	[bookmark: _Hlk214483025]
	

	Learning in the Digital Era
	

	
	 


















21-11-2025
Component 1- E-Portfolio

	
	Norman Girishanth 
 Dipo Dunsin

	
	




Table of Contents
TASK 1A
1. Write a summary of approx. 250-word (with visuals)
2. Keyword: essential skills for study and employment
3. Explain how these skills will help you in your chosen career.
4. Use the IEEE referencing style and include 4-5 sources
5. including two online sources, one credible book and two credible articles
 TASK 1B
1. Submit your work (Task1A) to the Turnitin link
2. check your similarity score.
3. include a reflection of approx. 100 words on
4. Your similarity score and how you could improve it next time
5. state the mark out of 100% you would award yourself and briefly explain why
TASK 2
1. Create an A3 poster
2. explains why teamwork is important for academic and career success
3. based on the Moodle Unit 2 topic 4 “Life is a Team Sport”.
4. Complete these two short courses on UWTSD Careers platform.
5. Follow the ‘Academic Poster Guidelines’ on Moodle 
6. and include 4-5 citations and references (IEEE)
TASK 3
1. Use an automatic referencing tool (such as RefWorks) to add relevant IEEE citations and a reference list to the task outlined below. [1]
2.  Select one of the topics in Moodle Unit 3 ‘Virtual Collaboration’ and summaries some of the main points with several supporting citations and accompanying screenshots/images.
3. Document several screenshots with brief accompanying description to provide practical evidence of the use of RefWorks/other automatic referencing management tool. (Approx 100 words) In task 4 below, include your answer to task 3 in the e-portfolio
 TASK 4
1. a. Create an Online e-portfolio with a page for each task answer for this Assignment.
2. Build an online e-portfolio (using Google Sites, Wix, or another platform) and include your completed tasks
3. If necessary, use links and images to display your work.
4. Your e-portfolio should have a welcome/title page, and the Assignment task answers.
5. On a page in your e-portfolio explain which tool you used to create it and why
6. Then take a screenshot of each page of your e-portfolio and document the screenshot in your word submission document (template below).
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INSTRUCTIONS

The IEEE referencing style, commonly used in technical fields like engineering and computer science, is a numerical system that connects a bracketed number in your text to a corresponding entry in a numbered reference list at the end of the document. 

· Numbering: Sources are numbered sequentially in the order they first appear in the text. Once a source is assigned a number, that same number is used for all subsequent citations of that source.
· Placement: The bracketed number is typically placed at the end of a sentence or phrase, before the final punctuation mark.
· Example: This theory has been extensively researched [1].
· Multiple sources: To cite several sources at once, separate their numbers with commas. For a range of consecutively numbered sources, use an en-dash.
· Example: Other studies have explored this issue [3, 4], [7]–[9].
· Referring to authors: You do not need to mention the author's name in the citation itself, but you can if it is relevant to the text. For a source with three or more authors, use the first author's name followed by et al..
· Example: Jones [2] suggested a new approach.

· Specific pages or figures: When citing a specific part of a source, like a direct quote, include the page number or other marker in the brackets.

· Example: It was concluded that the results were significant [5, p. 28]. 





