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Essential Skills for Study and Employment

-> Personal Development

Learning to utilise your strengths and weaknesses can be very powerful in the future,
you will be able to assess the issues you encounter and find ways to overcome them. It
is also important to work on your weaknesses to develop and overcome them by
changing them from negatives to positives. Developing a realistic picture of who you are
is the first step in planning your personal development, identifyingyour strengths, areas
for development, and opportunities for development together with any threats or
barriers to achievements [1]

= What are you good at? = What do you till need to lear?

= Wt will help you move Forvard? | = Wiat do you have to get

better at?
= Do you have any aualfications

that, you can make more of? = Wt areas of your curent Job
do you least ergog?

Opportunities Threats

= What projects may you take ~ What are the main skills needesd
in the future? that, you're not working on?

= What contacts can you employ = IS there Something new in
in your ndastey? el that gou wil not be able
%o lear?
= Whott new sklls con you lear?
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-> Time Management

Improving your time management can give you a better perspective on forthcoming
activities and priorities, more opportunities to be creative, less stress, more leisure time
and greater achievements of goals and objectives. As a student you need to plan your
academic workload, employment, social life and domestic commitments so that you
allocate the required amount of time to all your modules [2]. This could be helpfulin the
future as you pursue your career, allowing you to follow a timeline that helps you meet
deadlines atwork or with other responsibilities. By following these steps, you can create
amore organized lifestyle and find everything much easier and effi
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-> Creativity/Problem Solving

High school is the ideal stage to develop these problem-solving skills, which can later
be applied to real-world issues, whether in science, technology, business, or social and
environmental change. Top executives are those that employ both the right and left
sides of their brains. Innovation and creative thinking g0 with eritical
problem-solving. For example, | believe that we aren’t creative or analytical but rather
we can be taught to think both ways. By teaching students to approach challenges with
an open mind and eye towards creative problem solving, educators can enable them to
identify unique solutions by thinking both visually and analytically. [3]. Developing this
skillsetin advance can give you a clear edge in such situations. Being a creative
problem solver can be a significant advantage, especially in scenarios like interviews
where you may be asked to tackle specific problems.
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-> Accessing Help and Support

Universities offer various resources, such as academic support services, tutoring, and
career guidance, to help students improve their essential skills. Utilizing these support
systems ensures continuous improvement, better academic performance, and
increased employability. Seeking assistance from lecturers, study groups, and online
resources can enhance understanding and confidence in key areas like
communication, problem-solving, and time management. Accessing help and support
is essential for developing the skills needed for both study and employment [4]
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—Reflection

My similarity score was 27%, | feel like | have done well, although it could've been better
by switching up my wording and possibly shortening certain parts to ensure that this
score s as low as possible. Through looking at the “General Assessment Criteria” |
would say | have added various sources from Books to webpages, this proved to be verry
helpful; by changing from different types of sources you can find a lot of different
perspectives. | would give myself 76% mark as | have noticed there a few areas | could
expand on for example: Cognitive and Intellectual Skills, this is because | noticed that |
didn't really add much quantitative data to the task. | will aim to improve this in the
future
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The relationships in your workplace are the interactions
you have with your colleagues. You are more likely to.
‘enjoy your day to day in the office if you have effective
relationships with other team members. Relationships
with colleagues can offer you guidance and
‘encouragement to help you succeed in your work role.

Aworkplace with good relationships tend to have the.
following qualities:

« The trust of fellow co workers and being able to rely on
them in challenging situstions.

‘« Understanding and accepting your fellow employeesis a
important element of workplace relationships

* Being able to work well in & team and doing your fair
share of work is important. Also giving credit to your co.
‘workers when it s due.

« Its also crucial to have open communication to build
relationships in a team. You can encourage this by asking
question to get to know your coworkers.

Workplace relatonships can provide the
following benefits:

« increased satisaction with your carser

« Increased comfort with presentations and team
meetings

« Improved productvty for al team members

« Moral support and sssistance with meeting
challenging timelines

« Higher employee retention rates

Awell motivated team will benefit

the organisation and the
individuals in t. Leading to & better
‘working environment, increased
productivty, and & higher quality
product.

