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Courtney Bevington

[bookmark: _Int_OyxUTybW]Essential skills will benefit a person throughout their academic career as well as during employment. We start to learn essential skills throughout primary school, and we continue to learn them every day. Employers look out for essential skills such as professionalism, a positive attitude, and more. Universities may sometimes offer work placement throughout your studies; this can teach you professionalism and how the workplace runs. It will also give you experience. During your education; you will learn how to manage your time and how to organise your assignments. This is a big thing that employers will look for. Managing your time appropriately will improve your mental wellness as you will feel less stressed and be more organised.
 There are many essential skills that include listening, teamwork, leadership, and more. Many of these skills can be learned throughout your education, employers will look for people with these skills. Needleman, R. (2021) states that the essential skills needed for university include critical thinking skills, communication skills, academic writing skills, and referencing. As students, this will benefit us massively within the travel and tourism industry. The skills that students learn in university will prepare them for their careers. 
[bookmark: _Int_irZ6JGnf]Within university, students are taught how to accurately research and reference. Students also learn plagiarism and the consequences. In university, assignments are uploaded via Turnitin. This app allows a person to check plagiarism throughout their work. It is also possible to plagarise in the workplace, so it is significant that it is taught in education to be aware. This could be paramount to one that is going into employment as they will have the skills needed. Throughout university, it is key to be able to use necessary software and technology. Microsoft office is the prime software used throughout studying, you will be using PowerPoint, Word, and many more. This gives you a huge advantage when looking for employment as you are able to use the correct tools within the job.
 Another essential skill that is significant is resilience. Resilience is defined as a person's capacity to adapt to harsh or challenging situations (American Psychological Association, 2012). Learning agility is another skill used for studying and employment. This skill is described as knowing what to do when you're unsure of what to do (Korn Ferry Focus, 2017). Agile learning shows your employer that you are willing to learn and apply it to your job role. Learning agility allows a person to stay flexible within their job. It also gets an employee out of their comfort zone, meaning that they will learn more. 
[bookmark: _Int_fyz19VFL]Throughout this e-portfolio, there were many essential skills taught that are needed for both studying and employment. It has made me aware of things I need to improve on and also things that I am already good at. The units covered has given me an insight on many of the skills that I need to progress in my studies. 
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	Strengths
· Enthusiasm
· Ability to work well in a team
· Experience in the industry
· Time management
· Organisational skills
	Weaknesses
· Difficulty staying focused
· Fear of failure
· Self-doubt
· Inappropriate stress

	Opportunities
· Work placements on my course will help me gain experience
· Fast growing industry so many jobs when I graduate
	Threats
· Having a job so less time to study
· Easily distracted by social events 
· Many things can affect employment in the industry such as Covid-19 
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v Unit 1 Topic 3 completed!

You should now be able to: ) )
f you have taken notes using the in-
built notebook, you can now export

« use suitable Microsoft tools to make high quality written
them.

assessments and presentations;

« use Microsoft Stream to create an explainer video.
Export my notes *

Here are listed the references that are
used in this topic.
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v Unit 3 Topic 4 completed!

You should now: . q
f you have taken notes using the in-

« have developed a deeper understanding of inattention to results, built notebook, you can now export
groupthink, and ways to overcome and avoid them; them.

« have gained a deeper understanding of the importance of

monitoring progress within the team; Export my notes

« be able to use a collaborative tool to plan and monitor the work of
ateam.

Here are listed the references that are
used in this topic.
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unit 0
by Courtney Bevington - Wednesday, 7 December 2022, 11:21 PM

Topic 1: | learned many things from this topic. Firstly, it taught me how to create the correct study environment and why it's important. This topic allowed me to evaluate potential study spaces and if they
were a good idea. | also gained an understanding of the best times for me to study and that | need to establish a routine.

This topic informed me about time management and how to plan and prioritise my assignments.| now understand that poor time management will result in me falling behind and deadlines being missed.
I am now able to use Eisenhower’s principle to manage my time accurately. After completing this topic, | have gained knowledge on successful planning, | will now use a planner to help me to be more
organised with my time. It has shown me that it is impossible for all my assignments to be perfect and that | need to stop procrastinating. | also had to complete a task to determine if | have
procrastination/perfectionist behaviour, | went on to learn strategies to overcome this issue. Throughout this topic, | also completed a time management self-assessment using Eisenhower’s principle,
which | will use in the future.

