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[bookmark: _Toc214404918]Introduction
This assignment to the CertHE Computing Skills for Workplace module is developed to create and showcase the necessary academic, professional, and digital skills needed to succeed both academically and professionally and in their careers. It combines four connected activities that develop the knowledge, practical skills, and digital competency. Task 1 is devoted to defining the necessary academic and work-related skills, showing that such competencies as communication, problem-solving, and digital literacy can be used to help an individual and improve his/her career. Task 2 focuses on working as a team, where the collaborative mind map and an A3 poster are used to demonstrate the main aspects such as trust, communication, leadership, and accountability in the context of effective collaboration in an academic and workplace setting. The importance of academic integrity and research skills can be also evidenced by the use of an automatic referencing tool (MyBib) to handle citations in the proper way as it is seen in Task 3. Task 4 is the last task, which brings all the work to an online e-portfolio, organizing, being available, and reflectively practicing in a digital format. The combination of these activities gives a systematic, applied method of acquiring those skills that result in life-long learning and professional achievement.

[bookmark: _Toc214404919]Task 1: Essential Academic and Employment Skills
[bookmark: _Toc214404920]a) Report on Essential Academic and Employment Skill
Obtaining the necessary academic and professional skills is key for success in college and the workplace. Some of the most important skills include communication, critical thinking, and teamwork, problem-solving and time management. These are skills that do not only enhance education but also make individuals to compete effectively in various work environments.
Effective communication is imperative to enable the learners and employees to work together and effective communications with both each other and in written forms to clearly express ideas [1]. Critical thinking makes it possible to arrive at logical conclusions, evaluate evidence and debate information [2]. Cooperation, flexibility, and respect for other viewpoints are all encouraged by teamwork and are critical in today's workplaces [3]. Like how time management enables people to prioritize work, fulfil deadlines, and maintain balance, problem-solving enables people to approach issues creatively and confidently [4].
[image: ]These abilities are very useful in my chosen field of business management. Effective decision-making will be driven by critical thinking and problem-solving skills, while strong communication and teamwork will enable me to lead projects and inspire others. Meeting deadlines and maintaining organization are made possible by effective time management. I will be more equipped to handle obstacles at work and succeed in my career in the long run if I keep honing these skills.


[bookmark: _Toc214404921]b) Evaluation of Task 1(a) based on Similarity report
I obtained 10% similarity score after submitting my summary to Turnitin, indicating that while the majority of my work is original, there is some properly cited material. I will focus on improvement of paraphrasing and using ideas in my own language in a manner that will not compromise academic honesty next time to increase my score. According to the Generic Assessment Criteria I would rate myself at 85%. The synopsis has been written in a proper way, arranged and referenced. To better it, however, I need to provide more detailed examples and consider more closely how these skills apply to real business scenarios.
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[bookmark: _Toc214404922]Task 2: Collaborative Mind Map and Individual Poster
Mind Map
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[bookmark: _Toc214404925]Task 3: Virtual Collaboration and MyBib
[bookmark: _Toc214404926]Report on Virtual Collaboration
Summary 
Virtual collaboration implies the use of online tools (e.g., Microsoft Teams, Zoom, Slack) to organize geographically dispersed teams and to make them communicate, share resources, and coordinate their work. They enable communication in real-time and on-demand basis, and students and professionals can work together regardless of time zones or institution limitations, which was accelerated during the pandemic and currently became a part of the hybrid approach to education and work [5].
These possibilities are increased accessibility and inclusiveness (participants contribute on different locations), increased resource-sharing (shared documents and shared boards) and reflective learning chances in the educational process with structured online interactions. It was found that with the help of online learning with a collaborative approach, a stronger knowledge base, intercultural competence may be achieved in case the properly designed activities are implemented [6].
Nonetheless, virtual collaboration also presents its challenges: the lack of social cues may make it harder to establish trust, technical difficulties may impose a cognitive load on certain learners, and inadequately designed tasks may limit the engagement. The best practices that can reduce these problems are the assignment of clear roles, the presence of scheduled synchronous check-ins and asynchronous workspaces, facilitation techniques used to promote participation, and intentional trust-building exercises. Online group work and incorporation of multimedia resources have been suggested by educational research to enhance interaction and learning transfer in online group work [7]. 
It is important to select the right tools: Microsoft Teams can be used as a single application with integrated chat, meetings, file and channel sharing, which will be useful in formal instruction and work projects; Trello/Asana will be used to keep track of the work, and Google Docs will be used when you need to work with others in real-time. Effective virtual teams match the appropriate tools with clear norms (channels of communication, response times, and version control) and leadership behaviors that promote a sense of accountability and psychological safety. 
Overall, virtual collaboration may contribute greatly to learning and workplace productivity, but it requires a deliberate choice of the technology and design of activities based on clear roles in facilitation and scaffolding to facilitate interaction and trust [8].