Teams should be lead by example,

‘demonstrating how team members should
act, with clear expectations that are easily.
understood, detailing how these affect the
individual/team/organisation.

O Leadership.

Create a culture that allows for

‘where appropriate will allow for 0 Work Environment
‘everyone to improve their
culture/behaviours/skills.

T

o Communication |

Open transparent and concise.
Essily understood by those itis
aimed at and gives clear instruction
on any action to be taken.
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N \/

Unit 2 Topic 4
(Collaborative Mind Map)

Team Motivation [12] (Simor) * /\

To ensure effective team management you must be.
able to dlearly converse with other members of your
‘team. This allows you to build rapport and share:

@ Communication - different ides, ulfimately leacing to optimal team

@ Orgenisation O

@ Decision making -0

@ Communicating Directly O

Team Leadership and Strategy (Oliver) «

==

® Being Adaptive

@ Delegating Tasks -O—

performance. Poor communication can lead to errors
‘within the team such as duplicate work or incomrect
information.

As explained by Zane [1], “Organizational skills help you
prioritize tasks and maximize your eficency during the
Workday.” An example of this would be time menagement, to
secure success in education and employment you should sirive:
1o prioritse time management as this will guarantee thet you
o not all behind or miss out on any crucal information.
Furthermore, being organised sllows you to delegate tasks to
other team members which then allows for a greater team
output.

One of, if not the most important aspect of working
‘well within a team s your ability to meke decisions. [2]
Being able to make crucial decisions strengthens the
level of decisions mad therefore leading to & greater
team output and better quality of work. Working within
ateam to make those difficult decisions also motivates
ateam as itleads to team satisfaction when & tough
decision hes been made collectively as & group,
leading to better team commitment.

To lead effectively, you need to clearly share your
vision, the strategy to achieve it, and how everyone
plays & role in reaching the company's gosls. The best
‘workplaces thrive on open, two-way communication,
‘where ideas flow freely, and teamwork is encouraged.
‘When an organization communicates well with its
‘employees, engagement levels rise, and people feel
more connected to their work. Strong leadership.
‘communication is a key driver of this, creating a
‘motivated and collaborative team [1].

Be clear about your goals, map out detaled strategies, and

o putaystems in place thatyour teem can easily follow. When
Challanges arise or big decisions need to be made, don't
shy awey—embrace them and take actionl1)

As a leader, your job s to help your team reach their full potential.
‘Thet means delegating tasks, providing support, and meking sure
they have everything they need to succeed. Set clear goals, give
them full ownership of their work, and check in regularly to offer
‘guidance and encouragement. Strong teamwork comes from trust,
50 take the time to understand cach person's strengths and
‘weaknesses—and show them you believe in their abiltiesl1].
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Research shows that organizations whose workers feel safe and
comfortable enough to express their feelings are more
productive and creative. Leaders understand that deep emotions
like pride and passion can inspire people to achieve higher [1].

Understanding Your Emotions - Recognizing and managing
emotions in a team is essential for effective collaboration
and conflict resolution. Teams with high emotional
intelligence tend to be more cohesive and productive, as
members can empathise with each other and work through
challenges constructively. Emotional awareness helps.
individuals regulate their responses, communicate
effectively, and foster a positive team environment [2].

Developing Emotional Resilience ~ Building emotional
resilience in a team s essential for adapting to challenges
and maintaining performance under stress. Encouraging
open communication and psychological safety enhances a
team'’s ability to navigate adversity and sustain
productivity. Teams with high resilience can recover from
setbacks effectively by fostering collective efficacy, social
support, and trust among members [3].

(2) - THE ROLE OF EMPATHY

Empathy is essential for fostering strong team relationships
and creating a supportive work environment. When team
members understand and acknowledge each other's
‘emotions, they build trust, improve collaboration, and reduce
conflicts. Empathy enables individuals to listen actively,
offer support, and adapt their communication to meet
others’ needs. Teams that prioritize empathy tend to have
higher morale, increased engagement, and better problem-
solving abilities, leading to overall improved performance
‘and cohesion [4].