Topic 2:In this topic, | was given knowledge on essential digital skills. Firstly, | was shown Microsoft word and Microsoft PowerPoint, and what they would be used for. | also had a demonstration and its
key features. | went on to learn about Microsoft Outlook and Microsoft teams, which | didn't have much knowledge of. However, upon completing the topic, | understood the software better. | was able to
take part in Microsoft outlook training,which showed me how to navigate the app. | also had a tutorial on how to manage meetings, which | wasn't sure about beforehand. Finally, | went on to learn about
online scams. From this section, | have learned to limit the information | give out online, take control of my privacy, and think before | click on links that may be untrustworthy. While completing the topic, |
took part in a task to help keep me safe online, this has made me understand the things | need to do to improve, to stay safe online. | have taken time to reflect on this topic and will now change things
that | do online, including being curious to respond to emails, installing antivirus software, and more.

Topic 3: This topic gave me an understanding of producing authentic work. | was taught the significance of acknowledging sources of information in my assignments. | have established that | need to
demonstrate academic honesty by referencing sources used in my work.

This topic has given me a better understanding of referencing and why it needs to be used. It has informed me that failure to reference sources is a serious offence and it will have consequences. As a
student, | am expected to use research from others, but | need to ensure that this is referenced, to give credit to the author. | was given the definition of plagiarism and learned that it could lead to you
being kicked off the course. Another thing | learned in this topic is verbatim plagiarism, which | was unaware of. The definition of this is when you directly copy and paste text without citing the author.
From completing this topic, | have grasped the seriousness of plagiarism and how important it is to reference your assignments. | will now be able to create authentic work to avoid plagiarism. | am now
also able to recognise the significance of acknowledging sources of information in my work.

Topic 4: In topic 4, | gained an understanding of assessment termsand Turnitin.The first step to any assignment is to understand the task. You should identify the command verbs; this will help you
throughout your assignment. | will now read my assignment criteria and highlight words that | don't understand. | gained an understanding of the terms: analyse, differentiate, compare and evaluate by
completing a task. | learned different methods of assignments that include an academic essay, reflective essay, formal report, and a presentation.| went on to watch a video of writing in 1st, 2nd and 3rd
person. The video explained that 3rd person is the most common perspective to use in an academic essay. | carefully read about the formal report assessment as | wasn't too sure on this. | learned the
format of this type of assessment, and | now fully understand. | looked at reflective essays too, and | discovered Gibbs’ reflective cycle, this will help me when | come to writing this type of essay. one of
the main points | took from this topic was proofreading, this is important to ensure that your work contains all the necessary information and is free of any mistakes. Turnitin is a system used to detect
plagiarism.
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Topic 1:The first topic was finding and using information. Firstly, | was shown how to navigate the library web pages in different options, which | was unaware of beforehand. This activity also helped me Module |
gain knowledge on finding help in the library. From section 1, | was made aware of locating information and help by using the library online.
In section 2, | completed an activity on ‘fake news’. This helped me to better understand fake news, alternative facts, misinformation, and post-truth. | also now have knowledge on being able to determine Go

if a source of information would be inappropriate to use in my assignments by using the ‘CRAAP’ test. For this test you need to look for currency, relevancy, authority, access, and purpose. Section 2 gave
me a lot of important knowledge that | need. | now understand how | can identify fake news.

In section 3. | learned where | can find my reading list for my assignments and how to use the library catalogue. The last section has taught me that using a search engine can have limitations. | was

shown how | can access the library database. | have found this topic helpful and have gained important knowledge. Online Resour

Topic 2: Section 1 was all about paraphrasing, summarising, and synthesising. | was told that paraphrasing means putting information that you have seen into your own words. | was given tips on how to Dysgu yn yr Oes [
use this, including re-reading the information and using bullet points. | then went on to learn about summarising and learned that summarising is a way of using an author's work in your own words. (BMSS4008/C) (1
Summarising means giving a small overview of someone else's information. The steps to summarising include skimming the text, re-reading the text and highlighting important information, making notes

of the main points, writing up the summary using your notes, and then checking the summary to ensure you have covered the main points. | went on to discover that synthesis is the definition of a Last updated abo
combination of different ideas and sources

