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[bookmark: _Toc193117230]Introduction

In today’s digital world, the ability to effectively use technology, collaborate online and manage information is essential for both academic success and future career development. The rapid advancement of digital tools has transformed how we learn, communicate and work creating new expectations for students and professionals alike [1].

Digital literacy development is no more optional but rather an essential requirement for of modern education and employment. Beetham and Sharpe suggests that, learners who engage actively with digital environments are well equipped in responding to the rapid changing demands of the workplace [2].

This view is supported by research, identifying students with stronger digital capabilities often achieving better learning results and more effective in navigating a wide range of platforms used in higher education [3].

This assignment explores key academic and employment skills, integrates collaborative learning practices such as mind mapping, poster creation and evaluates the use of digital tools including virtual collaboration platforms and e-portfolios. Together, these tasks reflect a wider move towards learning in the digital era and developing the required skills needed to be successful [1].

[bookmark: _Toc193117231]Main Body
[bookmark: _Toc193117232]Task 1: Essential Academic and Employment Skills for the future career Path
[bookmark: _Toc193117233]Task 1 (a): Report on Essential Academic and Employment Skills

Academic skills enable individuals to have the required learning by undertaking a course or studies in a particular domain, while employment skills ensure you have the required skills and knowledge to operate in a particular field. Together they form a powerful tool to help prepare one for today’s job market. 

Employable skills are normally the basic skills that are needed to get, keep and perform the tasks associated with the job. These skills equip one with the tools that they need to get on with their colleagues, managers or supervisors to help them make informed sound and critical decisions. These skills are generic, unlike occupational or technical skills and cuts across all business sectors [4].

There are several essential academic skills necessary for me to be successful in my studies. Some of these are:
· Communication Skills – Communication skills are very important to my studies as I will be required to communicate orally and in writing clearly. This could take the form of a group discussion or assignment, participation in class, and being able to share what I have learnt throughout the entire course clearly.
· Research Skills – This involves the ability to find materials and sources that are relevant to my course and analyse them to support whatever article or assignment I’m working on.
· Organisational Skills – Time management is an essential tool that I need to be successful in my studies. This will include completing assignments and submitting them on time and studying at the same time.
· Critical Thinking Skills – The ability to analyse and critique to form an opinion if it’s logical, valid or reliable [5].

After my studies, the employable skills that I will need for my future are technical skills in my field of work, Teamwork which enables me to integrate and work with other colleagues in order to complete a specific task, problem - solving which involves the ability to brainstorm, thinking outside the box to find solutions and being able to communicate effectively [6].

[bookmark: _Toc193117234]


Task 1 (b): Evaluation of Task 1 (a) based on Similarity report
[image: ]

The Turnitin report provided shows an overall similarity of 19%, broken down into eight categories.  The matches have mainly come from the references used. Therefore, this means the work is original and the sources used were acknowledged correctly.  The two largest matches, 5% from Edge Hill University and 3% from MS Teams Submission, are likely attributed to the nature of the topic. Academic and Employability skills are commonly covered topics in higher education and was used as a sub heading as a requirement of the assignment. To improve the score in the future, I could paraphrase further on the materials used, synthesising ideas from multiple sources whilst ensuring quotations are used only when necessary.  I could also review my referencing in order to avoid matching of unnecessary texts. 
Using the Generic Assessment Criteria, I would award myself 65%. This is because it demonstrates a good understanding of the topic, sources used effectively, well structured, appropriate use of academic sources and organised but there is also still room for development in the area of my critical analysis and refine my academic tone. 
[bookmark: _Toc193117235]Task 2: Collaborative Mind Map and Individual Poster
[bookmark: _Toc193117236]Mind Map (Collaborative) 
A mind map can be defined as a visual tool used to organise ideas around a central concept. It reflects how the brain naturally processes information by connecting related ideas through branches and sub-branches [1].
In this assignment, I collaborated with my classmate, Jahvon Genus using MindMeister to create a mind map exploring the key considerations of effective teamwork across 6 main areas.
Accountability and Time Management ensure timelines are set, progress tracking, and sharing of responsibility keeps everyone organised. Clear goals and responsibility enable team direction, with each person in the team taking ownership of their contribution.
Effective collaboration requires a shared vision, knowledge is shared, collective decision making. Celebrating achievements together also helps raise morale and motivation.
Strong communication provides the basis for active listening, sharing information clearly, and giving feedback constructively helps the team to grow and improve. Respect and trust create an inclusive environment where feels valued.
Finally, when conflicts are resolved early, it prevents issues from escalating and builds a lasting trust across the team.