UNITZTOPIC 4
LIFE 15 A TEAM SPORT

(3) --- EFFECTIVE TEAMWORK

‘The Role of Communication in Building Strong Team Dynamics ~ Studies have
‘shown that teams practicing effective communication strategies are better
equipped to navigate challenges and achieve their objectives. Clear and precise
communication among team members enhances overall team functioning and
reduces instances of miscommunication. This clarity fosters trust, ensures
alignment on goals, and facilitates efficient collaboration, leading to improved
team performance. Effective communication is fundamental to establishing
robust team dynamics]s].

‘The Impact of Trust and Psychological Safety on Team Performance - A study
examining the effects of organizational trust and empowering leadership found
that psychological safety mediates the relationship between these factors and
team performance, highlighting its critical role in organizational success Trust
and psychological safety are pivotal for effective team performance. Research
indicates that when team members trust their leaders, it fosters an environment
of psychological safety, encouraging open communication and the sharing of
ideas. This environment not only enhances individual engagement but also
boosts overall team productivity [6].

Y Prifysgol Cymru
Y Drindod Dewi Sant

L)/ University of Wales
Trinity Saint David

(4) — COLLABORATION AND GROWTH

Embracing the Team Mentality in Life - This collaborative mindset not
only improves efficiency but also contributes to emotional well-being by
fulfilling the human desire to contribute to something greater than
oneself. Adopting a team-oriented approach in daily life enhances
personal growth, fosters collaboration, and promotes a sense of
belonging. Engaging in teamwork allows individuals to leverage diverse
skills and perspectives, leading to more innovative solutions and a greater
sense of accomplishment [7].

‘The Power of Collective Effort in Life - This collaborative approach
enhances productivity, fosters positive relationships, and contributes to a
sense of shared purpose and belonging. Working together allows
individuals to leverage diverse skills and perspectives, leading to
innovative solutions and shared accomplishments. Collective effort plays
a critical role in achieving success, both in professional settings and in

life. Whether in a team at work or within a community, the combined
efforts of people help overcome challenges and reach common goals
more effectively than individuals working alone [g].
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Tuckman’s Theory

There are five stages to Tuckman’s Theory these are Forming, storming, Norming,
Performing and Adjourning. Tuckman’s Theory really explains how and what teams quite
often go through while working towards a goal.

The initial forming stage is the process of putting the structure of the team together.
Team members feel ambiguous, and conflictis avoided at all costs due to the need to
be accepted into the group. Team members look to a group leader for direction and
guidance. Storming is the next step, this stage is all about organisation and processes,
the leadership, power and structural issues dominate this stage. In the next stage, group
members must move away from the testing and proving mentality to a problem-solving
mentality, Norming is the name of this stage, where team members must show and be
as creative as possible by creating new processes which are most efficient for the
group. The Performing stage is the true interdependence of group development. As
individuals adapt to meet the necessary needs of other team members. This stage is
one of the most highly productive stages for both personal and professional growth.
Lastly, we have adjourning, typically this stage is towards the course end therefore
causing significant damage to the team structure, membership, or purpose and the
team during the lastweek of class. While the group is continuously performing, they
need time to manage their feelings of termination and transition [1].
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Performing

In Bruce Tuckman’s group development model, the "Performing” stage represents the
point at which a team operates at its highest efficiency. At this stage, members are
highly skilled, self-sufficient, and motivated, working collaboratively toward shared
objectives. Their strong cohesion and expertise enable them to achieve remarkable
levels of success [2].

Atthis point, the team has established clear norms and roles, allowing for efficient
decision-making and problem-solving. Members are competent, autonomous, and able
to handle the decision-making process without supervision. Dissent is expected and

s channelled through means acceptable to the team [3].

allowed as long as i
The Performing stage is characterized by:

« High Morale: Team members exhibit enthusiasm and a strong commitment to
the team's objectives.

« Effective Communication: Open and honest communication fosters trust and
collaboration.

