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There is a wide variety of skils that are considered essential or at
least extremely important and useful for study and employment.
‘While the skils can vary between study and employment slightly
and have someuwhat changed over time, such as computer skills
1], there are some skils that have and always will be essential for
both.

Two skill essential for employment are communication and teamwork [2]. Most jobs will equire
You to interact with people at some point, whether it be people who
work elsewhere such as external stakeholders, or people within the
same employment as you such as your team or project group. In my.
‘own employment, where working with my team and those assigned to
the project ' working is needed in order to do the work | am required
to properly do [3]. Unless I properly communicate and work with my.
team | will not be able to understand what 'm doing, how to do it, and
ultimately this will massively affect the outcome of the project.

Furthermore, integrity and honesty is essential for employment and study. In
both areas, a lack of these skils could be catastrophic i a variety of ways.
‘Within university, a lack of integrity or honesty could manifest in the forms of
things like plagiarism [4], which will not only not help me learn, but ultimately
could lead to things like expulsion from the university. In the workplace, even
after | graduate, failing to properly adhere to the values of honesty and
integrity could lead to anything from dismissal ike most forms of
‘employment [5], to loss of life due to things like espionage.

[1 A Doyle, “Important Computer Skill for Workplace Success”, The Balance, Sep 17.2020,
[Online], Available: https://uvw thebalancemoney.com/computer-skill-ist-2063738,
[Accessed 09/11/2022]

[2] R Homn, The Business Skills Handbook, London: Chartered Institute of Personnel and
Development, 2009.

[8] . Bailey, L Lee-Davies, Developing Work and Study Skills, London: Thomson, 2007.

[4]  S.E Eaton, Plagiarism in Higher Education: Tackling Tough Topics in Academic Integrity,
California: Libraries Unlimited, 2021.

[5] PR Sackett, . Wanek, “New Developments in the Use of Measures of Honesty, Integrity,
Conscientiousness, Dependability, Trustworthiness, and Reliability for Personnel Selection”,
Personnel Psychology, Vol. 49, No. 4, P. 787-829, 1996

Inthe end my similarity score was 21%. This is a fairly reasonable score overall and suggests that |
have not plagiarised major parts of my work, however | could potentially do a bit better. 1 think the
issue arises with the length of the references, which is somewhat unavoidable but potentially a
reference with a shorter title would give me a lower score.

Interms of overall score, | would give myself just over 70%. 1 have explained the underlying concepts
very well and cited sources well. My piece was well explained and written overall, however | could

have included some higher quality sources/citations as well as written my summary paragraph more
concisely.
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Managing Emotions

Emotions can play a big part in our day to day lives.
Everything from the ways we act, the things we do and

Success

must include a reasonable amount of rest. Sleeping,

not the most effective form, as you don't truly feel the

eating, drinking and generally resting can massively boost individual's emotions for yourself.

your productivity, happiness and generally help you
manage your emotions better.

our basic decisions are all affected by our emotions. This This is not to say however, that you cannot have a social

means that in the workplace and in academia, you must
be able to properly manage your emotions to succeed.

life at all. In fact, having a social life is essential to
ensuring that you have a positive work-life balance and

Losing control of your emotions can massively negatively that you can manage your emotions well. Going to things

affect you and the wark you do

like nights out with friends, days out with the family, etc.

There are many methods for managing your emotions. A  can all massively boost your emotional wellbeing.
popular method is going outside into nature. It is well
documented that going outside, spending time in nature to manage your emotions is essential for career and
academic success, as without ensuring you deal with
these things properly, you cannot manage your emotions
well and therefore you cannot work effectively which
ultimately leads to a lack of success.

and the natural world is extremely beneficial for
managing your emotions. It can make you more calm,
relaxed and gives you time and space to think through
things.

Furthermore, maintaining a positive work life balance is
essential to managing your emotions. Failing to balance
these differing loads can result in things like burnout,

Emotional Empathy is when you make yourself feel the
same emotions as the other individual. This form of
empathy is risky s it is easy to become overwhelmed and
therefore a lot of self-regulation is needed. However
despite this it does give insight into the person in a way
that is not possible through cognitive empathy.
Compassionate empathy is a combination of cognitive
and emotional empathy and is often the best form of

This ultimately means that ensuring you are properly able empathy. It allows for you to get the understanding from

Empathy is a hard word to define but in general, it can be

described as understanding others emotions and feelings.