[image: ]
[bookmark: _Toc193117237]
Poster (Individual)
The poster was created individually by using Power Point, A3 format, exploring collaborative teamwork tools and their role in academic and professional settings. The poster highlights six key tools: Zoom, Figma, Microsoft Teams, Mind Mapping, Jira and Microsoft Projects.
Microsoft Teams and Zoom both support video communication, messaging, file sharing, and making them a great tool for remote collaboration [1][2].
Jira supports, agile working through boards, sprints, and issue tracking [3]. Figma enables cloud-based collaboration design, which allows teams to build user interfaces and experiences together in a real time. Mind mapping provides a visual way to brainstorm and organise ideas [4], and finally Microsoft Project assists project managers plan schedules, track progress, manage resources and workload [3].
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[bookmark: _Toc193117238]Task 3: Virtual Collaboration and RefWorks
[bookmark: _Toc193117239]Report on Virtual Collaboration
Norming
This topic examines the third stage of Tuckman and Jensen’s team development – norming and explores how giving and receiving constructive feedback enables virtual teams to progress in a productive way [5].
This stage represents a critical turning point where teams either consolidate their working relationship or risk sliding back into earlier conflict. Tensions begin to ease as the team enters the storming phase. Team members begin to develop a clearer appreciation of each other’s strengths, weaknesses and what they bring to the team. Trusts start to grow, team needs become a priority, and leadership roles and responsibilities become clearer. However, Mullins emphasises that stability is not guaranteed as fresh arguments can easily disrupts the team’s cohesion pulling it back into conflict[6].
This fragility connects closely with Lencioni’s thoughts on team dysfunctions when there is lack of commitment and holding each other accountable. There is lack of performance when team members do not hold each other accountable. For virtual teams particularly, where there are less frequent informal check-ins, these issues are likely to go unaddressed for a longer period. Therefore, the ability to give and receive constructive feedback is fundamental to the team’s success [7].
Radical Candor offers a practical framework to mitigate this challenge. Instead of choosing between being kind and direct, the model encourages both simultaneously while genuinely caring about a colleague and still willing to challenge their thinking openly [8].
Feedback delivered this way is more likely to be heard and acted upon, because the recipient sees it as being supportive rather a criticism. Practical application involves keeping feedback focused on out comes, asking questions to maintain curiosity, and considering the broader context of the individual rather than isolating a single a behaviour.
Teams can infuse these ideas into practice through structured activities, such as sharing individual SWOT analysis and inviting honest positive feedback. Reflecting on whether these exchanges feel different virtually compared to face to face also helps teams understand the challenges that digital collaboration can pose [5].
[bookmark: _Toc193117240]Step-by-step process of using RefWorks with visuals
RefWorks is a cloud-based reference management tool that helps to collect, and cite sources automatically. The steps below show how it’s been used to generate the IEEE citations and reference list above.
Step 1: Create an account and log in
[image: ]

First Sign up to RefWorks and login.



Step 2: Add references
[image: ]
Adding a reference manually. In RefWorks, select add>upload document or manually add. Create a new reference form opens which will contain information such as author title, year, and publisher.

Step 3: Organise library
[image: ]
Organise refences into folder LDE – Assignment 1 to keep project organised and easy to locate when citing.




Step 4: Select citation style
[image: ]
Choosing IEEE format. Under Bibliography>output style, the IEEE UWTSD was selected. RefWorks automatically reformatted into IEEE numbered, e.g, [1], [2].
Step 5: Export and Insert
 [image: ]
[bookmark: _Toc193117241]The completed IEEE reference list was exported and inserted into the summary above. The citation numbers were then matched to their corresponding refence entries in the text.
Task 4: E-Portfolio Creation and Evaluation
E-Portfolio Link: 
[bookmark: _Toc193117242]Task 4 (a): E-Portfolio Creation
E-Portfolio created with Google Sites.
[bookmark: _Toc193117243]Task 4 (b): Illustrative Review of E-Portfolio tool Selection
I chose to use google sites to create my E-Portfolio, primarily due to its simplicity and accessibility. Google Sites is a free browser website builder that requires no prior knowledge of coding, making it highly accessible for new learners creating digital portfolios for the first time. The flexibility of the platform allows to integrate with other Google Workspace tools such as Google drive and Google Docs, allowing content to be updated with minimal technical effort or skills [5].
I was able to focus on the quality of my content rather than the technicalities required to develop a website due to its simplified drag and drop interface. In addition to this, Google Sites generates a public URL automatically which is shareable enabling the view of my portfolio without requiring a login access. It also supports multiple pages within a single site which allows me to create a clear structure with a home page and a dedicated page for each task.


