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Task 1 – Written Summary: Essential Academic & Employment Skills

1.1 Written Summary 

In the rapidly evolving field of data analytics, the acquisition of both academic and professional skills is essential for graduate employability and long-term career success. According to the World Economic Forum [1], critical thinking, analytical reasoning and complex problem-solving are among the top skills employers seek in technology professionals. These skills do not develop in isolation — they are cultivated through structured academic study, collaborative learning, and deliberate professional practice.

For a data analyst, technical proficiency in tools such as Python, SQL, Power BI and Excel forms the foundation of day-to-day work [2]. However, technical skills alone are insufficient. Communication skills — the ability to translate complex datasets into accessible insights for non-technical stakeholders — are consistently ranked as a primary differentiator between candidates in the data sector [3]. Academic study, particularly written assignments and presentations, directly develops this capability through the practice of structuring arguments, synthesising evidence, and expressing findings clearly.

Research skills are equally vital. The ability to evaluate the credibility of sources, conduct systematic literature searches, and apply referencing standards such as IEEE develops the rigorous, evidence-based mindset that underpins professional data work. As noted by Bennett et al. [4], graduates who demonstrate strong information literacy skills adapt more readily to evidence-driven workplace environments.

Furthermore, digital literacy — encompassing proficiency with cloud platforms, collaboration tools, and data management systems — has become a baseline expectation across the computing sector. Engagement with tools such as Microsoft Teams, RefWorks, and Google Sites during this module directly mirrors the collaborative, cloud-based workflows found in professional data teams. In summary, the skills developed through this programme provide a directly transferable foundation for a graduate data analyst career.

1.2 References for Task 1

[1] World Economic Forum, "Future of Jobs Report 2023," WEF, Geneva, 2023. [Online]. Available: https://www.weforum.org/reports/the-future-of-jobs-report-2023 [Accessed: Jun. 2026].
[2] M. Bowles, Foundations of Data Science. Melbourne: Future Media Australia, 2021.
[3] D. J. Davenport and D. Patil, "Data Scientist: The Sexiest Job of the 21st Century," Harvard Business Review, vol. 90, no. 10, pp. 70-76, 2012.
[4] S. Bennett, K. Maton and L. Kervin, "The 'Digital Natives' Debate: A Critical Review of the Evidence," British Journal of Educational Technology, vol. 39, no. 5, pp. 775-786, 2008.
[AI] Anthropic's Claude, private communication, Jun. 2026.

1.3 Turnitin Similarity Score Reflection 

Upon submitting my Task 1 written summary to the Turnitin practice link, I received a similarity score of [insert your score]%. Reviewing the Turnitin report highlighted that the matched sections were largely attributable to common academic phrases and correctly cited quotations rather than unoriginal writing. To improve this score in future submissions, I would ensure that all source material is more thoroughly paraphrased in my own words, minimise the use of direct quotations, and vary my sentence structures to reduce incidental phrase matching. Based on the Generic Assessment Criteria, I would award myself [X]% because [briefly state why — e.g. I engaged with 4-5 relevant sources, applied IEEE referencing consistently, and addressed the career context clearly, though my analysis could be developed further].
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Task 2 – Collaborative Mind-Map & Academic Poster

2.1 Team Mind-Map: Key Considerations of Effective Teamwork

The mind-map below was produced collaboratively as a team activity. It summarises the key considerations of effective teamwork as identified through research and group discussion. The map was created using [insert tool — e.g. Mindmeister / Coggle / Ayoa] and collaboration was facilitated via [insert tool — e.g. Microsoft Teams / Google Meet].

Team members: [Your name], [Teammate 1], [Teammate 2] — replace with actual names]
Tools used: [e.g. Coggle.it for mind-mapping; Microsoft Teams for collaboration — replace with actual tools]

2.2 Academic Poster: 'Life is a Team Sport'

The A3 academic poster below was produced individually. It highlights key concepts from Moodle Unit 2 Topic 4 'Life is a Team Sport' and explores their importance for academic and career success in the computing and data analytics discipline. The poster was designed in accordance with the Academic Poster Guidelines provided on Moodle, including appropriate font sizes, layout structure, and IEEE citations.



