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[bookmark: _Toc235700563]
TASK-1

[bookmark: _Toc235700564] Essential Academic and Employment Skills with IEEE Reference
[bookmark: _Toc235700565]Introduction:
Academic employment skills are important for both students and the working people. They help by encouraging to learn new things as well as improving in their career by doing a better job. Every student should try to develop the required skills because they would be useful in studies as well as in jobs [1].
[bookmark: _Toc235700566]Research and Information Literacy:
Research and information literacy is defined as the means to find the correct information from sources such as books, journals or internet. This is essential as not every information is true and a student should be able to verify if the source is reliable or not. Using of correct references is also important because copying others work is unethical and hence unacceptable [1].
[bookmark: _Toc235700567]Digital Literacy and Data Analytics:
Nowadays, work is dependent on the internet and computing devices. Digital literacy means knowing how to use these devices, such as a computer, email, the internet and different software. Data analytics refers to understanding data and using it to make better, informed decisions. These are the skills which help people save time while doing their work [2].
[bookmark: _Toc235700568]Communication and Collaboration:
Communication is an essential component in every field. A person should be aware of how to speak and write clearly so others can understand. Collaboration refers to working together with other members in a team. Different members of the team can come up with different ideas and good communication help solve problems and in turn complete the work successfully 
[bookmark: _Toc235700569]Critical Thinking and Problem Solving
:
Critical thinking is when we have to think carefully and analyze all aspects of a decision that is to be made. This can help a person to understand the problem and find the best possible solution. Problem solving is very important as every job comes up with different challenges. A person is valuable to an organization who can think calmly under pressure and provide solutions when problems arise is valuable to an organization.
References

[1] 	Libraries, Association of College and Research, "Framework for Information Literacy for Higher Education," Association of College and Research Libraries, Chicago, 2016.
[2] 	UNESCO, "A Global Framework of Reference on Digital Literacy Skills for Indicator 4.4.2," UNESCO, Paris, 2018.
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[bookmark: _Toc235700572]TASK-2
[bookmark: _Toc235700573]Collaborative Teamwork and Professional Academic poster (A3 Poster)
[bookmark: _Toc235700574]Mind Mapping
[bookmark: _Toc235700575]Introduction:
Mind mapping can be defined as a simple technique which helps people organize their thoughts and ideas by visualization. It can be pictured as one main topic in the center and then different branches are added for the related ideas. This makes learning and planning easier for students, teachers and professionals. Mind maps can help people to remember information for longer periods and get a better understanding of the topics [1].
[bookmark: _Toc235700576]Importance of mind mapping:
Mind mapping helps in organizing information in a clear and simple manner. A person can use keywords, colors and images to connect different ideas rather than writing long notes. This makes understanding complex topics easier to be reviewed later. One example can be when students prepare for examinations; mind maps can help in quick revision and improve memory [1].
[bookmark: _Toc235700577]Benefits of mind mapping:
Mind mapping can be beneficial in education and workplace. It improves creativity by helping people create new ideas by connecting different concepts together. Furthermore, it can help in problem solving, decision making and planning projects. Critical thinking is encouraged allowing people to see the relationship between different ideas. In teamwork, members can share their ideas in an organized manner making communication more effective [2].
Moreover, mind mapping can also help reduce confusion when there is a large amount of information to study. A topic can be divided into smaller sections making it easier to understand and remember. As the information is in a logical manner, students can quickly identify the important points rather than reading lengthy notes. It can also save time during revision and exam preparations [2].
[bookmark: _Toc235700578]Applications of mind mapping:
Mind mapping can have several different applications. Students can utilize it to make notes, write assignments and prepare presentations. Teachers can use it to explain difficult concepts in a simple way. In businesses, mind mapping can be used for project planning, brainstorming sessions, meeting discussions and strategic planning [2]. 
Nowadays, several online and offline software are now available for creating mind maps. They provide tools with different templates, colors and symbols making mind maps easier to understand. They can also be shared digitally with classmates or colleagues resulting in better collaboration on group assignments or projects [2]. 

