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[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
[bookmark: _Hlk214446086]Success in any academic field or workplace usually depends on a mix of essential skills that help people adapt, grow, and perform well in their roles.
Firstly, one of the most important abilities a person can have is simply knowing how to learn. Often called “learning to learn,” this skill lays the groundwork for every other skill we pick up. Without the capacity to learn new things or build on what we already know, it would be nearly impossible to develop in any meaningful way. In school, learning is obviously at the centre of everything, but even in a job, you’re constantly expected to pick up new knowledge or techniques to keep progressing.
Secondly, another key skill, regardless of whether you’re studying or working, is communication. It sits at the heart of almost every interaction, from classroom discussions to meetings with colleagues. Strong communication is consistently rated as one of the most valuable skills across various industries because it’s essential for sharing and receiving information clearly.
Critical thinking also plays a major role in personal and professional success. It’s often described as “the art of analysing and evaluating, with a view to improving it”. Someone who thinks critically can look at a problem from multiple angles, stay open-minded, and confidently form their own ideas. This skill is especially important because it encourages creativity while helping people approach tasks and challenges more effectively.
Finally, professionalism is another quality that can make a significant difference. It refers to a collection of behaviours and attitudes that help people function well in academic or workplace settings. Professionalism can show up in many ways—how someone dresses, how they manage their responsibilities, or how they handle disagreements and conflict. Altogether, these behaviours help create a positive, reliable impression and support long-term success.

[bookmark: _Toc193117234]		Task 1 (b): Evaluation of Task 1 (a) based on Similarity report
[bookmark: _Toc193117235]For task 1. a) I got a similarity score of 7%, maybe because of the fact that I chose words and sentences that are commonly used by a lot of people. I think I could improve my similarity report by using more unique phrased ideas and using less common ones.
I could also improve my report by choosing skills that not a lot of people would think to describe, so I could have a more unique report and it wouldn’t be similar to other students that talked about the same topics.
My report could also be improved by putting in more of my own beliefs and ideas, without relying as much on other points of view that I researched for this task. I could find research papers on the topic that I chose and extract the main points made but word them in my own way.
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  
Task 2: Collaborative Mind Map and Individual Poster
[bookmark: _Toc193117236]		Mind Map (Collaborative)
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[bookmark: _Toc193117238]Task 3: Virtual Collaboration and RefWorks
[bookmark: _Toc193117239]		Report on Virtual Collaboration
			Forming a team
Forming a team it’s the first stage when a team is being created. This is when team members start meeting each other and starts talking and sharing information about their background and experiences regarding what their common goal is. This is where everybody’s personal skills, ideas and beliefs become important, because in this stage the boundaries are set and the team members realise how compatible they are with each other.
During this stage team members start to decide what role they will be playing in the team’s positions. No work is yet being done at this time, but rather, the team members are effectively “feeling each other out” and trying to find a way around working within the team. [1] Conflicts may also arrive when people are not accustomed to each other and the different point of views that they may have.
During this forming stage, it is important for the established team leader to be very clear in regards to the targets, goals and the means to achieve them. The team leader should also ensure that the team members are actively involved in setting the roles within themselves. It is very important for the team leader to guide his team’s members into settling this initial period of getting accustomed to each other and becoming comfortable working together. [2]

[bookmark: _Toc193117240]	Step-by-step process of using Microsoft Word Referencing Tools with visuals
I used the default referencing tool available in Microsoft Word, which allowed me to easily apply and organise my references. 
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I clicked the References tab in the Word Document, from which I selected the IEEE Referencing Style. Then, I selected the “Add new author” option.
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Next, on the pop-up tab, I entered the details of the author/authors that wrote the work from which I gathered ideas supporting my reports.

Last but not least, I clicked the Bibliography button and created a reference section.

[bookmark: _Toc193117241]Task 4: E-Portfolio Creation and Evaluation
[bookmark: _Toc193117242]		Task 4 (a): E-Portfolio Creation
I used the online graphic tool “Canva” to help myself create the website in which I showcased the tasks from above. I chose Canva because it has a very interactive and easy to use system built in it especially for creating websites. I chose one of the available templates and I designed the pages, followed by entering my  reports and responses to the tasks.
[bookmark: _Toc193117243]		Task 4 (b): Illustrative Review of E-Portfolio tool Selection
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TEAMWORK

Better communication is crucial for building and
maintaining relationships, resolving conflicts, and
achieving common goals in both personal and
professional settings. For a team, effective verbal
communication and written communication allows
everyone to know what work is expected and when it
needs to be done

Collaboration in teamwork is the process where individuals work together to
achieve a common goal, leveraging their diverse skills through communication,
coordination, and cooperation. It involves sharing ideas and knowledge to
enhance creativity, problem-solving, and productivity, leading to better
outcomes than individual efforts alone. Unlike traditional teamwork with a
clear leader and assigned roles, true collaboration is often a more fluid and
equal partnership where ideas and decisions are made collectively.