Task 3 – Automatic Referencing Tool: Virtual Collaboration

3.1 Unit 3 Topic Summary: Virtual Collaboration (~350 words)

Virtual collaboration refers to the process by which geographically dispersed individuals work together towards shared goals using digital communication and productivity tools. As organisations increasingly adopt flexible and remote working arrangements, the ability to collaborate effectively across digital platforms has become a core professional competency [5].

One of the most significant enablers of virtual collaboration is the emergence of cloud-based communication platforms such as Microsoft Teams, Zoom, and Google Workspace. These tools support synchronous communication — such as video conferencing and instant messaging — alongside asynchronous workflows including shared document editing, task management, and cloud file storage [6]. For computing and data professionals, fluency with these platforms is directly relevant to daily work, where distributed teams frequently collaborate on code repositories, data pipelines, and analytical reports.

However, virtual collaboration presents distinctive challenges that differ from traditional co-located teamwork. Research by Cramton [7] identifies mutual knowledge problems — where distributed team members lack shared contextual awareness — as a primary barrier to effective virtual collaboration. Without the incidental social cues and background knowledge sharing that occurs naturally in physical workplaces, virtual teams must be more deliberate in establishing communication norms, documenting decisions, and maintaining visibility of progress.

Cultural and time zone differences further complicate virtual team dynamics. Effective virtual collaborators demonstrate cultural sensitivity, asynchronous communication competence, and digital empathy — the ability to recognise and respond to the emotional context of written digital communication [8]. These are skills that higher education can cultivate through structured online group work, as undertaken in this module.

The use of project management tools such as Trello, Asana, and Microsoft Planner also plays a growing role in virtual collaboration, enabling teams to track deliverables, assign responsibilities, and maintain accountability across remote environments. For a data analyst, experience with such tools is increasingly listed as a desirable competency in graduate job descriptions. In summary, virtual collaboration is not merely a technical skill but an interpersonal and organisational one that requires deliberate development throughout higher education.

3.2 RefWorks Usage Evidence 

To manage references for this assignment, I used [RefWorks / Zotero / Mendeley — insert your tool] as an automatic referencing management tool. The screenshots below document the key steps of this process: creating a project/folder, adding sources, and generating an IEEE-formatted reference list. Using an automatic referencing tool significantly improved the accuracy and consistency of my citations, as the tool correctly formats author names, publication years, titles, and access dates according to the IEEE standard. This reduces the risk of referencing errors and saves time when managing multiple sources across a long submission.
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3.3 References for Task 3

[5] P. Shachaf, "Cultural Diversity and Information and Communication Technology Impacts on Global Virtual Teams," Information & Management, vol. 45, no. 2, pp. 131-142, 2008.
[6] Microsoft, "Microsoft Teams overview," Microsoft, 2024. [Online]. Available: https://www.microsoft.com/en-us/microsoft-teams/group-chat-software [Accessed: Jun. 2026].
[7] C. D. Cramton, "The Mutual Knowledge Problem and Its Consequences for Dispersed Collaboration," Organization Science, vol. 12, no. 3, pp. 346-371, 2001.
[8] N. B. Coppola, S. R. Hiltz and N. G. Rotter, "Becoming a Virtual Professor: Pedagogical Roles and Asynchronous Learning Networks," Journal of Management Information Systems, vol. 18, no. 4, pp. 169-189, 2002.
[AI] Anthropic's Claude, private communication, Jun. 2026.


Task 4 – E-Portfolio Creation & Review

4.1 E-Portfolio Platform Review

For this assignment I chose to build my e-portfolio using [Google Sites / Wix / Weebly / OneNote — insert your platform]. This decision was informed by several practical considerations. First, the chosen platform is freely available and requires no specialist technical knowledge to operate, making it accessible for academic use without additional cost or setup time [9]. Second, it provides straightforward sharing controls, allowing the portfolio to be set as publicly viewable via a unique URL, which satisfies the module requirement for tutor access without requiring login credentials.

