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Task 1
ESSENTIAL SKILLS FOR STUDY AND EMPLOYMENT
Skills are essential in both the employment environment and study. It is an expertise that one has that is needed to perform a specific job or task efficiently. There are many types of skills that helps one succeed in all aspects of life. It makes one confident and independent in the task taken thus success. There are essential skills that are important for study in institutions and employment in workplaces. Some of the skills are as follows.
Communication.
It is a key aspect in life as it involves the proper passing of information from one person to another via communication media. It includes listening, speaking, and writing. In an employment setting, the employers or the managers would like to see one pass their thoughts and ideas clearly and effectively. In school, the tutors and lecturers are impressed when a student is able to express him/herself properly in order for effective communication. Good listening is important as it is used in making others understand other’s emotions, solve conflict and come up with constructive relationships. Communication skill helps widening one’s career network thereby securing more work opportunities.
Problem-solving.
In life, challenges are at every point thus inevitable. The ability to come up with solutions to the challenges that are faced is important. Problems in workplaces may arise that call for swift decisions to be made in order to come up with the best solution. Having this skill places on at a strategic point of earning employment as many employers look for people who analyze problems, overcome them, and come up with sound decisions. This skill enables everyone to have a sense of accountability among the work.


Leadership.
It is viewed as an interpersonal skill that one has and it’s used to coach and lift other to the same level. It includes empathetic skills that are used to motivate, organize and delegate tasks to others. On many occasions, success is determined by the leadership that is in place. Foe example, in an organization, the leaders motivate the workers to raise their level of efficiency and in turn, this helps the organization reap good profit margins. Leadership boosts one confidence and responsibility among the workers.
Digital technological skills.
In the current century, there is rapid technological advancement and integration in other sectors. Adaption to these advancements requires technical skills in order to cope up and compete favorably in the activities undertaken. Technological development has raised the bars of competition in the business world. In order to become successful in the market and establish customers satisfaction. These skills include basic computer skills, the ability to interact effectively with software, and learning technical tools swiftly. Learning this skill will help one be familiar with technological progress in the field of business and studies. This skill thereby becomes one of the key skills one should acquire.
Time management. 
Time is a key factor in accomplishing and type of task. This calls for urgency when performing an activity in order to ensure that it is accomplished within the specified duration. When people are time managers they become disciplined to deadlines. Example assessment submission in school and job submission at workplaces. Having time management skills will help in a chosen career as one will be able to time themselves accordingly. 
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TASK 2
USE OF AUTOMATIC REFERENCING TOOLS
Automatic referencing helps to come up with a bibliography from the sites or resources of research that have been used to write the paper. In this case, each time new citations are added to the document, word adds the citation to the bibliography in the proper respective format. Some of the referencing tools that are used are RefWorks, EndNote, Mendeley or Zotero. An endnote is a tool that helps in managing and successful publishing bibliographies, references and citations. It is free, both desktop and web-based, and checks duplicate entries. The Mendeley tool helps in reference management and enabling share and collaborating of one work. Zotero is used to manage and organize different resources for the research. RefWorks is used for manning and putting in order bibliographies.
HOW TO CHOOSE A TOOL
The tool have several features and alternatives, the researcher should be able to select a tool that features that are of importance to them. Knowledge of the data and the research that is to be undertaken guides in the choice of a tool. An example, a researcher working on several computer systems that are not connected to the internet would consider Zotero, EndNote or Mendeley. While those that want to store and archive the web pages and their data may consider using Zotero. In the same way, those taking a group project where data sharing and networking is required my consider using Mendeley and EndNote.
ADVANTAGES OF AUTOMATIC REFERENCING TOOLS
EndNote can be used for several citations and be customized to wide extents.
Zotero enables the use of several formats and allows the downloading of resources from different repositories.
Mendeley has a powerful ability to manage PDF effectively and allows sharing of documents and citations using a network as the media.
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TASK 3
IMPORTANCE OF TEAMWORK FOR ACADEMIC AND CAREER SUCCESS IN CLOUD COMPUTING
INTRODUCTION
· Teamwork is a key aspect to achievement of goals and objectives that involves collaborative efforts from groups of people
· This enables efficiency and effectiveness when performing tasks
OBJECTIVES OF TEAMWORK 
· More efficient problem solving
· Enhanced productivity
· Relationship building
· Shared goals
· Communication
REASONS FOR TEAMWORK
· Students are able to acquire essential social skills. Teamwork involves communication for efficiency. This improves the ability of the students to form relationship with others
· Improves individual confidence. When working together one gains confidence to do things out of his/he capability
· It brings about equality. In team work bullying is abolished as every member plays a key role in the execution of duties
· To improve the students understanding towards some concept
IMPORTANCE OF TEAMWORK
· It motivates unity among the students
· Helps acknowledge different perspectives and get feedback
· It improves efficiency and productivity
· It provide a wide learning opportunities to the students
· It promotes synergy among students

CONCLUSION
Teamwork should be encouraged in both the learning, institutions and workplaces so as to bring effectiveness and efficiency as they spearhead towards their respective goals.
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