Reference list
· Heading: The list of all full references, titled "References" in bold, appears on a separate page at the end of your paper.
· Order: Entries are not listed alphabetically. Instead, they are numbered sequentially based on the order in which they first appeared in the text.
· Indentation: Each entry is formatted with a hanging indent, so the number is flush with the left margin and the text is indented.
· Basic components: A standard reference typically includes the following elements, though formatting varies by source type:
o Reference number in brackets
o Author's initials and last name
o Title of the article, paper, or chapter in quotation marks
o Title of the journal, book, or website in italics
o Relevant publication details (volume, issue, publisher, date)
Key differences from other styles
The IEEE format differs from author-date styles like APA and MLA primarily in its use of numbers rather than author names and publication years in the body of the text. This makes for more concise in-text citations, as full bibliographic information is only given once in the final reference list.
Essential skills, often called soft skills, are highly valued by both academic institutions and employers because they are transferable across various contexts and roles. While technical, or "hard," skills may get a candidate through an initial screening, soft skills often determine long-term success. For students, these skills are foundational for effective learning, while for employees, they are vital for career progression.
One of the most important skills is communication, which includes articulate speaking, clear writing, and active listening. Effective communication fosters collaboration, builds relationships, and prevents misunderstandings in team settings. Another crucial ability is critical thinking, which involves analysing information logically, evaluating evidence, and formulating sound judgments. This directly underpins academic research and is essential for complex problem-solving in the workplace.
Problem-solving extends critical thinking by focusing on developing and implementing creative solutions to challenges. Employers seek individuals who can proactively identify issues and devise efficient ways to overcome them. Closely related is adaptability, the ability to adjust to new situations, technologies, and environments. In today's rapidly evolving job market, professionals who can continuously learn and adapt are particularly valuable.
Other vital competencies include time management, which enables individuals to meet deadlines and prioritize tasks effectively, and teamwork, which involves collaborating harmoniously with diverse colleagues toward a common goal. A strong work ethic, self-motivation, and resilience also feature prominently in employer expectations. Emotional intelligence and strong interpersonal skills are equally valued, as they contribute to a positive and productive work environment.
Developing these skills helps individuals to not only perform their job functions efficiently but also build meaningful professional relationships, contribute to a positive company culture, and navigate the complexities of their careers.
In-text citations
· Place a number in square brackets at the end of the relevant sentence or clause.
· Number citations sequentially in the order they first appear in the text.
· To cite multiple sources, use a comma to separate the bracketed numbers, or a range for consecutive numbers, e.g., [1, 3, 5] or [4]–[7].
· Include a page or section number for direct quotes, tables, or figures, e.g., [2, p. 3].
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life is a team sport

"life is a team sport" means that success and happiness are rarely achieved alone, but are built on collaboration and support from others, such as family, friends, and colleagues. 
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Accountability
Accountability is the state of being responsible to someone or for some action, ensuring that actions, decisions, and outcomes are reported and justified. It is a fundamental concept in business, governance, and personal ethics. 
Core Definition
Accountability primarily means:
· Answerability: Having to provide an explanation or justification to a relevant authority (e.g., a manager, a team, a client, or the public) for one's actions.
· Ownership of Outcomes: Accepting responsibility for the results (successes and failures) of one's decisions and assigned duties.
· Transparency: Operating in a way that allows others to observe and verify that duties are being fulfilled according to established rules or expectations. 
Key Characteristics
	Feature 
	Description

	External Pressure
	Accountability is often imposed externally; you are accountable to someone else.

	Defined Scope
	It usually relates to specific goals, tasks, or job descriptions.

	Consequences
	A true system of accountability includes consequences, both positive and negative, based on performance against expectations.

	Structured
	It relies on clear reporting lines, performance metrics, and transparent processes.


Accountability vs. Responsibility
While often used interchangeably, there is a subtle distinction:
· Responsibility is about the duty itself—the task you are assigned to do.
· Accountability is about answering for the completion and outcome of that duty. 
For example, a project manager is responsible for ensuring the project is completed on time. They are accountable to the CEO for meeting that deadline and must explain why if they fail to do so. 
Summary
In essence, accountability is the mechanism that ensures commitments are met, roles are clear, and there is transparency in performance. It is crucial for building trust, improving performance, and ensuring that individuals and organizations operate ethically and effectively.




Ownership

Ownership generally refers to the legal right to possess and control property or assets. However, in a professional or workplace context, ownership (or an "ownership mindset") describes an employee's personal initiative and commitment to a project, task, or the organization's overall success as if they were a literal owner of the company. 
Key Aspects of Professional Ownership
· Internal Motivation: Unlike accountability, which is often externally imposed, the drive for ownership comes from within the individual.
· Proactivity and Initiative: Individuals with an ownership mindset don't wait for instructions. They anticipate problems, seek out solutions, and proactively look for ways to improve processes or add value beyond their basic job description.
· Focus on the Big Picture: They align their daily work with the company's long-term goals and mission, understanding how their contributions impact the organization as a whole.
· Accepting Responsibility: They take responsibility for both successes and failures, viewing mistakes as learning opportunities rather than something to blame on others.
· Commitment to Quality: They are invested in the outcomes and strive for excellence in every task, refusing to do the bare minimum required to "just pass". 
Why Ownership Matters
Cultivating an ownership mindset among employees offers significant benefits, including: 
· Increased employee engagement and job satisfaction.
· Higher productivity and innovation.
· Improved team collaboration and trust.
· Better decision-making, as employees weigh risks and benefits thoughtfully. 
In essence, an ownership mindset transforms a job into a personal investment, leading to more motivated employees and stronger organizational performance.



