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[bookmark: _Toc232267110]1. E-Portfolio Homepage Link and Screenshot
Online e-portfolio homepage: https://sites.google.com/view/level-4-e-portfolio/home
The homepage identifies the student, course, module and e-portfolio navigation structure. The site contains separate pages for Task 1, Task 2, Task 3 and Task 4.
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Screenshot - Home Page
Screenshot - Google Sites Homepage Design / Editing Evidence
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Screenshot - Published Site Access Test in Incognito/Private Browser


[bookmark: _Toc232267111]2. Task 1 - Written Summary Evidence
Task 1 page link: https://sites.google.com/view/level-4-e-portfolio/task-1-academic-and-employment-skills
[bookmark: _Toc232267112]2.1 Screenshot Evidence
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Screenshot - Task 1 Page: Academic and Employment Skills
[bookmark: _Toc232267113]2.2 Task 1 Content Recorded from Portfolio
Introduction
This section is an introduction to the necessary academic and occupational skills needed to become a successful graduate. Focus is on communication, working in teams, critical thinking, digital literacy, time management, problem solving and academic integrity. These competences will help me to move from university to work.
Written Summary: Essential Academic and Employment Skills
Academic and employment skills are important for success in graduate studies in business and technology. Graduates can clearly communicate ideas to a variety of audiences and work collaboratively through effective written and oral communication, teamwork and critical thinking. Graduates have the soft skills to deal with complex workplace dynamics, including flexibility, adaptability, empathy, and leadership. Digital literacy is essential and research reveals that, the higher education students and teachers possess only basic digital competence, and universities are working on developing higher levels of digital competence and providing relevant tools to support learning [5]. A digital competency framework places a strong focus on the technical skills, as well as the ethical, safe and productive use of digital resources in various settings [4]. Managing time and solving problems allows for effective project completion and adjusts to changing priorities. Independent learning and critical reading and referencing promotes academic integrity and evidence-based decision making. Students are expected to be familiar with the concept of plagiarism and citation and use them appropriately. These skills together contribute to employability skills, which are highly valued by employers: the ability to communicate, think critically, work collaboratively in teams, manage work and use digital tools. In the digital transformation era, learning new technologies and handling information is crucial. The findings indicate that digital transformation becomes a new digital perspective and that Higher Education Institutions should invest in enhancing the digital competences of the students and teachers [6]. This blend of soft skills, digital literacy and academic integrity equips graduates to adapt to the changing demands of the workplace, contribute to their organisation's success and engage in lifelong learning.
Turnitin Similarity Reflection
My Turnitin similarity score was 5%. A score of this level is acceptable for an academic task as most matches are drawn from the correct use of quotations and commonly used academic phrases. The next time I would paraphrase more, cut down on length of quotations, and express them uniquely, but still with the same meaning. I will also plan my time more effectively to enable me to draft and revise. I feel my work is of a high standard and fits the requirements for a high standard submission, it is well structured, has evidence-based arguments and has consistent referencing. Based on the Generic Assessment Criteria, I would give myself a mark of 78/100.
[bookmark: _Toc232267114]2.3 Task 1 References
[4] G. Falloon, “From digital literacy to digital competence: The teacher digital competency framework,” Educational Technology Research and Development, vol. 68, pp. 2449-2472, 2020.
[5] Y. Zhao, A. M. Pinto Llorente, and M. C. Sánchez Gómez, “Digital competence in higher education research: A systematic literature review,” Computers & Education, vol. 168, Art. no. 104212, 2021.
[6] S. Farias-Gaytan, I. Aguaded, and M.-S. Ramirez-Montoya, “Digital transformation and digital literacy in the context of complexity within higher education institutions: A systematic literature review,” Humanities and Social Sciences Communications, vol. 10, Art. no. 386, 2023.