« Autonomy: Individuals can work independently, requiring minimal supervision.
«  Flexibility: The team adapts to changes and challenges with resilience.

« Collective Problem-Solving: Members collaboratively address issues,
leveraging diverse perspectives.

Even highly efficient teams in the Performing stage can regress to earlier phases when
encountering new challenges or significant changes, such as shifts in leadership. For
instance, when a new leader takes over, the team may temporarily move back to the
Storming stage as members adjust to different expectations and re-establish group
dynamics [4].




image13.png
References

[1] (Tuckman's Stages of Group Development - WCU of PA. a)

[2] (Using the Stages of Team Development | MIT Human Resources.)
[3] (Tuckman's Stages of Group Development - WCU of PA. b)

[4] (Tuckman's Stages of Group Development - WCU of PA. ¢}

Used refworks to add reference 1

Used the save to refworks button





image14.png
Home  Essential Academic and Employment Skills  Collaborative Teamwork and Poster ~ Mind Map ~ Tuckman's Theory lllustrative Review

' Oliver Shopland (2404045)

LDE E-Portfolio

Learning In The
Digital Era

LDE - E-Portfolio  Oliver Shopland





image15.png
Home  Essential Academic and Employment Skills  Collaborative Teamwork and Poster ~ Mind Map ~ Tuckman's Theory lllustrative Review

' Oliver Shopland (2404045)

LDE E-Portfolio

Personal Development

Learning to utilise your strengths and
weaknesses can be very powerful in the future,
you will be able to assess the issues you
encounter and find ways to overcome them. It is

Strengths Weaknesses

~iWka-areiyou gos o8%; = what do you still need to leans? also important to work on your weaknesses to
— et il nelp you move Forward? | = st do you have To get develop and overcome them by changing them
N p Letter ot from negatives to positives. Developing a
= Do you have any qualiications nne ; 5
Rt e orer abiscgns oy arrod i realistic pioture of who you are is the first step
e il <t in planning your personal development,

identifying your strengths, areas for
development, and opportunities for
development together with any threats or
barriers to achievements [1]
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Time Management

Improving your time management can give you a better
perspective on forthcoming activities and priorities, more
opportunities to be creative, less stress, more leisure time

and greater achievements of goals and objectives. As a

student you need to plan your academic workload,
employment, social life and domestic commitments so that
you allocate the required amount of time to all your modules
{2). This could be helpful in the future as you pursue your
career, allowing you to follow a timeline that helps you meet
deadlines at work or with other responsibilities. By following
these steps, you can create a more organized lifestyle and

find everything much easier and efficient.

Ti

manadement,
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Creativity/Problem Solving

High school is the ideal stage to develop these
problem-solving skills, which can later be applied to
real-world issues, whether in science, technology,
business, or social and environmental change. Top
executives are those that employ both the right and
left sides of their brains. Innovation and creative
thinking go hand-in-hand with critical problem-solving.
For example, | believe that we aren’t creative or
analytical but rather we can be taught to think both
ways. By teaching students to approach challenges
with an open mind and eye towards creative problem
solving, educators can enable them to identify unique
solutions by thinking both visually and analytically. 3].
Developing this skillset in advance can give you a clear
edge in such situations. Being a creative problem solver
can be a significant advantage, especially in scenarios
like interviews where you may be asked to tackle
specific problems.
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Accessing Help and Support

Universities offer various resources,
such as academic support services,
tutoring, and career guidance, to help
students improve their essential skills.
Utilizing these support systems
ensures continuous improvement,
better academic performance, and
increased employability. Seeking
assistance from lecturers, study
groups, and online resources can
enhance understanding and
confidence in key areas like
communication, problem-solving, and
time management. Accessing help and
support is essential for developing the
skills needed for both study and
employment [4]
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Reflection

My similarity score was 27%,  feel like |
have done well, although it could've been
better by switching up my wording and
possibly shortening certain parts to
ensure that this score is as low as
possible. Through looking at the “General
Assessment Criteria” | would say | have
added various sources from Books to
webpages, this proved to be very helpful;
by changing from different tupes of
sources you can find a lot of different
perspectives. | would give myself 76%
mark as | have noticed there a few areas |
could expand on. | will aim to improve this
in the future.
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| eadership and Strategy

