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[bookmark: _Toc193117230]Introduction:  In this assignment, I will be demonstrating how I have been able to link my education with my business,  being a coffee shop owner and being in education can be challenging therefore, I will be showing how I was able to organise my life between the two of them using skills I have developed throughout the module. This report will focus on essential academic and employment skills.


Task 1: Time management strategies are a crucial part of education and personal life since they can help you plan out all the requirements you need to complete, as they allow you to work without any distractions or obstructions. With time management, there would be a lower chance of procrastination because I would be preoccupied with every assignment I need to complete. Because I run a coffee shop while studying time management is very important. it allows me to create weekly plans to balance my work education responsibilities.
Before this module I was struggling with how to write in a formal way. It also helped develop and improve my assignment structure and understand how to avoid plagiarism. It taught me how to structure my assignments using introduction, main body, and conclusion. 
I had a basic understanding and knowledge of digital skills before starting this module. It helped me to improve my knowledge of how to use Microsoft word properly and how to create a presentation using PowerPoint. These skills have also helped me in managing my business more professionally. I improved my assignment formatting based on what I learnt. It helped me gain confidence in using digital tools, and this will support my future career development.
Overall, these academic skills have improved my confidence as a student.
Task 2:

· Time Management:  A key Skill for Academic and professional success.
What is time management?
· Planning tasks effectively 
· Organising  time  wisely
· Meeting deadlines
· Reducing distractions
	
Why is time management important?
· Helps reduce stress
· Helps achieve goals
· Improves academic performance
· Increases productivity
	
Techniques for effective Time Management:

· Creating a daily schedule.
· Prioritising tasks.
· Using planner or calendar.
· Setting realistic goals.


Task 3:
Virtual Collaboration and RefWorks. 
Report on virtual collaboration.
Introduction:
Working online with other people using digital tools means virtual collaboration. Students and professionals use software like Microsoft Teams or Zoom and shared documents to communicate and work together. Virtual collaboration is crucial in education as it enables students to brainstorm ideas together and work collaboratively, even if they are not physically present in the same location. It is also a strong role in improving communication and teamwork skills. Studying online is a motivating factor for student to learn. These skills are not only relevant for university in the present, but also for your future working life when working remotely will become the norm.

Step-by-step process of using RefWorks. 

RefWorks is a web-based reference management tool the enables students to organise their academic sources. It Able users to gather references from books, articles, and websites and store them all together. RefWorks automatically generates citations and reference lists. Working together virtually allows students to develop communication skills and complete tasks. RefWorks helps students in managing their academic resources while preventing plagiarism by organising them appropriately. In conclusion, the contribution of RefWorks and other tools for virtual collaboration in academic work cannot be discredited. Their goal is to assist students to work collaboratively, manage information and produce orderly assignments.
Steps of using RefWorks:
1. Create a RefWorks account through the university library.
2. Add references from academic sources such as journals or books.
3. Organise references into folders for different assignments.
4. Use RefWorks to generate citations and reference lists    
Task 4:

Task 4 (a): E-portfolio Creation.

An e-portfolio is the student digital collection of a work, skill, and achievement. It enables students to consistently showcase learning, academic assignments, and personal growth through a digital portfolio. E-portfolios are being used widely in education for students’ reflection on their learning and showcase abilities to their teachers and prospective employers. Tasks, projects, reflections and models of skills gained whilst studying a subject may include. E-portfolio indicates how students have developed personally and professionally. it also urges ongoing education and self-evaluation.  

Task 4 (b): Illustrative Review of E-Portfolio Tool Selection.

There are several tools available for creating an e-portfolio including Google Sites, WordPress, and Microsoft OneNote, among others. These platforms allow students to structure and present their work in a clear manner. This e-portfolio can be easily made using a very simple and convenient tool. With the help of these tools’ students can upload documents, images, and reflections. Using an e-portfolio helps students document and manage their work and accomplishments. It provides an efficient method to showcase academic skills and also professional development.

Conclusion:
 In conclusion, an e-portfolio can provide students with a space to manage their academic work and display their learning. It helps in reflection, skill development and a professional presentation of accomplishments.  
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