[bookmark: _Toc232267115]3. Task 2 - Mind Map and Academic Poster Evidence
Task 2-page link: https://sites.google.com/view/level-4-e-portfolio/task-2-teamwork-mind-map-and-academic-poster
[bookmark: _Toc232267116]3.1 Team Activity and Collaboration Tools
[image: ]
Collaboration tools used: Microsoft Teams, Google Meet, WhatsApp and Google Docs
Mind map creation tool: GitMind
We brainstormed, shared ideas and developed our work together on a digital platform. We met on Teams or Google Meet, shared documents on WhatsApp and worked on a shared Google Doc to split up tasks, collect and edit the final mind map. This mind mapping tool, GitMind, enabled us to create a mind map together and to save a final image of the mind map to use for our poster and e portfolio.
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Screenshot - Task 2: Mind Map 
Screenshot – Task 2: Academic Poster
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Screenshot - Task 2 Poster: Importance of Teamwork in Academic and Career Success
[bookmark: _Toc232267117]3.2 Task 2 Reflection Recorded from Portfolio
The working on mind map and poster reinforced the importance of collaboration skills in school learning and in the workplace. Research on psychological safety shows that it enhances team performance indirectly by promoting collective efficacy and learning behaviour [7]. Recommendations for higher education include well designed collaborative activities and the use of digital tools [8] and, for effective online team working, clear instructions, shared documents, and inclusive communication. In forced work from home situations, teams have been forced to use technological affordances to work together, with some informal interactions being lost and new challenges that emerge [10]. However, there are social and technological challenges that virtual teams must overcome to prevent misunderstandings, and trust and frequent communication are critical [11]. We divided up the roles, had deadlines and coordinated the tasks in our group through Microsoft Teams, WhatsApp and Google Docs. The mind map was useful for visualising key teamwork principles and the poster was useful for summarising research and sharing challenges and solutions. I gained confidence in my ability to lead and work in a variety of teams and how communication, trust and digital competence is essential to academic and professional achievement.
[bookmark: _Toc232267118]3.3 Task 2 References
[7] S. Kim, H. Lee, and T. P. Connerton, “How psychological safety affects team performance: Mediating role of efficacy and learning behavior,” Frontiers in Psychology, vol. 11, Art. 1581, 2020.
[8] E. Ransanz Reyes, A. Arana Cuenca, and A. I. Manzanal Martínez, “Recommendations for designing collaborative activities in online higher education: A systematic review,” Journal of Technology and Science Education, vol. 15, no. 1, pp. 4-17, 2025.
[10] L. Waizenegger, B. McKenna, W. Cai, and T. Bendz, “An affordance perspective of team collaboration and enforced working from home during COVID-19,” European Journal of Information Systems, vol. 29, no. 4, pp. 429-442, 2020.
[11] B. L. Rogers, L. T. Madden, L. K. Grubb, and J. H. Karriker, “Shouting across the digital divide: The import of social interactions in virtual teams,” Team Performance Management, vol. 27, no. 1/2, pp. 1-14, 2021.