Step-by-step process of using MyBib with visuals
Step 1: I opened the MyBib IEEE Citation Generator to automatically create accurate references for my assignment.

[image: Screenshot (157)]
Step 2: The tool generated the full IEEE reference format for me, which saved time and ensured accuracy.

[image: Screenshot (159)]

[bookmark: _Toc214404927]Task 4 
A) [bookmark: _Toc214404928]E-Portfolio Creation and Evaluation
[image: A screenshot of a website
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[bookmark: _Toc214404929]B) Illustrative Review of E-Portfolio tool Selection.
For my e-portfolio, I choose to utilize Google Sites because it is cloud-based, free, and incredibly user-friendly—all without requiring any coding knowledge on my part. It was simple to include images, screenshots, and documents into each assignment using Google Sites because it is interoperable with other Google apps like Drive and Docs. The pre-existing templates gave all of the assignments a professional and consistent appearance, and the drag-and-drop framework let me vividly arrange the content of tasks 1-4. When it came to building an academic e-portfolio to showcase my digital talents and learning accomplishments, Google Sites was hands-down the best and most convenient solution.
[bookmark: _Toc214404930]Conclusion 
This project shows the process of combining the academic, professional, and digital skills by means of practical and reflective tasks. Task 1 promoted awareness of important study and employment skills, and served to relate learning to future career aspirations. Task 2 emphasized importance of teamwork, collaboration and leadership, based on poster and mind map and the importance of collectivism in performance and learning. Task 3 also supported digital literacy and academic honesty by way of using MyBib to reference and cite properly. Task 4 involved gathering of all work in online e-portfolio that demonstrated organization, accessibility, and the capability to present work in a digital format in an effective way. On the whole, the project demonstrates that structured learning exercises, group work, and technology may help to increase academic competence, professional readiness, and confidence in task management both in the educational and professional context.
[bookmark: _Toc214404931]References
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Part (a): Summary
Essential Skills for Study and Employment in Computing

Obtaining the necessary academic and professional skills is key for success in college and the workplace. Some of the most important skill include communication, crifical
thinking, teamwork, problem-solving and time management. These are skill that o not only enhance education but also make individuals to compete effctively i various work
environments.

Effective communication i imperative to ensble the learmers and employes to work together and effective communicatons with both each ofher and in writen forms o clearly
express ideas [1]. Critcal hinking makesit possible to amiv at logical conclusions, evaluate evidence and debate information [2]. Cooperation, flexbilty and respect for ofher
viewpoints are 2l encowraged by teamork and are citcal in today’s workplaces [3]. Like how time management enables peopl fo priritze work, fulfil deadlines, and
‘maintain belance, problem-solving enables peopl to approach issues creatively and confidently [4]

‘These abiltes are very useful in my chosen field of business management. Effective decision-making will be driven by crifial thirking and problem-solving skils while srong
communication and teamwork will enzble me to lead projects and inspire ofhers. Meeting deadlines and maintaining organization are made possible by effective time
‘management. I will be more equipped to kandle obstacles at work and succeed in my career in the long runif | keep honing these skills
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Part (b): Reflection
Reflection

I obtained an 10% similarity score after submitting my summary to Turnitn, indicating that while the majorty of my work s original, there is some properly cited
‘material. 1l concentrate on better paraphrasing material and incorporating concepts in my own words while upholding academic integrity in order to raise my
score the following time. | would give myself an 85% based on the Generic Assessment Criteria. The synopsis is carefully written, organized, and appropriately
cited. | could improve my analysis, though, by giving more thorough examples and thinking more deeply about how these abilies relate to actual business.
situations.
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Part (A): Summary

Virtual collaboration involves the application of oniine tools (.., Microsoft Teams, Zoom, Slack) to enable teams that are geographically spread to communicate,
share resources, and coordinate their actviies. They faciltate interaction in real-fime and in asynchronous mode, allowing students and professionals to
collaborate without time zone or instituton resrictions, a transiton that was amplifid by the pandemic and now is part of the hybrid model of education and
‘employment.

‘These possibites are increased accessibilty and inclusiveness (participants contribute on different locations), increased resource-sharing (shared documents
‘and shared boards) and reflective learning chances in the educational process with structured online interactions. It was found that with the help of online.
learning with a collaborative approach, a stronger knowledge base, intercultural competence may be achieved in case the property designed activities are
implemented

Nonetheless, virtual collaboration also presents ts challenges: the lack of social cues may make it harder to establish trust, technical difficulties may impose
‘cognitive load on certain leamers, and inadequately designed tasks may limit the engagement. The best praciices that can reduce these problems are the
‘assignment of clear roles, the presence of scheduled synchronous checkins and asynchronous workspaces, faciltation techniques used to promote:
participation, and intentional trust-building exercises. Online group work and incorporation of mulimedia resources have been suggested by educational
research to enhance interaction and leaming transfer in onine group work-

Itis important to select the right tools: Microsoft Teams can be used as a single application with integrated chat, meetings, ile and channel sharing, which will be
‘useful in formal nsiruction and work projects; Trello/Asana will be used to keep track of the work, and Google Docs wil be sed when you need to work with
others in real-time. Effective virtual teams match the appropriate tools with clear norms (channels of communication, response times, version control) and
leadership behaviours that promote a sense of accountabilty and psychological safety.