Empathy is often referred to as a soft skill, and can be
harder or easier to learn and master for every different

stress and decreased control over your emotions which in person. There are 3 main types of empathy — cognitive,

turn decrease your efficiency and ability to manage this
balance, leading to a spiral of increasingly decreasing
work-life balance.

emotional and compassionate.
Cogpitive empathy is when you take the perspective of
another person and rationally explore the situation from

“This can often involve making sure you have enough rest. their viewpoint. This is a more separated form of
L o e [y s o o e o e R e L e e [ e e e e S ey

emotional empathy without the risk of being
overwhelmed, as well as the logic and rationality from
cognitive empathy. This is often the best for taking action
based off of another persons emotions as it gives the best
understanding with the least risk.

Overall, empathy massively helps with seeing other
viewpoints and acknowledging other’s perspectives.
Being empathetic enables you to understand the ideas of
others better and to be able to understand when and
where your ideas can be combined or modified based on
someone else’s feelings and emotions.
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In order to effectively collaborate with  team, the team must first be properly formed. This begins.
with establishing trust. Saying what you are planning to do is a good start, but will not establish trust
in almost all cases. The other members of the team must be able to have faith

that you will actually do what you say you will, and to the standard that they vudnerability 3
desire. sinceri
T —— T\;Gvg{r
effective team there must be a focus on vulnerability-based trust [1]. Using this A

method, trust can be formed when people are honest with each other and feel K o
e et b e et o !
diversity of ideas [2]. C()MP&TEV\C

In the modern world, where an increasing amount of collaboration is occurring

online and via the intemet, it is important to know that in order to build trust, all the team members
must be themselves rather than creating a fake image of themselves. Authenticity helps us to build
deeper connection with others by being honest and transparent [3].

Dt e T e e
improvestrust, x fothers see you being yourself then others are BE

el e e A et < ]

akso allow forbetter time management and delegation o task, a5 AUTHENTIC

‘when you show your real self, people will know better what task

e e,

Furthermore, to help the establishment of a team, the team as a whole must have a set of clear
‘goals or objectives that need to be achieved. Doing this in the stage of team development will
‘enable the team to choose members based on the skils needed to complete these objectives, as
well a5 delegate the objectives, know how many people will be needed in

the team and much more.

‘One good method for this goal setting is known as FAST goals — frequently
discussed, ambitious,
improve along muftiple dimensions [4]. This method for clear objectives will

massively help in team formation as well as down the line, when you are.

actually completing the tasks as you will know you have the people needed to do the things needed.

and transparent. FAST goals help teams

[1] X Cheng, Y.Bao, X Yu, and Y. Shen, “Trust and Group Efficiency in Multinational Virtual
Team Collaboration: A Longtudinal Study,” Group decision and negotiation, vol. 30, no. 3,
P. 525-551, 2021, doi: 10.1007/510726-020-09722-x.

[21 M. Freitag and P. C. Bauer, "Personalty traits and the propensity to trustfriends and
strangers,” The Socialscience journal Fort Collins), vol. 53, no. 4, pp. 467476, 2016, doi-
10.1016/; s05ci} 2015.12.002

[81 ST HANNAH, F.O. WALUMBWA, and L W. FRY, “LEADERSHIP IN ACTION TEAMS: TEAM
LEADER AND MEMBERS’ AUTHENTICITY, AUTHENTICITY STRENGTH, AND TEAM.
‘OUTCOMES,” Personnel psychology, vol. 64, no. 3, pp. 771-802, 2011, doi: 10,1111/ 1744
65702011.01225.x

[4]  P.G. Northouse, Leadership : theory and practice, Eighth edition. Thousand Oaks, California:
SAGE Publications, Inc., 2019.
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Task 1 - Study Skills

and Referencing

There is a wide variety of skils that are considered essential or at least extremely important and useful for study and employment. While the skills
can vary between study and employment slightly and have somewhat changed over time, such as computer skills [1], there are some skills that
have and always will be essential for both

Two skills essential for employment are communication and teamwork [2]. Most jobs will require you to interact with people at some point,
whether it be people who work elsewhere such as extemnal stakeholders, or people within the same employment as you such as your team or
project group. In my own employment, where working with my team and those assigned to the project I'm working is needed in order to do the
work | am required to properly do [3]. Unless | properly communicate and work with my team | will not be able to understand what I'm doing, how
to do it, and ultimately this will massively affect the outcome of the project.

Furthermore, integrity and honesty is essential for employment and study. In both areas, a lack of these skills could be catastrophic in a variety of
ways. Within university, a lack of integrity or honesty could manifest in the forms of things like plagiarism [4], which will not only not help me lear,
but utimately could lead to things like expulsion from the university. In the workplace, even after | graduate, failing to properly adhere to the values
of honesty and integrity could lead to anything from dismissal like most forms of employment [5], to loss of fe due to things like espionage.