[bookmark: _Toc235700579]Conclusion:
Mind mapping is an important learning tool which can help people organize ideas, improve memory and solve problems more efficiently. It makes information easier to understand and making it useful in both academic and professional life. Learning mind maps can improve study habits, increase productivity and support better communication with others [1] [2].
References

[1] 	T. Buzan and Buzan, Barry, The Mind Map Book, Harlow: Pearson Education, 2010. https://www.pearson.com/
[2] 	Mind Tools, "Mind Maps: Organising Information and Ideas Visually," Mind Tools, [Online]. Available: https://www.mindtools.com/a5b0j1x/mind-maps. [Accessed 20 07 2026].
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[bookmark: _Toc235700582]MIND MAPPING CHART
Using of mind meister software chart making 
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[bookmark: _Toc235700583]Task 3: 
[bookmark: _Toc235700584]Virtual Collaboration and RefWorks 
Report on Virtual Collaboration 

Virtual collaboration can be defined as the process of communicating and working with other people through online platforms rather than meeting face to face. It has become the most commonly used method of communication in education and the workplace since Covid-19. Using this, people can work together from different locations, allowing students, teachers and professionals to share ideas, complete tasks and attend meetings without needing to travel. One of the most common platforms used is Zoom, providing different features to support communication and teamwork [3].

Zoom allows virtual collaboration by letting users to communicate in real time through audio and video meetings. Team members can communicate, share information, discuss ideas and work on projects from anywhere in the world. Screen sharing allows display of documents, presentations, ideas or other materials to participants. There are features which allow file sharing, breakout rooms, and chat, making it easier to share information and communicate to complete tasks [3] [4].

Furthermore, virtual collaboration reducing travelling costs and saves time. This makes the meeting more budget friendly, convenient and flexible. Many platforms include the option of recording the meeting. The recording can then be reviewed later and saved for students to review at a later time. There are some limitations of course as there could be a lack of concentration and people not paying attention or doing other work during the meeting. This can make the meeting unproductive at times. However, virtual collaboration remains an effective platform for supporting communication between people working remotely [4].

Virtual collaboration has become important in many organizations as employees are often required to work from different locations. It also allows international teams to communicate easily even when they are in different time zones. As technology continues to develop, virtual collaboration will remain an important part of education and professional practice.

[bookmark: _Toc235700585]Step-by-step Process of Using RefWorks 



STEP ONE:
LOGIN IN REFWORK:
[image: ]
STEP-TWO
Recourse the Reference as a documents or Article from online. If it is
documents like pdf or word file, it should be uploaded to RefWorks and for
article should be created manually.
STEP-THREE
ADD PARAGRAPH
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Step 4.
Select the citation style IEEE (UWTSD Institutional) 
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Step 5. 
Copy the created reference 
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Task 4: E-Portfolio Creation and Evaluation 
E-Portfolio Creation 
[have to create it online and then add screenshots – use google sites]
An e-portfolio was created using Google Sites. The portfolio includes personal information, educational background, academic skills, certificates and completed coursework. Different sections were organized to make navigation easier and to 

Step 6.
Paste the reference from RefWorks to your paragraph of assignment
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[bookmark: _Toc235700586]Task-4

[bookmark: _Toc235700587]Evaluation of E-Portfolio Tool 


1. Conclusion
This assignment discussed academic and professional skills that are essential for students and future employment. It explained the importance of research skills, digital literacy, communication, collaboration and critical thinking in academic as well as professional life. It also showed the use of mind mapping for organizing ideas and improving learning. Furthermore, the assignment discussed virtual collaboration using Zoom and the role of reference management tools such as RefWorks in academic writing. Finally, an-portfolio was created. Overall, these skills and tools can help students become more organized, productive and better prepared for their future careers.

References

[1] 	Association of College and Research Libraries, "Framework for Information Literacy for Higher Education," Association of College and Research Libraries, Chicago, IL, 2016. https://www.ala.org/acrl/standards/ilframework
[2] 	UNESCO, "A Global Framework of Reference on Digital Literacy Skills for Indicator 4.4.2," UNESCO, Paris, 2018. https://unesdoc.unesco.org/ark:/48223/pf0000265403
[3] 	Zoom Communications Inc., "Zoom Workplace," Zoom Workplace, [Online]. Available: https://www.zoom.com/. [Accessed 22 July 2026].
[4] 	Zoom Communications Inc., "Zoom Support Centre," Zoom Support, [Online]. Available: https://support.zoom.com/. [Accessed 22 July 2026].
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• Improves memory
• Encourages creativity
• Saves time
• Easier revision
• Supports problem solving
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evaluative task (mid-January-April 2021). The authors used two modes: synchronous
(Zoom) and asynchronous (emails) to communicate on the literature exploration and
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constraints through a collective journal. Findings — The results suggest both affordances
in terms of communication being negotiable and evolving and constraints, particularly
in forming new relations given tools that may not be equally accessible to all. Journaling
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