Communicating Directly

To lead effectively, you need to clearly
share your vision, the strategy to achieve
it, and how everyone plays a role in
reaching the company’s goals. The best
workplaces thrive on open, two-way
communication, where ideas flow freely,
and teamwork is encouraged. When an
organization communicates well with its
employees, engagement levels rise, and
people feel more connected to their work.
Strong leadership communication is a key
driver of this, creating a motivated and
collaborative team [1].

Being Adaptive

Be clear about your goals, map out detailed|
strategies, and put systems in place that
your team can easily follow. When
challenges arise or big decisions need to
be made, don't shy away—embrace them
and take action [1].
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Delegating Tasks

As a leader, your job is to help your team
reach their full potential. That means
delegating tasks, providing support, and
making sure they have everything they
need to succeed. Set clear goals, give them
full ownership of their work, and check in
regularly to offer guidance and

encouragement. Strong teamwork comes
from trust, so take the time to understand
each person's strengths and weaknesses—
and show them you believe in their abilities

(1

[1] ClickUp, *12 Leadership Strategies to Level Up Your Team,” ClickUp Blog,
Dec. 4, 2023. [Online]. Available: https://clickup.com/blog/leadership-

strategies/#:~:text=Communicate%20effectively.%20Communication%20is%2

0a%20Qcritical%20skill,person%20will%20contribute%20t0%20the%20compan

u%275%20g;

oals. [Accessed: Feb. 3,2025).
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Communicating Directly

To lead effectively, you need to
clearly share your vision, the
strategy to achieve it,and how
everyone plays a role in reaching
the company’s goals. The best
workplaces thrive on open, two-way
communication, where ideas flow
freely, and teamwork is encouraged.
When an organization
communicates well with its
employees, engagement levels rise,
and people feel more connected to
‘their work. Strong leadership
communication is a key driver of
this, creating a motivated and
collaborative team [1].

Being Adaptive

Be clear about your goals, map out
detailed strategies, and put

systems in place that your team
can easily follow. When challenges
arise or big decisions need to be
made, don't shy away—embrace
them and take action(1].

Delegating Tasks

As a leader, your job is to help your
team reach their full potential. That
means delegating tasks, providing
support, and making sure they have
everything they need to succeed.
Set clear goals, give them full
ownership of their work, and check
in regularly to offer guidance and
encouragement. Strong teamwork
comes from trust, so take the time
o understand each person’s
strengths and weaknesses—and
show them you believe in their
abilities[1).





image23.png
References

Oliver

[1] ClickUp, *12 Leadership Strategies to Level Up Your
Team,” ClickUp Blog, Dec. 4, 2023. [Online]. Available:
htps://clickup.com/blog/leadership-
strategies/#:~:text=Communicate%20effectively.%20Com
munication%20is%20a%20critical?%20skill person%20will%
20contribute?%20to%20the%20company%27s%20goals .
[Accessed: Feb. 3, 2025).

Oeee




image24.png
References
Simon

[1] “Robert Half,” [Online]. Available:
hitpsy//www.roberthalf.com/gb/en/insights/management-
tips/motivating-your-team-25-ways-increase-employee-

engagement . [Accessed 03 02 2025].

(2] “Managers.Org.Uk,” [Online]. Available:
hitps://www.managers.org.uk/wp-
content/uploads/2020/03/Motivating-your-team.pdf .
[Accessed 03 02 2025).

c0 e




image25.png
References
Kaden

[1] M. Zane, “Zippia.” 15 August 2023. [Online]. Available:
https://www.zippia.com/advice/organizational-skills/ . [Accessed 3 February 2025].
[2] R.e. PH.D, “Psychology today,” 23 July 2022. [Online]. Available:
hitps://www.psychologytoday.com/us/blog/cutting-edge-leadership/202207/why-
team-members-should-be-involved-in-decision-
making#:~:text=Key%20points%201%20Team%20decision-
making%20increases%20the%20quality,clear%20up%20any%20misunderstandings
%20team%20membe . [Accessed 3 February 2025).