Plagiarism is misconduct in university and there are consequences. plagiarism can include false authorship, collusion and inaccurate referencing. | am now aware of where | can find referencing guidance

such as cite them right. Referencing your work is significant as it gives the authors credit, for the academic community and for the student. You need to reference quotes, images, data and paraphrases, i

and summaries. | have been made aware of tips to improve my referencing.
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Topic 3: Topic 3 was all about technology for assessment. | started off by discovering the benefits of technology. These include communication and collaboration. During the completion of this topic, |
used word to discover the different features for myself. The features | was unaware of include cover pages, line justification, lists, and headers. | was given steps on how to improve your presentations,
learning this was favourable as | will be using presentations throughout my course. While using PowerPoint, there is an option to add speaker notes. This is for you to be able to refer to them while
presenting your presentation. You will be able to see these notes while presenting. In section 2, | gained knowledge on creating a video presentation using Microsoft stream. Microsoft stream gives you
the ability to narrate over a recording. | created a video using this app and | am now aware of how to use it; | will use this app for future assignments if needed. While using Microsoft stream, you can do

several things at once. Including presenting a PowerPoint, logging onto a website, and editing a word document. My Forms
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v Unit 4 Topic 3 completed!

You should H : E
Ou should now. If you have taken notes using the in-

« be able to recognise reflexivity as a mindset (learning through built notebook, you can now export
experience); them.

« be able to select and apply appropriate models of reflection;

« reflect on your own process and progress as a learner. Export my notes *

Here are listed the references that are
used in this topic.
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v Unit 2 Topic 3 completed!

You should now: ) )
f you have taken notes using the in-

« have identified communication barriers and how they can lead to built notebook, you can now export
miscommunication; them.

« have evaluated any weaknesses you may have in active listening

and understood how you can improve on them in real life .
B . Export my notes %
situations;

« have applied the three key factors to effective presentations.

Here are listed the references that are
used in this topic.
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by Courtney Bevington - Wednesday, 7 December 2022, 11:26 PM

Topic 1: In this section, | learned virtual team dynamics. According to Norman (2013), virtual team dynamics is the definition of how personal characteristics and interpersonalbehavioursand how people
interact and communicate. | learned about Tuckman's stages of team development (1977). The model shows how a team develops maturity and effectiveness, the stages include forming, storming,
morning, performing, and adjourning. Forming a team s the stage of getting to know everyone. Storming is when conflict arises as everyone will have different working styles and different ideas, and this
will cause conflict within the team. The third stage then comes into place. Norming is when members of the team will start to resolve the conflict and start to respect one another. Performing is the stage
in which they can achieve the goal. The last stage is marking the end of the journey. During the stage of forming, people within the team need to get to know each other. Communication and trust are
crucial in a team. Trust is needed to boost the team's productivity. You can develop trust through openness. To trust in a team, you need to be vulnerable, you can do this by taking responsibility for your
actions. By being your authentic self, you will give off trust, morale and time management.

Module Search

]

Topic 2: In topic 2, | gained knowledge on the second stage of Tuckman's stage, storming. This s the stage in which conflict can arise with team members. Team members may clash due to different Online Resource Lists
ways of working. Communication can be misunderstood, team members may try to take lead, and they may become iritated. Within Lencioni's five dysfunctions is fear of conflict. Lack of trust leads to

avoiding conflict, this affects team commitments and decision-making. Sometimes conflict can be a positive thing as it is the journey to the truth. Better ideas can always come out of conflict, There are
many ways in which you can manage conflict within a team. This can be done by communicating your issues as conflict can come from minor things that add up overtime. You should always avoid gaps
in communication, you can do this by repeating what the other person said. This way they can correct you if youre wrong. Another way you can avoid conflict is by becoming a better listener and being e dEn Al
more supportive of team members. You should never confront a team member over text, it is always better to do it in person. You should always share your feelings with your team to ensure resentment
doesn't build up. In a team, you will need to recognise your team roles. Some may find it helpful to complete a swot analysis to show their strengths, weaknesses, opportunities, and threats. By looking at
your strengths you will discover what you can bring toa team. However, by looking at your weaknesses, you can find things you can improve on. Your opportunities will show you things that you can take

advantage of. Threats will show you what you need to be aware of.