Conflict resolution is the formal or informal process by which two or more parties find a peaceful, mutually agreeable, and lasting solution to a dispute or disagreement. The goal is to address the underlying causes of the conflict to foster understanding, collaboration, and fair outcomes, preventing the issue from escalating into dysfunction. 
Key Principles
Effective conflict resolution focuses on several core principles:
· Active Listening: Paying full attention to what the other person is saying to understand their perspective and underlying needs, not just their stated position.
· Open Communication: Creating a safe environment where all involved parties feel comfortable expressing their thoughts, feelings, and concerns without fear of retaliation.
· Focus on Interests, Not Positions: Moving beyond what people say they want (their position) to discover their fundamental needs, desires, and concerns ( their interests) to find common ground.
· Neutrality and Impartiality: Involving a neutral third party (like a manager or external mediator) to ensure that the process is fair and unbiased, and all perspectives are considered equally.
· Collaboration: Encouraging parties to work together to find a "win-win" solution that satisfies everyone's concerns as much as possible, rather than having one side dominate. 
Common Strategies
Different situations call for different approaches, known as the five conflict management styles: 
1. Collaborating (Win-Win): The ideal approach where parties work together to find a creative solution that fully satisfies all concerns. This is best for important issues where a long-term relationship is valuable.
2. Compromising (Lose-Lose): Each party makes concessions to reach an acceptable, quick solution. This is best when a fast resolution is needed and neither goal is worth a major conflict.
3. Accommodating (Yield-Win): One party puts the other's needs first to preserve the relationship. This is useful when the issue is more important to the other person or if you are in the wrong.
4. Competing (Win-Lose): An assertive style where one party pursues their own concerns at the other's expense. This is generally used in a crisis or when an unpopular, decisive action is needed quickly.
5. Avoiding (Lose-Lose): Sidestepping the conflict entirely, either to allow a "cool-off" period or when the issue is trivial. If used too often, it can lead to unresolved resentment. 
Effective conflict resolution skills are vital for maintaining a healthy work environment, improving productivity, strengthening relationships, and ensuring that disagreements lead to positive development rather than dysfunction. 












Effective communication 

Effective communication is the process of exchanging ideas, thoughts, opinions, knowledge, and information so that the message is received and understood with clarity and mutual purpose. It goes beyond just transmitting information; it involves understanding the emotion and intentions behind the message, ensuring both the sender and receiver feel satisfied and understood. 
Key Components and Principles
Effective communication is a two-way street that relies on both speaking and listening skills. Key elements include: 
· Clarity and Conciseness: The message should be direct, simple, and easy to understand, avoiding jargon or unnecessary details. Being brief saves time and reduces the risk of misunderstandings.
· Active Listening: This involves fully focusing on the speaker, paying attention to both verbal and non-verbal cues, and demonstrating engagement (e.g., through eye contact and nodding). Active listeners listen to understand, not just to reply.
· Non-Verbal Cues: Body language, facial expressions, eye contact, and tone of voice convey a significant portion of a message's meaning (some studies suggest up to 90%). Ensuring your non-verbal signals align with your words is crucial for building trust.
· Empathy and Respect: Understanding and acknowledging the other person's perspective and feelings, even if you disagree, is vital for building strong relationships and reducing conflict. Respectful communication involves addressing people by name and being courteous.
· Feedback: The communication process is a cycle. Providing and receiving constructive feedback helps confirm understanding and ensures alignment between the intended message and how it was received.
· Choosing the Right Medium: The best method for communication (face-to-face, email, phone call, etc.) depends on the context and urgency of the message. Complex or sensitive issues are often best handled in person to leverage non-verbal cues and tone.
· Consideration of Audience: Tailoring your message to the specific audience's background, knowledge level, and cultural context helps ensure it is received effectively. 
Benefits of Effective CommunicationMastering effective communication skills can lead to numerous benefits in both personal and professional life:
· Improved productivity and decision-making.
· Enhanced collaboration and teamwork.
· Reduced misunderstandings and conflict resolution.
· Stronger relationships and increased trust.
· Higher employee engagement and satisfaction. 
Effective communication is a continuous skill that requires practice and self-awareness to improve over time. 


problem Ing- solving and creativity

Problem-solving is the process of identifying a problem, generating potential solutions, evaluating those options, and implementing the best solution.
Identify the problem
	Identify the problem

	define the problem

	Recognize the Gap:

The process starts by acknowledging a discrepancy between the current situation (what is happening) and the desired state (what should be happening).
	Focus on the Core Issue:

The definition should identify the root cause of the problem, not just the surface-level symptoms. Techniques like the "5 Whys" can help you drill down to the fundamental origin of the issue.