[ A Doyle, “important Computer Skills for Workplace Success’, The Balance, Sep 17 2020, [Oniine], Available:
hitps:/fwww.thebalancemoney.com/computer-skills-list-2063738, [Accessed 09/11/2022]

[2] R Hom, The Business Skills Handbook, London: Chartered Institute of Personnel and Development, 2009
[3] . Bailey, L. Lee-Davies, Developing Work and Study Skills, London: Thomson, 2007
@] S.E. Eaton, Plagiarism in Higher Education: Tackling Tough Topics in Academic Integrity, California: Libraries Unlimited, 2021

[5] PR Sackett, J. E. Wanek, “New Developments in the Use of Measures of Honesty, Integrity, Conscientiousness, Dependabilty,
Trustworthiness, and Reliabilty for Personnel Selection”, Personnel Psychology, Vol. 49, No. 4, P. 787-829, 1996

Inthe end my similarity score was 21%. This is a fairly reasonable score overall and suggests that | have not plagiarised major parts of my work,
however | could potentially do  bit better. | think the issue arises with the length of the references, which is somewhat unavoidable but potentially a
reference with a shorter title would give me a lower score.

Interms of overall score, | would give myself just over 70%. | have explained the underlying concepts very well and cited sources well. My piece
was well explained and writen overall, however | could have included some higher quality Sources/citations as well as written my summary

® paragraph more concisely. ’o
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Managing Emotions

Emotions can play a big part in our day to day lives.
Everything from the ways we act, the things we do and
our basic decisions are all affected by our emotions. This
means that in the workplace and in academia, you must
be able to properly manage your emotions to succeed.
Losing control of your emotions can massively negatively
affect you and the work you do

There are many methods for managing your emotions. A
popular method is going outside into nature. It is well
documented that going outside, spending time in nature
and the natural world is extremely beneficial for
managing your emotions. It can make you more calm,
relaxed and gives you time and space to think through
things.

Success

must include a reasonable amount of rest. Sleeping,

not the most effective form, as you don't truly feel the

eating, drinking and generally resting can massively boost individual’s emotions for yourself.

your productivity, happiness and generally help you
manage your emotions better.

This is not to say however, that you cannot have a social
life at all. In fact, having a social lfe s essential to
ensuring that you have a positive worklife balance and
that you can manage your
like nights out with friends, days out with the family, etc.
can all massively boost your emotional wellbeing.

This ultimately means that ensuring you are properly able empathy. It allows for you to get the u

to manage your emotions is essential for career and
academic success, as without ensuring you deal with

these things properly, you cannot manage your emotions

well and therefore you cannot work effectively which
ultimately leads to a lack of success.

tions well. Going to things

Emotional Empathy is when you make yourself feel the
same emotions as the other individual. This form of
empathy is risky as it is easy to become overwhelmed and
therefore a lot of self-regulation is needed. However
despite this it does give insight into the person in a way
that is not possible through cognitive empathy.
Compassionate empathy is a combination of cognitive
mof

and emotional empathy and is often the best fo
derstanding from
emotional empathy without the risk of being
overwhelmed, as well as the logic and rationality from
cognitive empathy. This is often the best for taking action
based off of another persons emotions as it gives the best
understanding with the least risk.

E-portfolio Revie
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q q must include a reasonable amount of rest. Sleeping,  not the most effective form, as you don't truly feel the
Managing Emotions eating, drinking and generally resting can massively boost individual's emotions for yourself
Emotions can play a big part in our day to day lives. your productivity, happiness and generally help you Emotional Empathy is when you make yourself feel the
Everything from the ways we act, the things we do and  manage your emotions betrer. same emotions as the other individual. This form of
our basic decisions are all affected by our emotions. This This is not to say however, that you cannot have a social - empathy i risky as it is easy to become overwhelmed and
means that n the workplace an in academia, you must e atal. I fact, having a social lfe i essental to therefore a lot of self-regulation is needed. However

be able to properly manage your emotions to succeed.  ensuring that you have a positive work-lfe balance and  despite this it does give insight into the person in a way
Losing control of your emotions can massively negatively  that you can manage your emotions well. Going to things that is not possible through cognitive empathy.

affect you and the work you do like nights out with friends, days out with the family, etc. Compassionate empathy is a combination of cognitive
There are many methods for managing your emotions. A can all massively boost your emotional wellbeing. and emotional empathy and is often the best form of
popular method s going outside into nature. It is well  This ultimately means that ensuring you are properly able empathy. It allows for you to get the understanding from
documented that going outside, spending time in nature.to manage your emotions is essential for career and  emotional empathy without the risk of being

and the natural world is extremely beneficial for academic success, as without ensuring you deal with  overwhelmed, as well as the logic and rationality from
‘managing your emations. It can make you more calm,  these things properly, you cannot manage your emotions cognitive empathy. This s often the best for taking astion
relaxed and gives you time and space to think through  well and therefore you cannot work effectively which  based off of another persons emotions as it gives the best

things. ately leads to alack of success. understanding with the least risk.