Dysgu yn yr Oes Ddigidol
(BMSS4008/C) (19 items)

Microsoft

Topic 3: During this topic, | leared the third stage which was norming. | also learned how providing constructive feedback can help you work effectively in a team. The norming stage is where team
members will start to resolve conflict and differences and they will start to understand each other better. The team members will also gain knowledge of each others strengths and weaknesses. At the
norming stage, the team will also learn their roles and responsibilities and understand who the leader is. Members of the team will start to trust each other at this point. The third and fourth stage of
Lencioni's dysfunction is lack of commitment and avoidance of accountability. For a team to be able to be managed, members need to receive and give constructive feedback. | also learned about Radical
Candor. Radical Candor will ensure that you and your team members build trust, and it will further help you to achieve the team's goals. This method can be used by asking questions, ensuring that the
team understands the feedback that they're given, and having a holistic approach. | also completed a task to help me better understand feelings associated with being introduced to a new team member
while losing a member of the team. Many feelings can come with this including feeling cautious, curious, worried, and vulnerable.
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Topic 4: In this topic, | learned about avoiding inattention to results and group thinking. | gained a deeper understanding of Tuckman's fourth stage; performing. At this stage, team members should be
performing to the best of their ability. The team should be more productive and self-assured. People in the team should be held accountable for inattention to results, it is significant for the team to work
with each other to avoid inattention to results. Another issue that can arise is groupthink. This means poor decision-making within the team. There are ways you can avoid this by evaluating all ideas,
encouraging different viewpoints, and welcoming self-criticism. | then learned about engagement and accountability within a team. Within a team, you should establish goals and milestones, check the
progress of the project regularly, reaching out to team members for help, and establishing clear guidelines to keep the team on track. There are many things that can cause a team to miss a deadline
including lack of planning, procrastination, and team members not reaching out when they're struggling. There are many tools available to help with planning a project. These include Microsoft planner,
Trello, and Padlet. | now have a deeper understanding of the significance of monitoring progress within a team.
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+ Unit 0 Topic 4 completed!

You should now: ) )
f you have taken notes using the in-
built notebook, you can now export

« be able to recognise the different meanings of a key range of
them.

assessment terms;

« be able to demonstrate the ability to identify requirements for

different methods of assessment; N
Export my notes %

« be able to understand the features of Turnitin and how to use it.

Here are listed the references that are
used in this topic.

References 0
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Well Done!

You've completed the course on Managing Emotions.

To end the course, simply close the window and return to the
launch platform.

Before you go, here are three top tips to take away:

You can't control how you feel, but you can control how you
react.

Reframe your thinking, by choosing to focus on the positives.

Don't bottle up your emotions, learn to release them and let
go.

Select the button below to exit the course.
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by Courtney Bevington - Wednesday, 7 December 2022, 11:28 PM

Topic 1:In topic 1, | gained knowledge on ‘learning to learn’. Learning agility is knowing how to learn. It means a willingness to learn from things and apply it to new situations when you're unsure of what
to do. Many people may be ashamed of agile learning as they don't want to be wrong in a situation. I have learned that we should not be embarrassed to make mistakes as we can learn from them. Agile
learers will be praised in future work environments as they canrisk embarrassing themselves to gain new experiences. The biggest mistake that humans make is not asking for feedback. This could be
due to people not wanting to hear negative feedback. Receiving feedbackallows you to understand what you have learned and what you can improve on. As humans, we have habits that are behaviours
that define us, these habits can be positive or negative. Habits are impulsive reactions activated by previous life experiences. The brain releases dopamine whenever you do something positive. The brain
also releases dopamine when you're being lazy, therefore we sometimes procrastinate. Bad habits can hold us back from progressing but there are ways we can unlearn the bad habits. You can do this by
changing your routine. It can be hard for s to learn new things as our brain only releases dopamine when things go well. The anatomy of a leaming experienceincludes challenges, decisions, and growing
out of your comfort zone.

Module Sed

Online Resource
Topic 2: This topic helped me gain an insight on developing resilience. Resilience allows you to come to terms with difficult situations. It helps humans to maintain balance at overwhelming periods of our
lives. Being resilient is significant in a workplace. The four elements include confidence, social support, adaptability, and purposefulness. | learned that stress and anxiety can be good in small doses as it
motivates us. Many factors cause stress such as significant life changes, workload, and more. Stress and anxiety can cause difficulty concentrating, anger, and nervousness. We can manage stress and
anxiety by journaling or having routine. On the other hand, abusing substances such as alcohol or drugs can worsen the symptoms. Fear of change can cause stress and anxiety and can also have an
impact on resilience. The eight stages of transition include anxiety, happiness, fear, threat, guilt, depression, gradual acceptance, and moving forward. There are many ways we can exercise our brain.
Exercising can release dopamine which make us feel good. Our mental health can have major impact on our ability to concentrate. Eating healthy and getting sleep plays an important role in
concentration. Stress and anxiety can easily be managed by talking to friends, getting enough sleep, and cutting down on alcohol and caffeine.
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Topic 3: In this section, | had an insight of reflectivity as a mindset. Reflecting allows you to think further on something. To reflect you should look, listen and pause. You can reflect by asking yourself Microsoft