	Gather Information:

Collect relevant quantitative (data, metrics) and qualitative (observations, stakeholder opinions) information to understand the full context of the issue. Involve those who are directly affected by the problem to gain multiple perspectives.
	Be Specific and Measurable: 

Avoid vague language. Use quantifiable data to describe the problem's scope, frequency, and impact

	Avoid Stating Disguised Solutions:

Ensure the problem statement describes the issue, not a potential solution. For example, instead of "We need more staff," the problem might be "Our call center wait times have increased by 20% in the last month".

	Avoid Presupposing Solutions or Blame:
The problem statement should describe the issue objectively, without suggesting a solution or assigning fault. This keeps the door open to creative and effective solutions and fosters a collaborative environment.

	Include Key Context: 

What is the problem?
Where is it occurring?
When does it occur?
Who is affected?
Why is it important to solve (the impact/consequences)?

	



Conflict resolution 
Conflict resolution is the structured process used by two or more parties to reach a peaceful and mutually acceptable solution to a disagreement or dispute. This is a vital essential team skill, as it allows teams to manage inevitable disagreements constructively, thereby maintaining positive working relationships and preventing minor issues from escalating into significant disruptions to productivity and morale. The primary goal is not to eliminate conflict entirely, but to channel it into productive dialogue.


   

TASK 3
Topic 2: Riding the storm
In this topic, you will be looking at how conflict and friction can occur between virtual team members and the dangers associated with conflict avoidance
Conflict and friction are virtually inevitable within virtual teams, primarily because distance magnifies communication challenges. The very nature of remote work strips away the non-verbal cues (body language, tone of voice, facial expressions) that lubricate in-person communication and help provide crucial context [1]. Without these cues, text-based communications like emails and chat messages are ripe for misinterpretation. What a sender intends as a neutral directive might be received as dismissive, demanding, or sarcastic by a stressed recipient.
Furthermore, building the foundational trust and rapport that helps in-person teams navigate disagreements constructively is significantly harder in a virtual setting. "Water cooler talk" and casual interactions build social capital; the absence of these interactions in remote environments often results in a purely transactional focus [1]. This makes team members less likely to extend the benefit of the doubt during a disagreement.
Cultural differences also play a significant role. Communication styles vary widely across cultures—some prefer direct feedback, while others favor indirect harmony-preserving language. When these styles clash in an asynchronous, text-heavy environment, friction is a common outcome [2]. Additionally, information asymmetry, where some members feel perpetually excluded from key communications, can foster resentment and a perception of unfair treatment.
The most dangerous response to this friction is conflict avoidance. When virtual teams ignore simmering tensions to preserve an artificial "peace," they incur substantial risks. Unaddressed minor misunderstandings do not disappear; they fester, leading to deep-seated resentment, siloed work, and a toxic team environment [3].
This avoidance stifles innovation and optimal decision-making. Healthy debate and the vigorous exchange of diverse perspectives are essential for critical thinking and robust problem-solving. A fear of disagreement results in groupthink and suboptimal solutions [3]. Energy that should be directed toward the project's goals is instead spent on navigating around the conflict, severely eroding team performance, morale, and productivity.
To counteract these dangers, organizations must acknowledge that conflict is normal. They should actively foster a culture of psychological safety where team members are empowered to respectfully challenge ideas and address interpersonal issues transparently. Utilizing communication tools designed for clarity and establishing ground rules for engagement can mitigate misunderstandings, ensuring that friction leads to growth rather than breakdown.

 [1] C. D. Cramton, "Finding common ground in dispersed collaboration," Organizational Dynamics, vol. 30, no. 4, pp. 351–367, 2001.
[2] J. Brett, Negotiating globally: How to negotiate deals, resolve disputes, and make decisions across cultural boundaries. Boston, MA, USA: Harvard Business Press, 2001.
[3] P. Lencioni, The five dysfunctions of a team: A leadership fable. San Francisco, CA, USA: Jossey-Bass, 2002.