Screen Shots
Home Page:
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About Page:
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Task 1 Main Page - IEEE Referencing & written summary on essential academic and employment skills
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Task 1(a) Essential Academic and Employment Skills
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[bookmark: _Hlk225726672]Cont’d task 1(a)
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Task 1 (b) Turnitin Similarity Report
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Cont’d task 1(b)
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Task 2: Main Page Collaborative Teamwork and Professional Academic poster (A3 Poster)
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(a) Mind Map (Collaborative)
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Cont’d.
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Cont’d
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(b)  Academic Poster (Individual)
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Cont’d.
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Cont’d
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Task 3: Main Page - Automatic Referencing Tool
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(a) Virtual Collaboration – Unit 3 Topic (Norming)
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Cont’d.
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(b) Use of RefWorks
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Cont’d.
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Task 4: Main Page - E-Portfolio creation and review[image: ]
(b) Illustrative review 
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Cont’d.
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Contact Page
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[bookmark: _Toc193117244]Conclusion
This assignment has demonstrated the importance of integrating academic knowledge with employability skills in the digital era. It has shown how essential skills such as communication, research, teamwork, critical thinking and problem-solving contribute to both academic success and career readiness.

The use of collaborative tools such as mind maps and posters enhance understanding and creativity, while virtual collaboration tools support effective teamwork. Additionally, tools like RefWorks promote academic integrity and efficient referencing.

Finally, the development of an e-portfolio provides a valuable platform for showcasing skills, achievements, and personal growth. Overall, the combination of digital competence and transferable skills is essential for success in modern education and professional environments.
[bookmark: _Toc193117245]This has boosted my confidence on the key foundational skills that I need to thrive in the academic and professional world.
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My name is Dennis and welcome to my E-Portfolio.

1 have always had a keen interest in technology, how it's shaping our world, and currently run my own
small business in networking. When I came across the Course, CertHE Computing Skill for Workplace, it
felt like the perfect opportunity to upskill, build my confidence in the digital space and take my business
to the next level.

I'm in the first year of my studies, but I'm already picking up great nmew skills in areas like
communication, research, team collaboration, various ways to referencing my work academically, and
the different digital tools available that I can use to build my brand.

This is my first E-Portfolio that I have design and developed, but I'm excited to use this space to share
my assignments, experiences, track my progress, reflect on the lessons learned, how I can improve and
upskill myself as I continue on this path.
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Task 1: Essential Academic and Employment Skills for the future career Path

Task 1(a): Report on Essential Academic and Employment Skills

This article highlights the essential academic and employment skills that are
required to be successful in today’s job market. Academic skills enable individuals
to have the required leaming by undertaking a course or studies in a particular
domain, while employment skills ensure you have the required skills and knowledge
to operate in a particular field. Together they form a powerful tool to help prepare
one for today’s job market.

Employable skills are normally the basic skills that are needed to get, keep and
perform the tasks associated with the job. These skills equip one with the tools that
they need to get on with their colleagues, managers or supervisors to help them
make informed sound and critical decisions. These skills are generic, unlike
occupational or technical skills and cuts across all business sectors [1).

There are several essential academic skills necessary for me to be successful in my
studies. Some of these are:

« Communication Skills - Communication skills are very important to my studies as
1will be required to communicate orally and in writing clearly. This could take the
form of a group discussion or assignment, participation in class, and being able to
share what | have leart throughout the entire course clearly.

« Research Skills - This involves the ability to find materials and sources that are
relevant to my course and analyse them to support whatever article or assignment
I'm working on.

« Organisational Skills - Time management is an essential tool that | need to be
successful in my studies. This will include completing assignments and submitting
them on time and studying at the same time.

« Critical Thinking Skills - The ability to analyse and critique to form an opinion f it's
logical, valid or reliable [2].

