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[bookmark: _Toc223177790]Task 1: Essential skills for study and employment
To succeed in every part of life, it is important to embrace skills that can help in every aspect of life, whether academic, personal, or professional. The job market is competitive today, and a student's academic journey is a great way to understand where they stand and which skills they need to develop. Some of the important skills that will be effective in academic and professional journeys are;
Communication: Communication is the most essential skill that employers seek today and is regarded as most effective for workplace success [1].  Effective written and verbal communication enables clear expression of ideas and reduces ambiguity.
The career I have chosen to pursue is customer service. To build a healthy relationship with customer good verbal communication skills are essential. 
Cognitive and emotional skills: The ability to understand oneself. This ability involves actively questioning your actions by self-compassion, critical self-talk, setting goals and boundaries, and celebrating achievements.
This skill is very important for a person as it helps to build positive self-esteem. When a person is rich in self-esteem and clear on his goals, he can excel in every part of life.
Critical thinking and Problem-solving skills: This skill helps the students to analyse, dissect information, and make informed decisions. In an academic setting, critical thinking shows the ability of a student to best utilise the information and connect it with real-world scenarios, whereas problem solving skill helps in team management. 
Critical thinking and problem-solving skills allow an individual to challenge their cognitive ability and innovate a solution.
Customer services are all about problem-solving. Critical thinking ability will help me to identify the problem correctly and propose a solution.
Teamwork: The ability to work with other members in a group. Every successful project is a result of teamwork. Employers value individuals who promote a culture of teamwork. Teamwork is important in an academic environment and professional practice, too.
Time management: This is another important skill that individuals should work on. Most of the students have the habit of delaying things till the last moment. Time management will help them to balance their coursework, deadlines, and personal commitments.
Employers today seek individuals who can take responsibility for delivering their work on time. Developing this skill now will help in a smooth transition in the professional journey as well.
References
[1] Kapur, R., 2020. Communication skills for workplace success. ResearchGate, November.
[2] Butterworth, J. and Thwaites, G., 2013. Thinking skills: Critical thinking and problem solving. Cambridge University Press.
Hartley, P., Marriott, S. and Knapton, H., 2023. Professional and business communication: Personal strategies for the post-digital world. Routledge.
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I have read and followed the General Assessment Criteria, which is why my similarity score in Turnitin is low. This 24% is due to the references I have used in my assignment. I have reviewed credible literature from Google Scholar, and University Library to support my work and gain more knowledge.
I will score myself at 90 as I have created my assignment keeping in mind the generic assessment criteria. I have made sure that the information I have mentioned reflects my engagement with the literature, its practicality, and is transferable as well. I have marked myself 90 as there is always room for improvement.
[bookmark: _Toc223177792] Task 2. Poster 
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This mind map has been built as a joint effort by my team. We brainstorm on the characteristics of a good team. With input from all the team members, we made this mind map.
Some characteristics promise good teamwork. These are;
· Clear communication: This means that communication among the team members should be open and transparent. Each member should be allowed to speak up, but in a respectable manner. Choose some of the digital communication channels as a means of coordination.
· Shared goals and vision: All team members should agree on a single goal, and everyone should divert their efforts to achieve those goals. SMART Goals are a good tool for listing goals.
· Conflict management: Conflict is evident in a group of people, but managing that conflict is necessary. To resolve the conflict, each member of the team should be heard, and their issues should be resolved. Early in a team member mostly blame each other for problems that should not have occurred. 
· Trust and mutual respect: Trust is a very important aspect of being a team player. Each member should trust the other. They should have faith in each other's abilities and respect each other as well. 
· Collaboration and participation: The team has to work collectively to achieve the desired goals. For this, each member should be responsible for their task, and they should also help others.
· Time management: All team members should respect deadlines.
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Topic: Forming a team
Virtual collaboration refers to the teamwork that takes place over the internet. In 2020, the world experienced a pandemic unlike any other, and it has altered the way people used to work.  Team dynamics have also changed [2]. Before, there were meeting rooms to conduct meetings; now, there are virtual forums that help individuals to conduct meetings remotely.  While virtual tools offer feasibility it also presents their challenges. 
Tuckman’s model of group development is a model that helps form a team smoothly and address the challenges that may occur during the process [1].
According to Bruce Tuckman, there are five stages of team development. These are.
Forming: This is the first stage in the team development model, where the team members are assigned to a goal, and they meet each other.
Team members will meet each other through video calls or messaging platforms. They will get to know each other. Goals, roles, and responsibilities will be defined.
It might be difficult for team members to meet and trust each other in a virtual environment rather than in a normal setting, as there might be fewer face-to-face interactions and other communication barriers. 
[bookmark: _GoBack]Storming: This is the stage where conflicts may arise. In this stage, team members fight to get their desired roles. As they begin to work they differences might arise in working style. In a virtual setting, miscommunication can occur due to a lack of non-verbal cues.
Setting clear goals, responsibilities and nurturing a culture of mutual respect can reduce these conflicts.
Norming: In this stage, the team starts to settle down. Roles have been agreed upon, communication barriers have been reduced, and trust has been built. The team directs its efforts towards achieving the goals.
Virtual norms may include response time expectations, meeting etiquette, communication tools, and document-sharing systems.
Performing: The team starts to work to achieve common goals. The team members work in a cohesive, respectful manner to achieve goals. Members are trusted, empowered, and held accountable for their roles.
Adjourning: The tasks have been accomplished, and performances are reviewed. Dismiss the team with structural feedback meetings. 
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[bookmark: _Toc223177797]Task 3-b: Use of RefWorks
RefWorks is a cloud reference management tool that helps students with references. For this assignment, I have used RefWorks for my bibliography entries as well.
To begin, I logged in to my RefWorks account using my UWTSD email ID and password.
Next, I click on the Add + icon and select Create reference manually option.
[image: ]
A window pops up.
[image: ]
Here, I inserted the title of my selected book/article in the title bar and clicked the Flash icon. RefWorks automatically searched for me and retrieved some relevant results related to my query. I then clicked on the save button.
The title that I inserted was taken from Google Scholar.
[image: ]
Another method that I tried for my search was to search using random keywords. For example, I used the keyword ‘Virtual teams’ and this is the result that I found.
[image: ]
I found the highlighted result relevant to my assignment. I read the abstract and decided to use it in my text as well.

Then I move on to create a bibliography list. I clicked on Create Bibliography
[image: ]
Then I selected my desired referencing style that is IEEE and the list was generated for me.[image: ]
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Portfolio link: https://sites.google.com/view/shamsa-naser/home
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