[bookmark: _Toc232267119]4. Task 3 - Automatic Referencing Tool Evidence
Task 3-page link: https://sites.google.com/view/level-4-e-portfolio/task-3-virtual-collaboration-and-refworks
[image: ]
[bookmark: _Toc232267120]4.1. Unit 3 Topic Summary: Virtual Collaboration
Virtual collaboration is the ability to collaborate over distance and across boundaries through digital means to produce a common outcome. It is becoming more relevant in higher education and employment with blended and remote courses and jobs. Microsoft Teams, Zoom, Google Drive, Google Docs, Slack and shared cloud storage help users have synchronous meetings, real time chat, and collaborate on documents while ensuring secure file management. These technologies can offer flexibility, save travel expenses, access to a variety of expertise and provide a searchable repository of decisions and contributions.
Digital competence is key for effective virtual collaboration. According to a systematic literature review, the majority of students and teachers are equipped with basic digital skills, however they require guidance in acquiring more sophisticated skills and utilize appropriate tools in the education context. Yet another review highlights the need for higher education institutions to build digital competences and seek new approaches in digital transformation. Nevertheless, challenges remain. Research into information workers in the COVID 19 era showed that remote working resulted in less synchronous communication and more static, isolated networks which made it difficult for workers to gain and disseminate information. The enforced remote working had both positive and negative impacts: technological affordances provided essential ways to keep working together, but also may have limited informal connections and made people feel more isolated. Virtual teams can suffer from a lack of social cohesion, digital divide issues, time zone coordination problems, and lack of non verbal cues leading to misunderstandings.
To overcome these obstacles, teams should have a clear agenda, assign roles, establish deadlines and be transparent by using shared documents and collaborative tools for note taking. Trust and psychological safety is maintained through inclusive communication, rotating meeting times across time zones, camera usage and regular informal check-ins. Students are given opportunities to practice these skills through group projects, peer feedback and online discussion. Virtual collaboration improves employability because it helps to develop adaptability, communication skills and the ethical and productive use of digital platforms. Graduates who are able to work effectively in the online environment are ready to work in the modern world, with teams that work in a hybrid or fully remote way, and are able to make a valuable contribution to the success of their organisation.
[bookmark: _Toc232267121]4.2. Automatic Referencing Tool Evidence
I used ZoteroBib, an online citation and reference list generator, to manage my references for this e portfolio. The selected sources were manually imported, providing details of the DOI. I made sure that each entry was correct and chose the IEEE referencing style. I then used ZoteroBib to generate in-text citations, and a formatted reference list, which I pasted into the site. While the process was streamlined and there was less formatting error, I have scanned every citation for completeness and consistency. Automatic and manual checking ensured that references met the IEEE standards and integrity requirements.
[bookmark: _Toc232267122]4.3 Task 3 References
[5] Y. Zhao, A. M. Pinto Llorente, and M. C. Sánchez Gómez, “Digital competence in higher education research: A systematic literature review,” Computers & Education, vol. 168, Article 104212, 2021, doi: 10.1016/j.compedu.2021.104212.
[6] S. Farias-Gaytan, I. Aguaded, and M.-S. Ramirez-Montoya, “Digital transformation and digital literacy in the context of complexity within higher education institutions: A systematic literature review,” Humanities and Social Sciences Communications, vol. 10, Article 386, 2023, doi: 10.1057/s41599-023-01875-9.
[9] L. Yang et al., “The effects of remote work on collaboration among information workers,” Nature Human Behaviour, vol. 6, no. 1, pp. 43-54, 2022, doi: 10.1038/s41562-021-01196-4.
[10] L. Waizenegger, B. McKenna, W. Cai, and T. Bendz, “An affordance perspective of team collaboration and enforced working from home during COVID-19,” European Journal of Information Systems, vol. 29, no. 4, pp. 429-442, 2020, doi: 10.1080/0960085X.2020.1800417.
[11] B. L. Rogers, L. T. Madden, L. K. Grubb, and J. H. Karriker, “Shouting across the digital divide: The import of social interactions in virtual teams,” Team Performance Management, vol. 27, no. 1/2, pp. 1-14, 2021, doi: 10.1108/TPM-05-2020-0042.