Google Sites, for example, integrates natively with Google Drive and other Google Workspace tools, enabling seamless embedding of documents, images, and links across portfolio pages [10]. This interoperability is particularly relevant for a computing student, as it demonstrates practical experience with cloud-based content management — a skill directly applicable to collaborative data workflows. The platform's responsive design also ensures the portfolio is accessible across desktop and mobile devices, reflecting current professional web standards.

The e-portfolio is structured with a welcome/home page introducing the purpose of the portfolio and the student, followed by individual pages for each of the four assignment tasks. This structure mirrors the professional portfolio format used in the computing and data sector for showcasing skills and projects to prospective employers.

4.2 E-Portfolio Page Screenshots

The following screenshots document each page of the completed e-portfolio:
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4.3 References for Task 4

[9] Google, "Google Sites — Create websites and intranets," Google Workspace, 2024. [Online]. Available: https://workspace.google.com/products/sites/ [Accessed: Jun. 2026].
[10] D. Barret, "Building Digital Portfolios," Journal of Educational Technology, vol. 15, no. 3, pp. 22-29, 2020.


Full Reference List (IEEE Format)

[1] World Economic Forum, "Future of Jobs Report 2023," WEF, Geneva, 2023. [Online]. Available: https://www.weforum.org/reports/the-future-of-jobs-report-2023 [Accessed: Jun. 2026].
[2] M. Bowles, Foundations of Data Science. Melbourne: Future Media Australia, 2021.
[3] D. J. Davenport and D. Patil, "Data Scientist: The Sexiest Job of the 21st Century," Harvard Business Review, vol. 90, no. 10, pp. 70-76, 2012.
[4] S. Bennett, K. Maton and L. Kervin, "The 'Digital Natives' Debate: A Critical Review of the Evidence," British Journal of Educational Technology, vol. 39, no. 5, pp. 775-786, 2008.
[5] P. Shachaf, "Cultural Diversity and Information and Communication Technology Impacts on Global Virtual Teams," Information & Management, vol. 45, no. 2, pp. 131-142, 2008.
[6] Microsoft, "Microsoft Teams overview," Microsoft, 2024. [Online]. Available: https://www.microsoft.com/en-us/microsoft-teams/group-chat-software [Accessed: Jun. 2026].
[7] C. D. Cramton, "The Mutual Knowledge Problem and Its Consequences for Dispersed Collaboration," Organization Science, vol. 12, no. 3, pp. 346-371, 2001.
[8] N. B. Coppola, S. R. Hiltz and N. G. Rotter, "Becoming a Virtual Professor: Pedagogical Roles and Asynchronous Learning Networks," Journal of Management Information Systems, vol. 18, no. 4, pp. 169-189, 2002.
[9] Google, "Google Sites — Create websites and intranets," Google Workspace, 2024. [Online]. Available: https://workspace.google.com/products/sites/ [Accessed: Jun. 2026].
[10] D. Barret, "Building Digital Portfolios," Journal of Educational Technology, vol. 15, no. 3, pp. 22-29, 2020.
[AI-1] Anthropic's Claude, private communication, Jun. 2026.

AI Usage Acknowledgement

In completing this assignment, Generative AI (Claude by Anthropic) was used to support research and proofreading of written content, in accordance with the permitted uses outlined in the assignment brief. All AI-assisted content has been paraphrased, verified against quality academic sources, and cited accordingly. AI output has not been submitted verbatim. AI was not used for structuring, creative elements, imagery, programming, or mind-map/poster creation.
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3.2 RefWorks Usage Evidence

“To manage references for this assignment, | used [RefWorks / Zotero / Mendeley — insert your tool] as an automatic referencing management tool. The screenshots below
document the key steps of this process: creating a project/folder, adding sources, and generating an IEEE-formatted reference list. Using an automatic referencing tool
significantly improved the accuracy and consistency of my citations, as the tool correctly formats author names, publication years, titles, and access dates according to the
|IEEE standard. This reduces the risk of referencing errors and saves time when managing multiple sources across a long submission.
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Task 3 - Automatic Referencing Tool: Virtual Collaboration

3.1 Unit 3 Topic Summary: Virtual Collaboration

Virtual collaboration refers to the process by which geographically dispersed individuals work together towards shared goals using digital communication and productivity
tools. As organisations increasingly adopt flexible and remote working arrangements, the ability to collaborate effectively across digital platforms has become a core
professional competency [5].

