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Q1 Create an e-portfolio. What is the purpose of the portfolio?
ANS. 
This portfolio is intended to be used to create a presentation for assessment purposes, address all the questions, and submit it to the tutor.
[bookmark: _Int_1eJN51fO]My name is Syed M. Junaid Sherazi, and I am creating this portfolio to highlight the writing I have done for this class as well as how my writing has developed throughout the course of the quarter.
[bookmark: _Int_7U6GJIHP]I was not the most confident in my writing abilities when I started this course; in fact, I always dreaded having to draft essays.
Instead of depending solely on the writing examples provided to me in high school, I set out to improve my writing skills and discover a writing style that suited me.
[bookmark: _Int_T8ExCZax]I am creating a portfolio. 
[bookmark: _Int_QrrLeOJi]I am now a lot more secure in my writing and believe that I have unquestionably progressed in my writing compared to the beginning of this quarter when I was constantly doubting my writing while taking hours and hours to finish a brief assignment. When I first started taking this course, I would continually take too long to write my introductions, and I would constantly overthink my papers, rewriting my phrases several times before deciding they were good enough. But as the year went on, I discovered that I was less concerned with whether my sentences or paragraphs were great and more just writing what came to me at the time, worrying about the modifications later. I have not only gotten better at writing essays quickly, but I have also become a better writer overall, as you can see in each of my essays.
[bookmark: _Int_uFQNOylj]Overall, I would say that since the start of the quarter, my writing has significantly improved.
My articles have improved significantly over the course of the year in terms of organisation, flow, and overall strength.
I was able to eventually identify the writing style that best suited me by experimenting with several over the course of the year, and I can now say with confidence that I feel at ease with my writing. 
I want to show through this portfolio that I have improved as a writer and have increased my productivity.
My objectives in this course were to develop my own writing style, improve as a writer in general, and most importantly, drastically reduce the time it took me to compose essays. To do this, I had to stop overanalysing everything.
By showing both my good and terrible work, I intend to demonstrate to everyone how much I have improved over the past few months and to demonstrate that I have in fact surpassed the objectives I had set for this quarter.


Q2
[bookmark: _Int_pnuFPKo9]Essential Skills

Problem Solving:
First, we must find the problem then we should understand it, and then make a strategy to solve the problem.
"
"

[bookmark: _Int_c6lq73PE]A problem is a difficulty that is to be solved for this problem solving is a technique or process to solve the problem. For example, making tea, and making Noodles is also a problem, and solving this will be called problem-solving. First, we must find the problem then we should understand it, and then make a strategy to solve the problem. Where we define the problem, we can also make a flow chart of the problem which is extremely easy to understand and solve the problem. There are many strategies and methodologies to solve the problem; choosing the best solution to the problem will call the candid solution to the problem. There should be feedback mechanisms included in the implementation, regardless of how the solution is implemented. This makes it possible to continuously check actual events versus predictions. The best results from problem-solving efforts and strategies come from sticking with a workable solution that can be adjusted to address any future developments. 
“If I only had an hour to chop down a tree, I would spend the first 45 minutes sharpening my axe.” Abraham Lincoln
 
Critical Thinking:
The capacity to evaluate information accurately and reach a well-founded deduction is mentioned as critical thinking. It involves the assessment of informational materials including statistics, facts, visible occurrences, and examination findings. To solve issues or make decisions, good critical philosophers can infer acceptable conclusions from a body of data and differentiate between relevant and irrelevant elements. Discover why employers value the capacity for critical thought, as well as how you may display this capacity during the hiring process. For example, the software manager can easily observe the client’s reviews and then can manage sessions of the team to tackle the issues, and the plumber can access the materials that will best suit in n that place. 
 
Creative Thinking:
The term "creative thinking" describes the process of solving issues by applying knowledge, intuition, and soft skills. When employing the appropriate tools to analyze the situation and design a strategy, creative thinking strategies are utilized to look at the problem from several innovative aspects. Like any other ability, creative thinking requires regular training to keep sharp. To do this, you must routinely expose yourself to circumstances where a fresh perspective is required and surround yourself with like-minded individuals.
For example, when a teacher teaches a new lesson in class, he brainstorms students that will be ready to learn new topics for the day.
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Q3 AUTO REFERENCE TOOL
Mendeley:
[bookmark: _Int_PJTewFgz]Mendeley is a tool which is known as a reference manager. Which helps the user to manage the whole citation in a document and generate the bibliography. With this software, we can easily import our research papers and can use references anywhere in our documents. This is very versatile software because it is available on websites such as application programs as well as it is also available on Google Chrome Extension. For users, it is also a facility for adding papers in the Mendeley extension. Mendeley is also available for all operating systems like MS Windows, Mac OS, Linux, etc. 
A free reference management programme for the web and desktop is called Mendeley Reference Manager.
[bookmark: _Int_gCAshoMV]It enables you to streamline your reference management procedure so that you can concentrate on reaching your objectives.
You may store, organise, and search all your references using Mendeley Reference Manager from a single library.
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Q4 
Teamwork Skills
“Light labor requires many hands.
The dream is made possible by teamwork.
There is strength in numbers
[bookmark: _Int_F7fnEkqN]One and one is not two It is Eleven”
Great teamwork rests on the five principles I emphasized here. Many would contend that they are the "most vital" aspect of this crucial manual since they are necessary for productive collaboration.
Psychiatric Security:
[bookmark: _Int_rr1DUk13]An agreement on the safety of interpersonal risk-taking within the team. The more comfortable team members are with one another, the more likely they are to share their mistakes, ask for feedback, take on new responsibilities, and contribute fully without the worry of rejection or punishment. Compare this kind of culture to one in which staff members are afraid to speak out or suggest a novel idea. It is difficult to see those workers.
Respect and Dependability:
Can you rely on each team member to complete their task well and by the deadline? A team becomes more than the sum of its parts when trust is present. When you voluntarily rely on others to take care of matters that affect you, you choose to have faith in their competence and morality, give up control, and hope for the best. According to social impact executive Amy Celeb, "from my experience working with teams and collaboratives, I'd say that lack of trust is the number one reason collaboratives fail." Trust is very essential.
Clear Roles & Objectives:
[bookmark: _Int_HLJExQRQ]When everyone is aware of their roles and what has to be done. Each team member will work more effectively as a unit when they are aware of: What's required of them? Which facets of their job are the most crucial? How their work relates to the team's aims? How will their performance be assessed? It is important for each team member to understand their own role as well as the responsibilities of all other team members, the group's goals, and how their particular job will assist in accomplishing those goals.
Shared Objectives:
[bookmark: _Int_TtqgrEsj]Every member of the team really thinks the task is important. A fascinating tale surrounds an official appointment to the NASA H.Q. He presented himself and asked the janitor cleaning the floor during his tour of the building what he completed at NASA. I am helping to put a man on the moon, the caretaker said. The caretaker believed—correctly—that his labor mattered and that its implication came from its purpose. Everybody wants to contribute to something greater, and having a common goal makes us come together and support one another in our conviction that what we are doing matters.
 
Tech and Tools:
[bookmark: _Int_lrxUZR7r]Ensuring that digital places are built for collaboration. Collaboration and information-sharing tools are becoming increasingly crucial. But they may also add to the disharmony in today's distracted world. Relaxed, for example, is frequently blamed for adding to the interruptions in the workplace, but it can also bring office culture online, allowing everyone to occupy as they choose. To succeed, you must take charge of your own experience. Make your own judgments about the benefits and drawbacks of technologies like Slack for your working style and modify your usage as necessary. More the use of Technologies makes connected all the team members. 
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