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1. Introduction
To analyse the essential skills required for professional development, this report examines the application of key digital tools—including virtual collaboration platforms and reference management systems—and evaluates the creation of an e-portfolio as a way of presenting academic and professional capabilities.
This report is organised into four main parts:
· Part 1: Essential academic and employment skills required for a future career.
· Part 2: Exploration of the creation of a collaborative mind map and an individual poster.
· Part 3: Examination of virtual collaboration and the use of RefWorks.
· Part 4: Creation and evaluation of an e-portfolio.
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Main Body
Task 1: Essential Academic and Employment Skills for Future Career Development
I gained experience in different areas of work, including sales advertising, shop management, customer service, care work, and cleaning companies. Although these roles were not directly related to computing, they helped me develop valuable transferable skills that will support my future career in the IT sector.
Key Transferable Skills
· Communication: Working with people from different backgrounds taught me how to listen carefully, understand their needs, and communicate clearly and respectfully. I have always enjoyed talking to people, and I have noticed that they often feel comfortable sharing their experiences and personal stories with me. This has helped me develop active listening, empathy, and the ability to build trust. I believe these qualities are essential in computing because IT professionals need to understand users' needs, explain technical concepts in a simple way, and provide effective solutions.
· Leadership & Management: My experience in sales advertising taught me how to understand customer behaviour, identify their needs, and recommend the most suitable products or services. As a shop manager, I was responsible for organising daily operations, supervising staff, managing stock, and ensuring a high level of customer satisfaction. These responsibilities strengthened my leadership, decision-making, and organisational skills, which are also valuable when managing IT projects or working within a technical team.
· Time Management: My previous jobs helped me improve my time management and organisational skills. I learned how to prioritise tasks, meet deadlines, and manage several responsibilities at the same time. These skills are important in the computing industry because IT projects require careful planning, teamwork, and the ability to deliver work on time.
· Problem-Solving: In my previous roles, I regularly dealt with unexpected situations, customer complaints, and operational challenges. I learned to remain calm under pressure, think logically, and find practical solutions. These experiences increased my confidence when facing challenges. In computing, problem-solving is an essential skill because professionals need to analyse issues, identify the root cause, and develop effective solutions.
· Teamwork: Working with different teams strengthened my teamwork skills. According to Belbin (2010), effective teams rely on members fulfilling complementary roles to achieve common goals. Successful team development also progresses through structured stages of communication and trust-building (Tuckman and Jensen, 1977; Hughes and Jones, 2011). I learned that cooperation, respect, and sharing ideas are essential, and that successful projects depend on collaboration and mutual support.
Career Transition & Future Goals
Before starting my Computing course, my knowledge of technology was limited to everyday digital skills such as sending emails, using mobile applications, browsing the internet, and using social media. However, as technology became an increasingly important part of everyday life, I developed a genuine interest in understanding how digital systems work. My curiosity inspired me to study Computing and allowed me to build a new career.
My main goal is to achieve long-term professional stability while working in a field that is constantly evolving. I am particularly interested in cybersecurity because there is strong demand for skilled professionals in the UK and worldwide (National Cyber Security Centre, 2024). Organisations in every sector need experts who can protect their systems and data from cyber threats. I believe that combining my transferable skills with the technical knowledge I am gaining at university will help me become a successful IT professional in the future.
References (Harvard Format)
· Belbin, R.M. (2010) Management teams: why they succeed or fail. 3rd edn. London: Routledge.
· Hughes, R.L. and Jones, S.K. (2011) ‘Developing and assessing teamwork skills in higher education’, New Directions for Institutional Research, 2011(149), pp. 53–64.
· National Cyber Security Centre (2024) Cyber security skills in the UK labour market. Available at: https://www.ncsc.gov.uk/collection/cyber-security-skills-landscape (Accessed: 21 July 2026).
· Tuckman, B.W. and Jensen, M.A.C. (1977) ‘Stages of small-group development revisited’, Group & Organization Studies, 2(4), pp. 419–427.
Task 2: Collaborative Mind Map and Individual Poster
2.3 Collaborative Mind Map
[image: ]






[image: ]