Empathy is a hard word to define but in general, it can be
Furthermore, maintaining a positive work life balance is _ described as understanding others emotions and feelings.
essential to managing your emotions. Failing to balance ~ Empathy is often referred to as a soft skill, and can be
these differing loads can resultin things like burnout,  harder or easier to learn and master for every different
stress and decreased control over your emotions which in person. There are 3 main types of empathy — cognitive,  Overall, empathy massively helps with secing other
turn decrease your efficiency and ability to manage this  emotional and compassionate. viewpoints and acknowledging other’s perspectives.
balance, leading to a spiral of increasingly decreasing  Cognitive empathy is when you take the perspective of ~Being empathetic enables you to understand the ideas of
work life balance another person and rationally explore the situation from  others better and to be able to understand when and
This can often involve making sure you have enough rest. their viewpoint. This is a more separated form of where your ideas can be combined or modified based on
Not only do you need to do things other than work, this. empathv. and puts the empathiser at less risk but s also someone else’s feelings and emotions.

100503512129670600037&rtpof=true&sd=true
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Inorder to effectively collaborate with a team, the team must frst be properly formed. This begins with establishing trust. Saying what you are
planningto do s a good start, but will not establish trust in almost all cases. The other members of the team must be able to have faith that you will
actually do what you say you will, and to the standard that they desire.

Trust can be built in a variety of ways, including openness. To create an effective team there must be a focus on vulnerability-based trust [1]. Using
this method, trust can be formed when people are honest with each other and feel comfortable being so open which can help to develop things like
creativity and diversity of ideas [2].

In the modern world, where an increasing amount of collaboration is occurring online and via the internet, it is important to know that in order to
build trust, all the team members must be themselves rather than creating a fake image of themselves. Authenticity helps us to build deeper
connection with others by being honest and transparent [3].

Being authenticis so important for a variety of reasons. It improves trust, as if others see you being yourself then others are more likely to be
themselves which fosters collaboration. It willalso allow for better time management and delegation of tasks, as when you show your real self,
people will know better what task suits which person better.

Furthermore, to help the establishment of a team, the team as awhole must have a set of clear goals or objectives that need to be achieved. Doing
thisin the stage of team development will enable the team to choose members based on the skills needed to complete these objectives, as well as
delegate the objectives, know how many people will be needed in the team and much more.

One good method for this goal setting is known as FAST goals ~ frequently discussed, ambitious, specific and transparent. FAST goals help teams
improve along multiple dimensions [4]. This method for clear objectives will massively help in team formation as well as down the line, when you are
actually completing the tasks as you will know you have the people needed to dothe things needed.

[1]  X.Cheng,Y.Bao,X.Yu,and Y. Shen, “Trust and Group Efficiency in Multinational Virtual Team Collaboration: A Longitudinal Study;’ Group
decision and negotiation, vol. 30, no. 3, pp. 529-551, 2021, doi: 10.1007/510726-020-09722-x.

[2]  M.Freitagand P.C. Bauer, “Personality traits and the propensity to trust friends and strangers” The Social science journal (Fort Collins),vol.
53,n10.4, pp. 467-476, 2016, doi: 10.1016/j.505ij.2015.12.002.

[3]  S.T.HANNAH,F.O.WALUMBWA, and L. W. FRY, “LEADERSHIP IN ACTION TEAMS: TEAM LEADER AND MEMBERS' AUTHENTICITY,
AUTHENTICITY STRENGTH, AND TEAM OUTCOMES;' Personnel psychology, vol. 64, no. 3, pp. 771-802, 2011, doi:
10.1111/].1744-6570.2011.01225x.

[4]  P.G.Northouse, Leadership: theoryand practice, Eighth edition. Thousand Oaks, Californ

SAGE Publications, Inc, 2019.
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E-portfolio Review

I decided to use Google Sites for my e-portfolio as | had used it before and am aware that it would be sufficient and easy to use. The creation of the site was very easy, with thanks to

ragand drop reating the portfolio however the publication options are very limited which was not ideal.
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