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[bookmark: _Toc221403994]Task 1: IEEE Referencing and Written Summary on the Essential Academic and Employment Skills. 
[bookmark: _Toc221403995]Part a: Overview of Core Competencies 
There are skills in life that are critical in both academics and career. These are the skills that can assist individuals to excel in their education and in their future profession. Among the most significant skills, there are:
Time Management
Time management is the skill of planning and managing time. This is a skill that is needed to meet deadlines and keep up with tasks [4]. Time management will assist me in my career by enabling me to meet deadlines at work, prioritise important tasks and avoid stress.
Communication
Communication involves effective listening as well as talking. There is a need to demonstrate the clarity of ideas in essays, presentations, and group work in academics [5]. It is also vital in the workplace to be able to communicate effectively with the other staff, customers, and supervisors to have an easy time collaborating with others and performing efficiently.
Problem-Solving
Problem-solving is the ability to resolve issues when one is confronted with a problem. In academics, it assists in the search for solutions to the complicated questions or the fulfilment of assignments [3]. Problem-solving skills are vital in the workplace when one is faced with unforeseen circumstances or challenges that require urgent handling.
Teamwork
Teamwork refers to the capability of collaborating with other people. I am a good team player, whether it is in the school setting, where I do group work or when I am working with my colleagues [2]. Efficient collaboration may result in increased creativity, joint tasks, and improved performance.
Adaptability
The capacity to adapt to new circumstances or to alter is termed adaptability. During both work and study, things are subject to change. Flexibility will enable anyone to deal with any arising situations or acquire new competencies, which are essential to personal development and career progress [1]
These are the skills that will assist me in my future career as they will enable me to be well organised, collaborate with other people, and solve problems effectively, thus causing me to succeed in my profession.
[bookmark: _Toc221403996]Part b: Reflection on Similarity Score 
My similarity score 86 was obtained after I submitted my work to Turnitin. This score shows that I have certain grounds to work on my paraphrasing and referencing. The next time, I would paraphrase better and cite all sources according to the rules in order to prevent any possible complications with plagiarism. According to the Generic Assessment Criteria, I would give myself a score of 8/10 due to the fact that my work is well-structured, sources are credible, and has few mistakes. Nevertheless, I would work on paraphrasing and having fewer matches in Turnitin.
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[bookmark: _Toc221403998]Task 2: Group work and Professional academic poster (A3 Poster).
Title of the Poster: ‘Life is a Team Sport’
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Teamwork is a required practice in both the academic and professional worlds. The ability to work efficiently with other people has many positive effects that result in improved performance in both settings. The following are some of the reasons why teamwork is important:
Idea Sharing
Working in teams enables people to unite various thoughts, ideas, and skills. Such a combination of resources and creativity tends to result in better solutions and creative ideas than an individual may provide by themselves [6].
Support
Teamwork gives individuals an avenue to support one another. In college group projects or in the workplace setting, teammates are able to assist one another in their work, and thus, work becomes simpler, and the end product is better. Personal and professional growth does not happen without support systems [8].
Problem-Solving
When one works together with other people, problems can be solved more effectively. Several viewpoints combined will tend to overcome the challenges more effectively, and solutions are created within a shorter duration of time [5]. This is especially true in the academic sphere, where different perspectives can be used to enhance assignments or research.
Career Success
At the workplace, there are numerous jobs which involve teamwork- be it in a team, meeting or interdepartmental work. It is more likely that professionals who are able to work effectively with others are more successful because, in many cases, teamwork is the key to attaining organisational objectives. Besides, teamwork facilitates the formation of relationships and acquisition of essential professional skills, including communication, leadership and adaptability [1].
Mind Map of Teamwork
In this task, I collaborated with my team members to develop a mind map that will recap the most important aspects of effective teamwork. This exercise made us consider the various aspects that make a team successful. The mind map comprises the following important points:
Open Communication: This involves effective communication that is transparent. It makes everyone know their roles and tasks, which leads to less misunderstanding.
Clear Goal-Setting: Teams should have clear goals to make sure that they are all working towards the same goal. This assists in adding concentration and orientation.
Mutual Respect and Trust: Respect and trust are the keys to success in teams. The values make the members feel special and appreciated, and the workforce enhances teamwork.
Defined Roles and Responsibilities: The roles should be well-defined so that there is no confusion and everyone is aware of their roles. This ensures the work processes become more efficient and eliminates duplication of work [4].
The poster will also contain the mind map developed by the team and demonstrate the process of our teamwork and the different elements that ensure effective teamwork. Also, the sources and references to our teamwork activity will be mentioned in the poster.