Respect is important in a team work scenario because is important to get along with your team,
otherwise conflicts will come up which would affect the teams ability to work towards their goal and
achive their targets
respect is also vital because it create a good atmosphere in which the team member cor -

comfortable and confidently

be respectful





image3.png
References

ote

ote

o)
Ve
Insert
Citation v

Mailngs  Review  View

T Manage Sources
17 styte e

9 sibtography -
Citations & ibliography

Help
—
=
Change
Provider -

Acrobat

[ tnsert Table of Figures

e [
Caption [[] Cross-reference
Captions

) B
vare [

FP B insert Table of Authorities
g5

Citation

Table of Authorities





image4.png
Type of Source | IEMEEIENTTSN—_G

Bibliography Fields for IEEE

[ corporate Author

Journal Name

Volume

[ show Al Bibliography Fields.
Tag name
Placenolder!





image5.png
Home Taskl Task1B Task2 Poster Task3  Step-by-step useof Microsoft Referencing Tool  Task4

CRISTIAN DE LA PAZ
PEREZ

E-Portofolio

October 2025

LEARN MORE




image6.png
Home Taskl Task1B Task2 Poster Task3  Step-by-step use of Microsoft Referencing Tool  Task4

Task 1: Essential Academic and Employment Skills for the future
career Path

Success in any academic field or workplace usually depends on a mix of essential skills that help people adapt, grow, and

perform well in their roles.

Firstly, one of the most important abilities a person can have is simply knowing how to learn. Often called “learning to learn,”
this skill lays the groundwork for every other skill we pick up. Without the capacity to learn new things or build on what we
already know, it would be nearly impossible to develop in any meaningful way. In school, learning is obviously at the centre

of everything, but even in a job, you’re constantly expected to pick up new knowledge or techniques to keep progressing.

Secondly, another key skill, regardless of whether you’re studying or working, is communication. It sits at the heart of almost
every interaction, from classroom discussions to meetings with colleagues. Strong communication is consistently rated as
one of the most valuable skills across various industries because it’s essential for sharing and receiving information clearly.

Critical thinking also plays a major role in personal and professional success. It’s often described as “the art of analysing and

evaluating, with a view to improving it”. Someone who thinks critically can look at a problem from multiple angles, stay open-

minded, and confidently form their own ideas. This skill is especially important because it encourages creativity while
helping people approach tasks and challenges more effectively.

Finally, professionalism is another quality that can make a significant difference. It refers to a collection of behaviours and
attitudes that help people function well in academic or workplace settings. Professionalism can show up in many ways—how
someone dresses, how they manage their responsibilities, or how they handle disagreements and conflict. Altogether, these

behaviours help create a positive, reliable impression and support long-term success.
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Task 1 (b): Evaluation of Task 1 (a) based on Similarity report

For task 1. a) | got a similarity score of 7%, maybe because of the fact that | chose words
and sentences that are commonly used by a lot of people. | think | could improve my
similarity report by using more unique phrased ideas and using less common ones.
| could also improve my report by choosing skills that not a lot of people would think to
describe, so | could have a more unique report and it wouldn’t be similar to other
students that talked about the same topics.

My report could also be improved by putting in more of my own beliefs and ideas,
without relying as much on other points of view that | researched for this task. | could
find research papers on the topic that | chose and extract the main points made but
word them in my own way.
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Task 2: Collaborative Mind Map and Individual Poster
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Task 3: Virtual Collaboration

Forming a team
Forming a team it’s the first stage when a team is being created. This is when team
members start meeting each other and starts talking and sharing information about
their background and experiences regarding what their common goal is. This is where
everybody’s personal skills, ideas and beliefs become important, because in this stage
the boundaries are set and the team members realise how compatible they are with
each other.

During this stage team members start to decide what role they will be playing in the
team’s positions. No work is yet being done at this time, but rather, the team members
are effectively “feeling each other out” and trying to find a way around working within
the team. [1] Conflicts may also arrive when people are not accustomed to each other

and the different point of views that they may have.

During this forming stage, it is important for the established team leader to be very
clear in regards to the targets, goals and the means to achieve them. The team leader
should also ensure that the team members are actively involved in setting the roles
within themselves. It is very important for the team leader to guide his team’s
members into settling this initial period of getting accustomed to each other and
becoming comfortable working together. [2]
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Step-by-step process of using Microsoft Word Referencing
Tools with visuals

used the default referencing tool available in Microsoft Word, which allowed me to easily apply and organise my
references.

nces  Mailing:

graph

| clicked the References tab in the Word Document, from which | selected the IEEE Referencing Style. Then, | selected the “Add new
author” option. | then entered the details of the author that | referenced.





