	
	
	



Shamim Munsha
Student ID number 2209401
Submission date 17/10/2022

Task 1A essential skills for study and employment
Presentation Skills
The skills that I have learnt after enrolling on the course learning digital Era was about time management. Being a mature student, I must have everything organised, put everything in my to do list, have timetable set how I will utilise my time for doing all my assignments, and achieve my future goal when I have reached my target.
Time management
These days employers look for skills beyond experience and qualifications including time management which is especially important it helps you to manage time effectively. According to Van Fleet (2021) it helps you to stay focused. Having time management, it will help you to be more organised have things planned less stressful and you will be successful. A tool that I have found useful is Stephen Covey’s Time Management Grid, which according to UNSW Sydney (2022), helps us prioritise tasks by importance and urgency.
[image: ] Figure 1 (Covey, 2002)

Teamwork
Working as a team is particularly important it enables to work with others in your team helps them achieve their goals. Always help the team represent your work ideas perform together with brainstorm sessions. Where they need aid to make decisions, always consider your team's input as they have knowledge which can be used in the future. Effective teamwork is to trust each other, compliment one another’s work, and recognise achievements (Sims & Burke, 2005)
[image: ]Figure 2 Karan (2018)

Critical thinking
When critical thinking, make sure to evaluate the situation and be able to communicate effectively. Explain how you would solve the problem and analyze the information that is a particularly important aspect of critical thinking in the final decision making. Cottrell, S. (2011).
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How to improve
One thing I need to do is add my images to my work show when the picture was published and who is the reference is by to achieve the best score for all the effort I have put in my work. My similarity score was 21%, all of which were win the reference list. This showed that other students within other universities had used some of the same references I have used. The in-text citations I used in my writing resulted in my similarity score to be 0%, how I could I have improved by using different adjectives, paragraphing tools, and I could have found more or different references when doing my research for this task.
I scored myself between 60-69% because I referenced credible sources accurately. Additionally, I have shown good knowledge of basic underlying concepts and principles. My work is well ordered and structured, and I can complete my work independently or as a team. I have put particularly good evidence and different approaches in problem solving.
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Mendeley Reference Manager

[image: ]1) The first step is to go onto Google and type in Mendeley Reference Manager and click on the website. Then click the download button. [AIKTC, K., 2020]	
[image: ]2) Follow the instructions and complete the download. After this you can start to use the Mendeley tool on your computer. [Daniel L. Randall, 2011]
 [image: ]3) Fill out all your details like your name, family name and a password for your account, then click the register button at the bottom of the page. [Reiswig, J., 2010]
[image: ]4) Go back to Google and add the Mendeley Web Importer plug in by clicking on the red button to add it to your search engine. [Sau, A. and Bhakta, I., 2018.]
[image: ]5) In the top left corner, you can add references by adding it from your computer, manually or you can import from your library.
[image: ]6) To use the Mendeley Reference Manager tool with Microsoft Word go to Google and install the plug in for Mendeley Cite.
[image: ]7) Once installed you will be able to use the Mendeley tool by going to the references in Microsoft Word and clicking on the Mendeley Cite button.
[image: ]8) After synchronizing your Mendeley tool you will have all your references that you can add to your word document by clicking add reference, then find the reference and add it.
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