[bookmark: _Toc221403999]Task 3: Automatic Referencing Tool 
[bookmark: _Toc221404000]Summary 
The virtual collaboration is gaining more relevance in the contemporary workplace. Having teams that are frequently located in various regions or even countries, remote working has become a necessity for many businesses. Virtual teamwork enables people and groups to interact and to get down to work without necessarily having to meet physically [9]. Some major points of virtual collaboration are the following:
Effective Communication
Successful virtual collaboration consists of communication. Face-to-face meetings can be maintained with the help of such tools as Zoom, Skype, and Microsoft Teams that allow the team members to be in touch and communicate in real time, either via video conferencing, chat, or email [3]. Effective communication is essential in the virtual world because it assists in making sure that the entire team is on the same track and minimises confusion.
Technology
Technology is a very critical factor in the success of virtual collaboration. Such collaboration tools as Google Docs or Dropbox enable the team members to exchange documents and collaboratively work on them at the same time [2]. Furthermore, Trello or Asana, which are project management tools, assist in monitoring the progress, distributing tasks, creating deadlines and managing tasks, making collaboration easier and more efficient.
Challenges
However, virtual collaboration has a number of challenges, although it is advantageous. The difference in time zones may complicate the process of determining the appropriate time to hold a meeting for teams [7]. Collaboration can be interrupted by technical problems, including low internet connections or compatibility problems with tools. Moreover, the absence of face-to-face communication may occasionally affect the team dynamics and complicate the development of relationships and trust among the team members.
Solutions
To surmount these obstacles, teams may use asynchronous communication, in which messages or tasks are accomplished without actual interaction (Agrawal and Rasouli, (2024). The collaboration can also be facilitated by establishing clear expectations regarding response times, communication procedures, and task deadlines. Finally, the availability of solid and convenient tools will make sure that the technology will not impede progress and that the team will be able to remain productive.
[bookmark: _Toc221404001]RefWorks referencing using RefWorks.
In this assignment, I was able to utilise RefWorks to create citations in the IEEE format and a reference list on the subject of virtual collaboration. RefWorks is an automatic reference tool that can be used to assist in the management and formatting of references in various styles, such as IEEE. I used the tools of searching the relevant articles and journals about virtual collaboration, added them to RefWorks and created necessary citations and references. The tool simplified the process of organising the references and also ensured that they were properly formatted in the IEEE style. I took some screenshots of the process, which demonstrate how RefWorks was used in managing citations in my task.


[bookmark: _Toc221404002]Task 4: E-Portfolio Development and Assessment
Link: https://sites.google.com/view/badara00/home 
E-Portfolio Creation
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AI-generated content may be incorrect.]I have made my e-portfolio through Google Sites. It has a welcome page and a page behind every task, a page connected to my work. My tutor can easily access the content, and I made sure that all the links and files are accessible.
Review and Tool Explanation
I selected Google Sites as the e-portfolio since it is simple to use, and I would share the link with my tutor in the shortest time possible. I would take screenshots of every page to present evidence of the completion of the e-portfolio. The platform permitted me to structure my activities in an orderly fashion and to make my work professional.
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Welcome to my e-portfoliol | am Badara, a Business Management student focused on developing leadership skills and enhancing
communication abilties. In this portfolio, you'llfind examples of my academic work, reflections, and professional development.
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Task 1 - Essential Academic and Employment Skills.

There are kil infe that are crfcalin both academics and career. These arethe skils thal can assistindviduas fo excelin their education and in ther fuure
profession. Among the most signficant sils, there are
“Time Management

Time managementis the skl of lanning and managing time. Thisis skl tht is needed to mee! deadines and keep up vilh tasks (Broviing & Bustard, 2024).
“Time management il assist me in my career by enabing me to meet deadines atwork,priorise important tasks and avoid stess.

Communication

‘Communication involves effective fistening as wellas talking. Thereis a need to demonstate the carty of ideas in essays, presentations, and group work n
academics (Kmiec & Longo, 2017). i also vial n the workplace o be able o communicate effectively vith the ofherstaf, customers, and supervisors {0 have:
an easy time colaborating ith others and performing eficentl

Problem.Solving
Problem-solving s the abifty 1o esolve issues when one is conffonted with a problem.In academics,  assistsinthe search for soluons o the compicated

questions or the flfiment of assignments (Valente a1 2022). Problemsoling skils are vtal inthe workplace when one is faced wih unforeseen
circumstances or challenges that require urgent handing.

Teamwork.
“Teamviork refers to the capabilty of collaboraing with oihe people. | am a good team player, whefher t s in the school setting, where | 4o group work or when |
‘am working with my coleagues (Rustemi et s, 2023). Eficient collaboration may resull in increased creativity ont tasks, and improved performance.
Adaptability

“The capaciy o adaptto new cicumstances o to afe s lermed adaptabilty. During bolh work and study,things are subject o change. Flexiiity will enable you
1o deal vith any arising situations or acquire new compelencies, which are essental o personal development and career progress (Brovning & Bustard, 2024).

