills for
they must remain the same and infact. None of my paragraphs matched existing sources, so
| am very happy with this resulr. | will keep on paraphrasing carefully and ill ensure that all
explanations are all in my words. Using the assessment criteria, | would probably give myself
70% os | believe that my work has good sources and is quite clear. The key concapts make.
sense and are accurate.
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Task 2 - Professional Academic poster
Mind map

Forstrong and effective teamwork to take place, clear communication s vial Accurate and precise messages reduce
the chances of any miscommunication. Pro-defined oles and tasks reduce the likelhood of indvidual nt knowing

wha they should be working on. Updates that happen often and are accurate help teams know that they are on the
tight track. This can also reduce the mistakes that may have happened. Trust makes sure that everyone is confident in
ther coleagues which makes a positive atmosphere. Acive listening can improve understanding and mininise
misunderstandings. Good organisation makes sure the correcttasks are priortised. Eflective confict handing can
roduce the time a team may not be working effciently due t putting resources and focus on thelrpotential confict. Al
these methods help 3 team work great together and can minimise potentialissuo which may arise. Ti creates a very
offecive team. “THIS TASK WAS COMPLTED BY 1 PERSON"
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Task 4 - E-Portfolio Creation and Review

| used Wix to create my e-portfolio because it is easy to use. It doesn't require any coding and its tools are
intuitive. It also makes the website look professional. | chose this template because it is well organised and has
a clear menu for each task. The simple design allows for people viewing the website to have a easy time
reading my work.

Main page:

| used Wix to create and design my e-portfolio because it offers an easy interface with good tools and
professional templates.

Template — | selected this template for its clean layout and clear navigation, which helps present my tasks in
an organised way.

Editing Tools — | used text boxes, image uploads and menu editing tools o customise each page and display
my work.
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