‘what did | do?". By doing this, you can identify your personal expectations and beliefs. | learned Gibbs' reflective cycle and the six stages of reflection. The first stage is description, ensuring that any
information is relevant and straight to the point. The second stage is feelings, you should explore your thoughts and feelings about what you are reflecting on. Next is evaluation, this stage you should
discuss how well you think things went. Analysis is the fourth stage; this should include considerations of what may have helped the situation. Your conclusion should include the things you have done
right and what you have leamt. The last stage is an action plan. This is used to show you what to improve on next time. | went on to learn about locus of control. Your locus of control reflects the way
which you see the world. If you have the mindset that you make things happen, then you have internal locus of control. If you are the opposite, then you have external locus of control.
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Well Done!

You've completed the course on Empathy.

To end the course, simply close the window and return to the
launch platform.

@ BACK

Before you go, here are three top tips to take away:

o Set aside your own beliefs and consider the situation from the
other person’s viewpoint.

o Actively listen to what's being said.

o Try to understand what someone’s going through and offer
support.

Select the button below to exit the course.
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Unit 2

by Courtney Bevington - Wednesday, 7 December 2022, 11:24 PM

Topic 1: In this topic, | learned what makes me who | am and how this impacts my identity as an individual. Our physical body and memories make you ‘you'. Our identity can change over time when we
experience new things and places. Places can change our identity. | learned that the term sense of place refers to your bond with a destination that means something to you and hasinfluenced you. | have
learned that many things can change our identities such as experiences and memories. | have also gained knowledge of Dunbar’s theory. The theory relates to the number of relationships a person can
maintain and that it can be influenced byone's identity. Layer 1 is loved ones (your inner circle), next is good friends (people you can turn to for sympathy), third is friends (people you consider to be close
friends), then there are meaningful contacts (people with common interest), the fifth layer are acquaintances (someone you know, but not too well), the last layer is people you can recognise. | have
learned that some people think that their past is significant to determine their identity. section 3, | reflected on my identity as a student.

Topic 2: Topic 2 was learing about identifying and reflecting on your own and others’ personal values and beliefs. Your beliefs are an idea you believe to be true, e.g. culture, education, and faith. An
example of a belief someone may have s that they believe in God. On the other hand, your values us something that is important to you such as family. Your attitude is how you treat others, for example,
how you respect someone. There are things that might influence attitudes such as peer pressure. The combination of these result in how we behave and act. Professionalism can make us accept other
people’s beliefs and values. Unprofessional individuals may have a different attitude towards other people if they have different faith, beliefs and values. Some companies will have values and attitudes to
ensure that their employees are working to their highest ability. For example, a doctor may have values such as compassion, their career, and commitment. | went on to watch a video which taught me
that there is more that brings us together than we think. Even if we all look different or have different careers, we can still have similar values and beliefs. Contrastingly, our values and beliefs can cause
conflict. Everyone has the rights for what they think s right. Everyone has different perceptions on things, and this is how conflict arises.

Topic 3: In this topic, | had an insight into effective communication. There are many barriers of communication. Communication is a life skill that we all need. The communication process is the sender,
encoding, channel, noise, decoding, recipient and message. The process is sometimes abbreviated to SMCR. The abbreviation came from trying to explain telephone communication. | learned about
visual communication and why it is so important. Visual communication can get a message across clearer and in a more engaging way. Verbal communication is something we all use daily. It relates to
sounds, languages and the spoken word. | was taught that 55% of non-verbal communication includes body language, 38% is our tone, and 7% are the words we speak. This shows that our body language
and tone mean more than what we are saying. many barriers to effective communication include relational barriers, language barriers, and attitudinal barriers. It is impossible for humans to not
communicate; we even communicate when we are not using verbal communication. | leared that effective communication is comprised of effective listening, and it requires someone to receive and
understand what you're trying to say. For effective communication, you need to actively listen to be polite and professional. To stay focused, you should listen for the big picture, this will help you stay
interested.
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