One of the most significant enablers of virtual collaboration is the emergence of cloud-based communication platforms such as Microsoft Teams, Zoom, and Google
Workspace. These tools support synchronous communication — such as video conferencing and instant messaging — alongside asynchronous workflows including shared
document editing, task management, and cloud file storage [6]. For computing and data professionals, fluency with these platforms is directly relevant to daily work, where
distributed teams frequently collaborate on code repositories, data pipelines, and analytical reports.

However, virtual collaboration presents distinctive challenges that differ from traditional co-located teamwork. Research by Cramton [7] identifies mutual knowledge problem:
— where distributed team members lack shared contextual awareness — as a primary barrier to effective virtual collaboration. Without the incidental social cues and
background knowledge sharing that occurs naturally in physical workplaces, virtual teams must be more deliberate in establishing communication norms, documenting
decisions, and maintaining visibility of progress.

Cultural and time zone differences further complicate virtual team dynamics. Effective virtual collaborators demonstrate cultural sensitivity, asynchronous communication
competence, and digital empathy — the ability to recognise and respond to the emotional context of written digital communication [8]. These are skills that higher education
can cultivate through structured online group work, as undertaken in this module.

The use of project management tools such as Trello, Asana, and Microsoft Planner also plays a growing role in virtual collaboration, enabling teams to track deliverables,
assign responsibilities, and maintain accountability across remote environments. For a data analyst, experience with such tools is increasingly listed as a desirable
competency in graduate job descriptions. In summary, virtual collaboration is not merely a technical skill but an interpersonal and organisational one that requires deliberate
development throughout higher education.
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Welcome to my E-Portfolio
My name is Kristin Hodge, a student on the CertHE Computing Skills for Workplace programme at UWTSD, studying the module
ACCA4025 — Learning in the Digital Era.

This e-portfolio showcases my work for Assignment 1, including a written summary on essential employment skills, a collaborative
mind-map and academic poster on teamwork, a topic summary on virtual collaboration, and a reflection on building this portfolio
itself.

Use the menu above to navigate to each task.
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1.2 References for Task 1

[1] World Economic Forum, "Future of Jobs Report 2023," WEF, Geneva, 2023. [Online]. Available:
https://www.weforum.org/reports/the-future-of-jobs-report-2023 [Accessed: Jun. 2026].

[2] M. Bowles, Foundations of Data Science. Melbourne: Future Media Australia, 2021.

[3] D. J. Davenport and D. Patil, "Data Scientist: The Sexiest Job of the 21st Century," Harvard Business Review, vol. 90, no. 10, pp.
70-76, 2012.

[4] S. Bennett, K. Maton and L. Kervin, "The 'Digital Natives' Debate: A Critical Review of the Evidence," British Journal of
Educational Technology, vol. 39, no. 5, pp. 775-786, 2008.

[Al] Anthropic's Claude, private communication, Jun. 2026.
1.3 Turnitin Similarity Score Reflection

Upon submitting my Task 1 written summary to the Turnitin practice link, | received a similarity score of [insert your score]%.
Reviewing the Turnitin report highlighted that the matched sections were largely attributable to common academic phrases and
correctly cited quotations rather than unoriginal writing. To improve this score in future submissions, | would ensure that all source
material is more thoroughly paraphrased in my own words, minimise the use of direct quotations, and vary my sentence structures
to reduce incidental phrase matching. Based on the Generic Assessment Criteria, | would award myself [X]% because [briefly state
why — e.g. | engaged with 4-5 relevant sources, applied IEEE referencing consistently, and addressed the career context clearly,
though my analysis could be developed further].