se0 e




image26.png
References

Jake

[1] Indeed Editorial Team (updated 17th August 2024)
[Online] Available, https://www.indeed.com/career-
advice/career-development/how-to-build-relationships
(visited on 02/02/2025)

seeo0




image27.png
Home  Essential Academic and Employment Skills  Collaborative Teamwork and Poster ~ Mind Map ~ Tuckman's Theory lllustrative Review

' Oliver Shopland (2404045)
LDE E-Portfolio

Tuckman’s Theory/Lights
Camera Action





image28.png
My Extract

Performing
In Bruce Tuckman’s group
development model, the
“Performing” stage represents the
point at which a team operates at
its highest efficiency. At this stage,
members are highly skilled, self-
sufficient, and motivated, working
collaboratively toward shared
objectives. Their strong cohesion
and expertise enable them to
achieve remarkable levels of
success.

At this point, the team has
established clear norms and roles,
allowing for efficient decision-
making and problem-solving.
Members are competent,
autonomous, and able to handle
the decision-making process
without supervision. Dissent is
expected and allowed as long as it
is channeled through means
acceptable to the team.

Overview

There are five stages to Tuckman's
Theory these are Forming, storming,
Norming, Performing and Adjourning.
Tuckman's Theory really explains how
and what teams quite often go through
while working towards a goal.

Performance.
S

Time

Tuckman's Model

Time

Performing
The Performing stage is
characterized by:
« High Morale: Team members
exhibit enthusiasm and a strong
commitment to the team's
objectives.
« Effective Communication:
Open and honest
communication fosters trust
and collaboration.
« Autonomy: Individuals can
work independently, requiring
minimal supervision.
« Flexibility: The team adapts
to changes and challenges with
resilience.
« Collective Problem-Solving:
Members collaboratively
address issues, leveraging
diverse perspectives.
Even highly efficient teams in the
Performing stage can regress to
earlier phases when encountering
new challenges or significant
changes, such as shifts in
leadership. For instance, when a
new leader takes over, the team
may temporarily move back to the
Storming stage as members adjust
to different expectations and re-
establish group dynamics.





image29.png
5 Stages of Tuckman’s Theory

Forming

The initial forming stage is the process of putting the
structure of the team together. Team members feel
ambiguous, and conflict is avoided at all costs due to the
need to be accepted into the group. Team members look

to a group leader for direction and guidance.
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Storming

Storming is the next step, this stage is all about
organisation and processes, the leadership, power and

structural issues dominate this stage.
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Norming

In the next stage, group members must move away from
the testing and proving mentality to a problem-solving
mentality, Norming is the name of this stage, where team
members must show and be as creative as possible by
creating new processes which are most efficient for the

group.
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Performing

The Performing stage is the true interdependence of group development. As
individuals adapt to meet the necessary needs of other team members. This stage
is one of the most highly productive stages for both personal and professional

growth.
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Adjourning

Lastly, we have adjourning, tupically this stage is towards
the course end therefore causing significant damage to
the team structure, membership, or purpose and the team
during the last week of class. While the group is
continuously performing, they need time to manage their

feelings of termination and transition
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Why did | choose WIX ?

1 decided to use WIX because | have never used it before, | wanted some sort of challenge, | also read
afew good reviews about it online, which stated *Wix is a fantastic platform to use, it's user-
friendly and packed with useful tools and cool features. It's pretty easy to get in touch with a real
human from Wix too and they know their stuff, they're always able to assist me quickly and resolve
my queries. Love to Wix*[1).1 can confirm after using WIX that it is very user friendly and does come
with alot of addition tooling, | found good use out of they're templates it help a lot with making my
website look clean but also informative
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[1] Trustpilot, "Trustpilot - Profile of user 57e52cb80000ff000a471acd,” Available:
https://uk trustpilot.com/users/57e52cb80000ff000ad7%acd. Accessed: Feb. 19, 2025.
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