[bookmark: _Toc232267123]5. Task 4 - E-Portfolio Creation and Review Evidence
Task 4-page link: https://sites.google.com/view/level-4-e-portfolio/task-4-e-portfolio-review-and-evidence
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[bookmark: _Toc232267124]5.1. Tool Used to Create the E-Portfolio
This e-portfolio is created via a free, cloud-based platform Google Sites, integrated with Google Drive. It offers a simple drag and drops interface to organise pages, embed images, text and link artefacts.
[bookmark: _Toc232267125]5.2. Reason for Choosing Google Sites
Google Sites was selected due to its cost free, readily shareable and easy access on any device with an internet connection. It has an intuitive interface and doesn't need coding experience, making it easy to create pages quickly and with a consistent format. It fits into Google Workspace and allows users to easily embed documents, images and links in Google Docs and Google Drive and other applications. Being able to publish the site and to adjust the visibility settings means that the tutors and employers can access the portfolio without having to install special software or create an account.
[bookmark: _Toc232267126]5.3. Benefits for Academic and Professional Development
Making an e portfolio helps with the development of the academic and professional portfolio by allowing the learner to select evidence of their skills and to self-reflect on their development. Studies indicate that e portfolios serve as virtual CVs, assisting students to prepare for entering the labour market and promote their competences and achievements [12]. They support reflective learning throughout the educational journey and career development, enabling students to link learning, learning outside the classroom and work. Higher Education institutions should also be focusing on building the digital competences of students and investigating new ways of conceptualising digital literacy to equip them for the challenges of the future workplaces, as digital transformation research also stresses. The use of Google Sites for creating an e portfolio helps develop these competences as it involves creating pages, inserting multimedia artefacts and setting accessibilities [6]. The product is a portfolio that will show professionalism and job readiness to tutors and potential employers, demonstrating academic successes, teamwork, and digital skills. It also enables lifelong learning, as a flexible platform for continuous professional development and highlights transferable skills, including communication, collaboration, critical thinking and digital literacy.
[bookmark: _Toc232267127]5.4. IEEE Reference List
[12] E. Gutiérrez‑Santiuste, M. Á. Olivares‑García, E. González‑Alfaya and S. Gutiérrez‑Santiuste, “Higher education students’ perception of the e‑portfolio as a tool for improving their employability: Weaknesses and strengths,” Education Sciences, vol. 12, no. 5, Art. 321, 2022, doi: 10.3390/educsci12050321.
[6] S. Farias‑Gaytan, I. Aguaded and M.‑S. Ramirez‑Montoya, “Digital transformation and digital literacy in the context of complexity within higher education institutions: A systematic literature review,” Humanities and Social Sciences Communications, vol. 10, Art. 386, 2023, doi: 10.1057/s41599‑023‑01875‑9.
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Task 1 - Academic and
Employment Skills

Introduction

This section introduces the essential academic and employment skills required for success as a graduate. The emphasis is on communication, teamwork, critical thinking, digital

literacy, time management, problem-solving and academic integrity. Developing these competences will support my transition from university to the workplace.

Written Summary: Essential Academic and Employment Skills
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Written Summary: Essential Academic and Employment Skills

Essential academic and employment skills are crucial for graduate success in business and technology fields. Effective written and oral communication, teamwork and critical
thinking enable graduates to collaborate and convey ideas clearly to diverse audiences. Soft skills such as flexibility, adaptability, empathy and leadership ensure that graduates can
navigate complex workplace dynamics. Digital literacy has become indispensable; research shows that higher education students and teachers often have only basic digital
competence, prompting universities to develop more advanced digital skills and provide appropriate tools to enhance learning [5]. A comprehensive digital competency framework
emphasises not only technical proficiency but also ethical, safe and productive use of digital resources across a range of contexts [4]. Time management and problem-solving
support efficient project completion and adapt to changing priorities. Developing independent learning, critical reading and referencing skills fosters academic integrity and
evidence-based decision-making. Students must understand plagiarism and citation practices and apply them consistently. These competences collectively enhance employability:
employers value graduates who can communicate effectively, think critically, collaborate in diverse teams, manage workloads and embrace di

ital tools. In the context of digital
transformation, the ability to learn new technologies and manage information is essential. Evidence suggests that higher education institutions must focus on developing students’
and teachers'digital competences and exploring new perspectives of digital transformation [6]. Graduates with this combination of soft skills, digital literacy and academic integrity
are better equipped to adapt to evolving workplace demands, contribute to organisational success and pursue lifelong learning.
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Turnitin Similarity Reflection

My Turnitin similarity score was [insert score]?%. This score is acceptable for an academic assignment because most matches come from correctly cited quotations and common
academic phrases. Toimprove it next time, | would paraphrase more thoroughly, reduce the length of direct quotations and ensure unique expression while retaining the original
meaning. | will also manage my time better to allow for drafting and revision. Overal, | believe my work meets the criteria for a high-quality submission, with clear structure,
evidence-based arguments and consistent referencing. According to the Generic Assessment Criteria, | would award myself 78/100.

IEEE Reference List
[41G. Falloon, “From digital literacy to digital competence: The teacher digital competency framework Educational Technology Research and Development, vol. 68, pp. 2449-2472,
2020.

