


Table of Contents
Introduction	2
Main Body	2
Task 1: Essential Academic and Employment Skills for the future career Path	2
Task 1 (a): Report on Essential Academic and Employment Skills	2
Task 1 (b): Evaluation of Task 1 (a) based on Similarity report	2
Task 2: Collaborative Mind Map and Individual Poster	2
Mind Map (Collaborative)	2
Poster (Individual)	2
Task 3: Virtual Collaboration and RefWorks	2
Report on Virtual Collaboration	2
Step-by-step process of using RefWorks with visuals	2
Task 4: E-Portfolio Creation and Evaluation	2
Task 4 (a): E-Portfolio Creation	2
Task 4 (b): Illustrative Review of E-Portfolio tool Selection	2
Conclusion	2
References	2
Task 1 References:	2
Task 3 References:	2



[bookmark: _Toc193117230]Introduction


[bookmark: _Toc193117231]Main Body
[bookmark: _Toc193117232] 	Task 1: Essential Academic and Employment Skills for the future career Path
[bookmark: _Toc193117233]		Task 1 (a): Report on Essential Academic and Employment Skills
One of the key points of Academic skills is Increasing your knowledge. This is done by making a note of something, highlighting it in a textbook, listen or read something with out taking further action. Another one is memorising and reproducing. Use a mnemonic, make a list of similar things, say it or write it repeatedly, or test yourself or get others to test you. Applying knowledge is one key essential skill. This is done through practicing applying it initially in simple ways, look for examples, work on projects that require this new knowledge, practice using knowledge in reports and essays. This is rounded up with understanding. Think about the knowledge actively in relation to what you know already, consider how the new knowledge relates to what you know, write about it in your own words to make it clear to yourself, break it into sections and discover how they are connected, talk about it, find new information that connects it, make a mind map or other drawing connecting it with other related knowledge, engage in debates, look for ideas or information that might dispel the it [1, p. 16]. 

Some of the more professional skills are time management and personal development planning [2, p. 6]. This is done through creating a personal sense of time, identifying long term goals, create mid-range strategies, plan your day, make good use of your time, manage meetings, manage delegation, keeping a time log [3, p. 2]. Lastly There is communication principles. One of the key principles is active listening the ability to hear, receive, understand, and respond to information. [4, p. 6]
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LISTENING MAY BE
ENOUGH.

We may be fempted o “fix"
the problem, but at fimes,
students just want us fo
listen.

PARAPHRASE.

Try fo paraphrase what
the student said to make
sure you understand and
to show that you are
poying attention.

Tips for

ACTIVE
LISTENING

EVALUATE THE
CONVERSATION.

After you have fully taken in
what the student has soid,

take a moment to evaluate
the conversation.

ASK QUESTIONS.

Ask questions to
encourage the student
1o elaborate on their
thoughts and feelings.

DON'T GIVE ADVICE
TOO QUICKLY.

Allow the student fo finish speaking
before atfempting fo give advice.
You want to make sure that you fully
understand them first.

USE POSITIVE
BODY LANGUAGE.

Show that you are engaged and
interested by nodding, facing the
other person, and maintaining an
open and relaxed body posture.

SHOW EMPATHY. AVOID JUDGMENT.
1f the student voices negafive Your goal is to understand your
feelings, fry 1o validate them. student’s perspectives. Try not to
Consider why they feel fhis way interrupt with your own opinions

and put yourself in their shoes. while the student is speaking