‘Overall virtual colaboration may contribute greaty to leaming and workplace productivity, but it requires a deliberate choice of the technology and design of
activities based on clear roles i faciltation and scaffolding to faciltate interaction and trust.




image13.png
Part (B): Practical Evidence - Using MyBib Automatic Referencing Tool

Jused the MyBib reference-generator to import the selected articles directly into my project document.

Screenshot 1: Opening MyBib

Topened the MyBib IEEE Citation Generator to automatically create accurate references
for my assignment.
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Figure 1:MyBib interface showing IEEE referencingstyleselected.
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Part (A): Summary

Virtual colaboration invoives the ppication of onine 100 (=.9. Microsot Teams, Zoom, Slack) o enable teams that are geographically spread fo communicate,
share resources, and coordnate ther activiies. They facitate interaction in reak-time and in asynchronous mode, alowing studnts and professionals to
colaborate without tme zone o insttuton restrictons, a transition that was amplifed by the pandemic and now is par o the hybrid model of education and
‘employment.

‘These possiviltes are increased accessibilty and incusiveness (partiipants contrbute on different locations) increased resource-sharing (shared documents.
‘and shared boards) and reflctive leaming chances inthe educational process wih structured oniine interactions. It was found that wih the help of onin
learming with a collaborative approach, a stonger knowledge base,intercullral compatence may be achieved In case the propery designed actvies are
implemented.

Nonetheless, virtual collaboration also presents s chalienges: the lack of social cues may make it harder to estabish trust, technical dficulies may impose a
‘cogniive load on certain leamers, and inadequately esigned tasks may imi the engagement The best praciices that can reduce hese problems are the
‘assignment of clear roles, the presence of scheduled synchronous check-ins and asynchronous workspaces, facitation techniques used fo promte.
participation, and intentional rust-bullding exercises. Online group work and Incorporation of multimedia resources have been suggested by educational
research {o enhance interaction and leaming fransfer in online group iork.

Itis important o select the right ools: Microsoft Teams can be used s a singie appication with ntegrated chat, meeings, i and channel sharing, which vill be:
usefuln forma insiruction and work projects; Trello/Asana villbe used to keep track of the work, and Google Docs will be used when you need fo work with
ofhers In real-time. Effective virtual teams match the appropriate tools with clear norms (channels of communication, response tmes, version control) and
leadership bshaviours that promote a sense of accountabilty and psychological safety.

Overai, virtual colsboration may contrbute greaty o learming and workplace productiviy, but  equirs a deiberate choice of the tachnology and design of
activites based on clear oles in facitation and scafildng to facitats nteraction and trust

Part (B): Practical Evidence - Using MyBib Automatic Referencing Tool

Iused the My8ib reference-generator to import the selected articles directly into my project document.

Screenshot

: Opening MyBib

T opened the MyBib IEEE Citation Generator to automatically create accurate references
for my assignment.
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Reflection

By developing this e-portfolio, | enhanced my academic, digital and organisational skills. In the
course of completing all tasks, | also learned to plan, make presentations, and rely on Google

Sites in order to make a convenient online portfolio. MyBib assisted me in properly referencing

using the IEEE format @

Tasks 1-3 also helped me to understand communication, critical thinking, and time
management. Creating the A3 poster and teamwork mind map helped me enhance my
creativity and ability to understand the importance of teamwork to academic and career
achievement. | acquired the skills of being digital-iterate and having confidence i using online
applications through MyBib.

This project has made me learn to display my academic work in a professional manner on the
internet and how to arrange it. In case | do such work, | would like to make more use of Google
Sites design options and add some interactive elements such as embedded movies or
animations to make the portfolio more attractive. This was my first experience on reflection
learning, presentation using the Internet, and presentation of professional e-portfolio of

my competencies.

Tool Used and Justification

For my e-portfolio, | choose to utiise Google Sites because it is cloud-based, free, and
incredibly user-friendly—all without requiring any coding knowledge on my part

It was simple to include images, screenshots, and documents into each assignment using
Google Sites because it is interoperable with other Google apps like Drive and Docs.

The pre-existing templates gave all of the assignments a professional and consistent
appearance, and the drag-and-drop framework let me vividly arrange the content of tasks 1-4.

When it came to building an academic e-portfolio to showcase my digital talents and learning
accomplishments, Google Sites was hands-down the best and most convenient solution
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Figure 1: Published Google Sites e-portfolio homepage (public view).
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