: After my studies, the employable skills that | will need for my future are technical skills in
my field of work, Teamwork which enables me to integrate and work with other colleagues
in order to complete a specific task, problem - solving which involves the ability to
brainstorm, thinking outside the box to find solutions and being able to communicate
effectively (3] .
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Task 1 (b): Evaluation of Task 1 (a) based on Similarity report
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The Turnitin report provided shows a similarity of 12%, which is considered acceptable in
academic writing. The matches have mainly come from the references used. Therefore,
this means the work is original and the sources used were acknowledged correctly taking
into consideration the 5% for student’s papers. To improve the score in the future, | could
paraphrase further on the materials used, synthesising ideas from multiple sources whilst
ensuring quotations are used only when necessary. | could also review my referencing to
avoid matching of unnecessary texts.

Using the Generic Assessment Criteria, | would award myself 80%. This is because it
demonstrates a good understanding of the topic, sources used effectively, well structured,
and organised.
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A mind map can be defined as a visual tool used to organise ideas around a central
concept. It reflects how the brain naturally processes information by connecting related
ideas through branches and sub-branches.

In this assignment, | collaborated with my classmate, Javon using MindMeistedto create
a mind map exploring the key considerations of effective teamwork across 6 main
areas.

Accountability and Time Management ensure timelines are set, progress tracking, and
sharing of responsibility keeps everyone organised. Clear goals and responsibility
enable team direction, with each person in the team taking ownership of their
contribution.

Effective collaboration requires a shared vision, knowledge is shared, collective
decision making. Celebrating achievements together also helps raise morale and
motivation.

Strong communication provides the basis for active listening, sharing information
clearly, and giving feedback constructively helps the team to grow and improve. Respect
and trust create an inclusive environment where feels valued.

Finally, when conflicts are resolved early, it prevents issues from escalating and builds a
lasting trust across the team.
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Poster (Individual)

The poster was created individually by using Power Point, A3 format, exploring
collaborative teamwork tools, their role in academic and professional settings. The
poster highlighted six key tools: Zoom, Figma, Microsoft Teams, Mind Mapping, Jira and
Microsoft Projects.

Microsoft Teams and Zoom both support video communication, messaging, and file
sharing, making them a great tool for remote collaboration.

Jira supports, agile working through boards, sprints, and issue tracking. Figma enables
cloud-based collaboration design, which allows teams to build user interfaces and
experiences together in a real time. Mind mapping provides a visual way to brainstorm
and organise ideas, and finally Microsoft Project assists project managers plan
schedules, track progress, manage resources and workload.
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Virtual Collaboration-Unit 3 (Norming)





image24.png
Report on Virtual Collaboration

Norming

his topic examines the third stage of Tuckman and Jensen’s team development -
norming, and explores how giving and receiving constructive feedback enables virtual
eams to progress in a productive way [1].

his stage represents a critical turning point where teams either consolidate their
orking relationship or risk sliding back into earlier conflict. Tensions begin to ease as
he team enters the storming phase. Team members begin to develop a clearer
appreciation of each other’s strengths, weaknesses and what they bring to the team.
rusts start to grow, team needs become a priority, and leadership roles and
responsibilities become clearer. However, Mullins emphasises that stability is not
uaranteed as fresh arguments can easily disrupts the team’s cohesion pulling it back
into conflict [2].

his fragility connects closely with Lencioni’s thoughts on team dysfunctions when
here is lack of commitment and holding each other accountable. There is lack of
performance when team members do not hold each other accountable. For virtual
eams particularly, where there are less frequent informal check-ins, these issues are
likely to go unaddressed for a longer period. Therefore, the ability to give and receive
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Task 4 (b): Illustrative Review of E-Portfolio tool Selection

I choose to use google sites to create my E-Portfolio, primarily due to its simplicity and
accessibility. Google Sites is a free browser website builder that requires no prior
knowledge of coding, making it highly accessible for new learners creating digital
portfolios for the first time. The flexibility of the platform allows to integrate with other
Google Workspace tools such ab Google drive and Google Docs, allowing content to be
updated with minimal technical effort or skills [5].

| was able to focus on the quality of my content rather than the technicalities required to
develop a website due to its simplified drag and drop interface. In addition to this,
Google Sites generates a public URL automatically which is shareable enabling the view
of my portfolio without requiring a login access. It also supports multiple pages within a
single site which allows me to create a clear structure with a home page and a
dedicated page for each task.
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