‘These are the sklsthatwil assist me in my future career as they wil enable me 0 be well organised, collaborate vith other people, and solve problems
effectvely, thus causing me to succeed in my profession.
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Task 2: Collaborative Teamwork and Poster
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“The virualcollaboratin i gaining more relevance inthe contemporary workplace. Having teams that ar frequenty ocated in various regions or even courires,
remoe wiorking has become a necessiy for many businesses. Virtual teamwork enables people and oroups o inferact and to get down to work without
necessariy having 1o mee! physically (Saxena & Kaushik, 2022). Some major pints of virtual colaboraton are th following

Effective Communication
‘Successiul virualcollaboration consiss of commurication. Face-1o-face mesfings can be maintained wih the help of such tools as Zoom. Skype, and Microsoft
‘Teams that allow the team members to b inouch and communicate n real ime, eiher ia video conferencing, chat,or email(Gould ot af 2022). Efiecive:
‘communicationis essentia i the virual wold because t assiss in making sure that the eniir feam i on the same track and minimises confusion.
Technology

Technalogy is a very ciical factor n the success of virual collaboraion. Such collaboration toos as Google Do or Dropbas enable the team members fo
‘exchange documents and collaboratvely work o the at the same fime (Barhate & Dirani 2022). Furihermore, Trelo or Asana, which are project management
tools, assistin moritoing the progress, distibuting tasks, creating deadiines and managing tasks, making colaboration easier and more eficient.

Challenges.

However, virualcollaboratin has a number of challenges, athough it s advantageous. The diffrence in ime zones may compiicate the process of defermining
the appropriate time to hold a meefing for teams (Nitsos, Maliar, & Chamourou, 2022). Colaboration can be infemupted by technical problems,including low
internet connections or compatiiity problems wilhtools. Moreover,the absence of face-1o-face communication may occasionally aflect the team dynamics and
‘compicate the development o rlationships and trust among the team members.

Solutions
“To sumount these obstacles, teams may use asynchronous communicaton,in which messages or tasks are accompiished without actua nferacton (Agrawal &

Rasout, (2024). The collboration can also be facitated by estabishing clear expectalions regarding response fimes, communication procedures, and task
‘Geadines. Finaly,the avalabiity of sod and convenient tool vl make sure that the echnology il not impede progress and that the feam will be abe fo

remain procuciie.
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Task 4: E-Portfolio Development and Assessment.

E-Portflio Creation

1have made my e-portolo through Google Sites. It has 2 welcome page and a page behind every task, a page conneced to my work. My ulor can easily
access the content and I made sure thatal he fnks and fles are accessible.

Review and Tool Explanation.

Iselected Google Sites s the e-portilo since it s simple 1o use, and 1 iould share the ik with my tutor i the shortest tme possibe. | would take screenshols
of every page 1o present evidence of the completon of the e-portilo. The platfor permited me to sructure my activiles n an orderly fashion and fo make my.
ok professional
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Teamwork is a required practice in both the academic and
professional worlds. The ability to work efficiently with
other people has many positive effects that result in
improved performance in both settings. The following are
some of the reasons why teamwork is important:
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product is better. Personal and professional growth does not happen
without support systems [8].

pROB ._E M Problem-Solving

‘When one works together with other people, problems can be solved
SOLVINC more effectively. Several viewpoints combined will tend to overcome
@' the challenges more effectively, and solutions are created within a

shorter duration of time [5]. This is especially true in the academic
sphere, where different perspectives can be used to enhance
Y assignments or research.

Career Success Career Success
At the workplace, there are numerous jobs which involve teamwork- be it in a
team, meeting or interdepartmental work. It is more likely that professionals
who are able to work effectively with others are more successful because, in " v
many cases, teamwork is the key to attaining organisational objectives.
Besides, teamwork facilitates the formation of relationships and acquisition of
essential professional skills, including communication, leadership and
adaptability [1].

Open Communication: This involves effective communication that is
transparent. It makes everyone know their roles and tasks, which leads to
less misunderstanding.

Clear Goal-Setting: Teams should have clear goals to make sure that
they are all working towards the same goal. This assists in adding
concentration and orientation.

Mutual Respect and Trust: Respect and trust are the keys to success in
teams. The values make the members feel special and appreciated, and
the workforce enhances teamwork.

Defined Roles and Responsibilities: The roles should be well-defined
so that there is no confusion and everyone is aware of their roles.
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