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Academic Skills

Academic skills are essential for someone to succeed in their studies and gain the skills
required for their future career. R Needleman [1] identifies some of the key skills in the image
below:

Academic
Writing

Time
Management

Fig 1. 6 Essential Skillsfor University Students [1]

Academic writing is vital to enable students to evidence their knowledge in a subject, this
includes the ability to reference and structure an assignment properly to help them achieve
higher marks.

Communication is the act of transmitting information effectively [2]. Itis crucial in an academic
setting to be able to convey your knowledge to your peers
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Time management will help with all aspects of ife especially during academic studies.
Effectively managing your time will ensure you meet your goals and deadlines.

Employment Skills

Employment skills are a set of abilties that are helpful in a workplace environment. Some of
these skills are shown in the image below.

Fig 2. Careers, employability skills [3]

These skills can be split up into two areas:

Hard skills

Hard skills described are a particular set of skills required to complete a job [4]. These skills are
normally obtained through education and training for example leaming how to develop \ code a
website.

Soft skills

These skills are non-technical, they are made of a person’s social and communication abilities,
for example teamwork and the ability to work effectively with other team members. Team
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members need to be able to perform well together for the team to successfully accomplish its
goals [5]

Conclusion

Academic and employment skills have several similarities and crossovers, together they can be
defined as professional skills. Developing these skills will be essential for me to succeed in my
future career.

Reflection

1 scored 24% in my first Turnitin submission. From looking at the feedback | can see most
similarities were within the reference list which s not an issue. However, | could improve this
score slightly with better use of paraphrasing one of my references.

From using the generic feedback criteria, | would score myself 75%. | feel | was able to achieve
high marks in the practical and presentation element. | could improve my score by including
more creditable references and comparing different views\opinions around the subject matter,
however this was difficult within the word count limit
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Teamwork is when a group of people work together to achieve the
same goal [1]. In a work environment this enables a team to be more
productive, share knowledge and can improve the quality of the work
being produced. The essential skills to enable effective teamwork
include:

This relates to both being good verbally but also
being a good listener. Listening to your teammates will allow everyone
to share ideas and opinions giving everyone equal opportunities to
express their viewpoint.

This is about understanding the strengths
and limitations of one another. With this information, tasks can be
delegated to the appropriate person to make the task more efficient.
This will make the team more capable of hitting deadlines and
producing a better outcome.

An effective team should be comfortable sharing ideas and
thoughts while respecting each other’s views.

It is essential to support one another. Helping each other out
and sharing knowledge will help build trust and improve performance.

Team members need to be able to perform well together for the team
to successfully accomplish its goals [2]. The mind map below was
created by Wayne Howell, Craig Oldham and myself. This captures
some of the key aspects of effective teamwork.

Fig 1. Effective Teamworking

Emotions are an essential part of everybody. For a team to be
successful, it is essential that everybody’s emotions are managed
correctly [3]. It is important to deal with and control your emotions in
a team. Emotions can be categorised into 7 feelings: Joy, anger,
sadness, fear, love, dislike and like.

Fig 2. Managing your emotional side [4]

It can be difficult to control how you feel but you can control your
reaction. The UWTSD e-learning site [5] describes some strategies in
managing these emotions:

Understanding and identifying these triggers
means you can take steps in managing your reactions.

With the understanding of the emotional trigger
you can then take control of the emotion, this can then be used to
your advantage e.g., if you know a practical situation will upset you
then you can instead think of something positive to avoid reacting
unprofessionally.

It is important to think before. Take time before
responding if you feel an emotion has been triggered.

Empathy is the emotional process which enables you to know another
person’s emotions [5]. Empathy plays an important role in team
dynamics. This involves understanding the needs of your teammates
and being aware of their emotions and feelings, this will help team
members be able to connect with one another.

Empathy involves looking at something from another point of view.
This will improve your ability to be empathetic and give you the
opportunity to learn for other people. This will also build trust within
a team and show compassion.

Trust is very important for a team, if
there is no trust other issues will arise
such as conflict, lack of commitment
and no accountability. [6]

A productive team is based
on relationships between
colleagues. Trust can help
overall morale and enable
quick decision making.

FEAR OF CONFLICT
ABSENCE OF TRUST

Fig 3. five dysfunctions of a team [6]

To build trust, a team needs to communicate with each other and be
honest. It is important to give constructive feedback where possible
and be open to new ideas. By creating a culture within the team
where people can rely on each other will improve a team's
productivity and performance while also boosting morale.

Teamwork is essential skill in the workplace. The ability to work
successfully with one another to reach a common goal will help you
(and your team) become successful in your profession.

Personally, teamwork will help me collaborate with colleagues and
learn skills from each other as | build my knowledge for a career in
data science.
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Tuckman’s team development theory states that a team goes through five stages: forming, storming,

norming, performing and adjourning [1]. Tuckman model was established in 1965 by Bruce Tuckman,
this theory has formed the foundation for many further research and ideas to be established [2]. The
model below shows the five stages of team development:

adjourning

performing

forming

norming

energy and productivity

storming

Fig 1. Bruce Tuckman'’s Team Development Model [3]

Norming

‘Once the storming stage is complete the team will reach the norming phase of the model. Norming is
reached when any conflict is resolved and there s a sense of unity amongst the team [4]. During this
stage the team will start to set differences aside and understand one another, identifying each other’s
strengths and weaknesses.
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‘Throughout this phase, the team will develop roles, assign responsibilities, and establish leaders. The
team start to avoid any conflict and begin to trust each other, in turn the team will begin to perform
better.

However, while reduced conflict s a benefit it can sometimes impact the accountability and
commitment from a team. Radical candour wil help a team be able to challenge directly while caring

Radical candour is a framework that allows a team to have open and
improve relationships and trust within the team.

ct conversations [5], this will

suinee

post

Fig 2. Radical Gandor Framework [6]

‘The Radical Candor framework above demonstrates the importance of caring personally while
challenging directly. i this is not done correctly the team can fall into some of the following
circumstances:

OBNOXIOUS AGGRESSION

“This can happen while challenging someone but not considering the person feelings. For example, not
being kind-hearted, being “brutally honest”. This can lead to conflict and team members becoming
upset.
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RUINOUS EMPATHY

“This can happen when someone is too kind and caring and fails to challenge and give constructive
feedback. Without feedback a person cannot develop themselves or resolve any issues.

MANIPULATIVE INSINCERITY

This is the opposite of Radical Candor, it can happen when someone neither cares or challenges. This
can be a huge issue for a team and cause distrust and impact performance.

To overcome the above challenges  team needs to communicate both constructive while considering
other people’s feelings.
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Fig 1. OneNote development environment

For the creation of my E-portfolio | have chosen to use Microsoft OneNote. | am familiar with the
environment and its ease of use. OneNote is free to use, and documents can easily be shared

Asthe project task were largely developed using other Microsoft products (Word and PowerPoint) I
choose OneNote as | knew | could easily integrate the tasks, for example enabling me to keep the same
formatting, look and feel as the Word/PowerPoint documents.

On refiection | now understand the limitations of the software. Developing a menu was difficult and
limited, also it was not possible to remove the formatting pane for the end user. I was to develop this
project further, | would look at using a website builder for example WIX.com. WIX would allow better
menu integration and the outcome would look more professional.
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