[5]Y. Zhao, A. M. Pinto Llorente, and M. C. Sanchez G6mez, “Digital competence in higher education research: A systematic literature review,” Computers & Education, vol. 168, Art.
no.104212,2021.

[6]S. Farias-Gaytan, | Aguaded, and M.-S. Ramirez-Montoya, “Digital transformation and digital literacy in the context of complexity within higher education institutions: A
systematic iterature review” Humanities and Social Sciences Communications, vol. 10, Art. no. 386, 2023.
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Importance of Teamwork inAcademic and Career Success

B} wrropucTion

Teamwork is the collaborative effort of
individuals who share common goals.

Itis essential in both academic and
professional contexts, where success
depends on more than individual ability.
‘Through teamwork, students develop
knowledge, confidence, and communication
skills that prepare them for future

challenges.

B} KEY TEAMWORK PRINCIPLES

Communication - Active listening, clear
instructions, and constructive feedback.

Trust & Respect - Building trust, showing
respect, and valuing each team member.

Shared Goals - Agreeing on common
purpose, deadiines, and measurable

outcomes.

Role Allocation / Leadership - Assigning
roles, leveraging strengths, and providing

quidance.

Time Management ~ Planning meetings,
tracking tasks, and meeting deadines.

Psychological Safety - Encouraging

inclusion, openness, and supportive
Inoloeion: ohennocm and 80PPOINE:
team communication.

REFERENCES

(1] Kim, M., Choi, H, and Lee, J..
“The impact of teamwork on acadernic:
‘achievement; IEEE Transactions on
Education, vol. 63, no. 4, pp. 223-231,
Nov. 2020.

B} CHALLENGES & SOLUTIONS B Acabemic success

‘Common Challenges Effective Solutions

Calm discussion and

Conflict and disagreements
conflict resolution

Effective teamwork enhances learning by encouraging
peer explanations, critical thinking, and exposure to
multiple perspectives. Itis essential for:

« Group assignments and projects
« Presentations and discussions

« Research projects and data analysis

+ Greater understanding and problem-solving skills

B cAreEr success

Employers value graduates who can collaborate across
functions, communicate effectively, solve problems,
adapt to change, and contribute to team productivity
and innovation. Teamwork builds transferable skills
such as communication, digital literacy, and adaptability
that are critical for employability and career growth.

Poor communication and Meeting agendas and
unclear expectations clear communication
Unequal participation and Role allocation and
workload imbalance shared responsibility
Digital barriers and time Shared documents and
zone differences digital collaboration tools
Missed deadiines and Agreed deadlines and

poor time management effective time management
Lack of feedback and Respectful feedback and
recognition appreciation

B concrusion

Teamwork is fundamental to academic achievement and
professional growth. By mastering teamwork principles
and overcoming challenges, students and professionals
can harness collective intelligence, achieve shared goals,
and drive long-term success.

Figure 1. Effective Teamwork Mind Map

Conflict
Resolution

Collaboration
Tools

Effective
Teamwork

121 Waizenegger, L McKenna, B., Cai, H., 131 Rogers, L., Lilla, N, and Smith, 18] Ransanz Reyes, P, Sanchez Garcia, J. C.,
and Bendel, T, "An affordance perspective “Teamwork skills and employability in and Medina Merodio, J. A, “Teamwork as
of team collaboration and learning i the the 21t century” IEEE Access, vol. 9, a predictor of academic success: A systematic
digital age” IEEE Transactions on Learning Pp. 145678-145690, 2021, review IEEE Revista Iberoamericana de
Technologies, vol. 13, no. 2, pp. 282295, Tecnologias del Aprendizaje, vol. 20, no. 1,
Apr-Jun. 2020 Pp. 45-58, Feb. 2025.




image11.png
Level 4 E-Portfolio

Home  Tosk1-Academicand Employme . Task2 - TesmworkMindMapan.  Task 3~ Virtual Collaboratior

Task 3 - Virtual Collaboration
and RefWorks

Task 4 - E-Portfolio Review snd E




image12.png
Task 4 - E-Portfolio Review
and Evidence




image1.png
Prifysgol Cymru
¥ Drindod Dew Sant

J University of Wales
Trinity Saint David