.4 Individual Poster
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· Leadership: Leadership is the ability to guide, support, and motivate other people to achieve a common goal. A good leader listens to others, communicates clearly, makes decisions, and takes responsibility. Leadership is important in the workplace because it helps teams work together and achieve good results.
· Time Management: Time management is the ability to organise and use your time effectively. It involves planning your work, setting priorities, and making sure that tasks are completed within the required deadlines. Good time management helps employees stay organised, reduce stress, and complete their work efficiently.
· Trust: Trust means believing that someone is honest, reliable, and responsible. In the workplace, trust is important because people need to feel confident that they can depend on their colleagues and managers. Building trust also helps create good relationships, better teamwork, and a positive working environment.
Task 3: Virtual Collaboration and Reference Management (RefWorks)
3.1 Virtual Collaboration
Virtual collaboration tools have become essential for modern digital teams. Managing technical barriers and communication challenges across online platforms requires structured coordination (Morrison-Smith and Ruiz, 2020). Using digital collaboration software during group projects enabled real-time document sharing, task allocation, and active communication.
Reference (Harvard Format)
· Morrison-Smith, S. and Ruiz, J. (2020) ‘Challenges and barriers in virtual teams: a literature review’, SN Applied Sciences, 2(6), pp. 1–33.
3.2 Evaluating Automatic Referencing Tools (RefWorks)
How Reference Management Tools Work
When writing academic assignments or research papers, keeping track of every book, article, and website you use can quickly become overwhelming. Doing this manually often leads to small mistakes, like missing a comma, losing track of a link, or placing sources in the wrong order. This is where automatic referencing tools like RefWorks make a huge difference.
RefWorks is an online tool that acts like an organized personal library for your research. Instead of writing out source details by hand, you can save references directly into RefWorks from library databases or online journals with just one click.
 [ Online Databases & Websites ]
                 │
                 ▼
     [ RefWorks Online Library ]
                 │
                 ▼
  [ Microsoft Word / Google Docs ]
                 │
                 ▼
   Auto-formatted IEEE Citations [1]

The real benefit comes when you write your document. By connecting RefWorks to a word processor like Microsoft Word or Google Docs, you can click a button to insert a citation right as you type. If you add, delete, or rearrange paragraphs later, the tool automatically reorders your references for you, saving a lot of time and stress.
Why Use IEEE Style in Computing?
Different subjects use different styles for citing sources. While many courses use Harvard style, computing and IT subjects usually use IEEE style. IEEE style keeps the text clean and easy to read by replacing long names with simple numbers in square brackets, like [1], [2], or [3]. These numbers point directly to a numbered list at the end of your document.
Using RefWorks for IEEE referencing ensures that:
· Your numbers stay accurate: The tool makes sure number [1] in your text always matches item [1] in your reference list at the end.
· Your formatting is correct: It automatically handles all the tricky rules, like italicizing journal names or setting up publication dates.
· You build professional skills: Learning to manage digital data accurately is a key technical skill that transfers directly into documentation and project management roles in the IT industry.
Practical Evidence: Using RefWorks for Citation Management
┌──────────────────────────────────────┐    ┌──────────────────────────────────────┐
│            SCREENSHOT 1              │    │            SCREENSHOT 2              │
│  [RefWorks Library Dashboard]        │    │  [Word Plugin / Inserting Citation]  │
│  Shows imported sources and folders  │    │  Shows IEEE bracket [1] in text      │
└──────────────────────────────────────┘    └──────────────────────────────────────┘

· Figure 1: RefWorks Library Interface
Description: As shown in Screenshot 1, sources are gathered and stored within the RefWorks cloud dashboard. Articles are organized into dedicated subject folders, storing complete metadata—including authors, publication dates, and DOIs—to ensure accurate referencing.
· Figure 2: In-Text Citation and Bibliography Generation
Description: Screenshot 2 demonstrates the RefWorks Citation Manager plugin inside Microsoft Word. Clicking "Insert Citation" automatically places a numbered IEEE tag (e.g., [1]) into the text and instantly builds the formatted reference list at the end of the document.
References (IEEE Format)
· [1] F. Francese, "Digital tools for reference management in academic writing," Journal of Academic Literacy, vol. 18, no. 2, pp. 112–125, May 2022.
· [2] ProQuest, "RefWorks: Cloud-based reference management platform," 2024. [Online]. Available: https://refworks.proquest.com. [Accessed: Jul. 24, 2026].
· [3] R. L. Hughes and S. K. Jones, "Automating bibliographic workflows in higher education," International Journal of Educational Technology, vol. 31, no. 4, pp. 45–58, Oct. 2023.
· [4] IEEE, "IEEE Editorial Style Manual for Authors," IEEE Periodicals, Piscataway, NJ, USA, Tech. Rep. 2023.1, 2023.
Task 4: Creation and Evaluation of an E-Portfolio
4.1 E-Portfolio Access Link
Live Web Link: https://sites.google.com/view/nathaliebade/home
4.2 Evaluation of the E-Portfolio Strategy
Creating an e-portfolio using Google Sites provides a structured, professional platform to showcase academic progress, transferable skills, and individual achievements.
· Digital Identity & Accessibility: An e-portfolio serves as a dynamic online CV, allowing prospective employers in the IT and cybersecurity sector to view practical coursework, projects, and soft skills in one cohesive location.
· Reflective Practice: Developing the platform encourages ongoing self-evaluation, allowing me to reflect on my learning journey, track skill acquisition, and identify areas for future professional growth.
· Presentation & Usability: The clean layout and navigation ensure that academic assessors and employers can easily evaluate evidence of my technical and employment capabilities
· .Live Web Link: https://sites.google.com/view/nathaliebade/home
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