Sources of Conflict in Virtual Teams
Several factors unique to virtual settings breed conflict:
· Communication Gaps: The absence of non-verbal cues (body language, tone of voice) in text-based communication is a prime cause of misinterpretation. A neutral message can be read as dismissive, sarcastic, or demanding.
· Lack of Trust and Rapport: Building the necessary trust that lubricates in-person interactions is challenging virtually. Teams often focus purely on tasks, neglecting the social bonds needed to weather disagreements constructively.
· Cultural and Time Zone Differences: Diverse working styles, directness in communication preferences, and asynchronous work patterns can lead to friction. What is perceived as efficient in one culture might be seen as rude in another.
· Information Asymmetry: Team members may feel left out of the loop, leading to resentment and a perception of unfair treatment or favoritism, especially if communication channels are not consistently transparent.
The Dangers of Conflict Avoidance
A common and highly dangerous response to virtual friction is conflict avoidance. Teams may choose to ignore tension to maintain an artificial sense of harmony, a "peace at all costs" mentality. This approach carries significant risks:
· Escalation and Resentment: Unaddressed minor issues fester and grow into deep-seated resentment and toxicity, eventually leading to a complete breakdown in working relationships.
· Suppressed Innovation: Healthy disagreement and debate are essential for critical thinking and innovation. Avoidance stifles the exchange of diverse perspectives, leading to suboptimal solutions and poor decision-making.
· Reduced Performance and Productivity: The stress and distraction caused by underlying tension erode team cohesion, focus, and productivity. Energy is spent navigating around the conflict rather than solving the task at hand.
· Employee Attrition: A toxic or uncomfortable team environment is a major driver of low morale and high employee turnover.
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Screenshots serve as crucial visual evidence within research and documentation workflows using tools like RefWorks. They function as verifiable snapshots of digital actions or outputs, providing concrete proof that specific tasks were completed correctly.
Within RefWorks, screenshots might be used to:
· Verify imports: Confirm that references were successfully uploaded from a database.
· Document formatting: Show that a bibliography was correctly generated in a specific citation style (e.g., IEEE).
· Illustrate Errors: Capture a precise error message for technical support.
Ultimately, these images transform ephemeral screen activity into permanent, verifiable evidence, demonstrating compliance with requirements or documenting progress. They remove ambiguity by offering a direct visual record of the software's state at the moment the task was performed.
















TASK 4
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1. Within the Wix Website Editor, the first step is to locate and click on the button labeled “+ Create New Site.” This option allows you to start building a brand-new website from scratch, guiding you into the setup process where you can choose a template, define your site’s purpose, and begin customizing its design and features.
2. On the following page, you will need to click the “Design Site” button. This action will take you directly into the website design environment, where you can begin customizing the layout, appearance, and overall look of your new site. It serves as the gateway to editing tools, templates, and visual elements that help you shape your website according to your preferences.
3. After completing that step, you will be prompted to either select a pre-made template or create an entirely new template from scratch. Choosing a pre-designed template allows you to start with a professionally crafted layout that you can customize to fit your needs, while creating your own template gives you full creative control over every element of the site’s design. This decision sets the foundation for how your website will look and function moving forward.
4. The next step is to begin adding various elements to your site, such as titles, paragraphs, text boxes, and other content components. These elements allow you to structure your pages, convey information clearly, and create a visually appealing layout. By dragging and placing these items where you want them, you can start shaping the overall design and ensuring your website communicates the message you intend.
5. Then, if we choose to enhance our website further, we can add images, charts, or other visual aids. These visual elements help make the site more engaging, informative, and visually appealing. Images can showcase products, illustrate ideas, or improve the overall aesthetic, while charts and graphics can help present information in a clear and organized way. Adding these elements allows us to create a richer and more dynamic browsing experience for our visitors.
6. If we want to add more variation and personality to our work, we can edit the text by choosing different fonts, adjusting the size of the words, or changing the color of the letters. These customization options allow us to create a unique style, highlight important information, and make the overall design more visually appealing.
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Our

Riding the storm

At StormRide, we are passionate about sharing the joy
of horse riding and creating unforgettable memories
for our visitors. Our experienced team is committed to
delivering exceptional services tailored to meet your
specific needs, ensuring a thrilling and immersive
experience for all.
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Why Choose
StormRide

At StormRide, we prioritize rider satisfaction and offer
personalized experiences to meet individual preferences. Our
team ensures your safety and enjoyment, providing reliable and
attentive guidance.

Exceptional Guides

most likely refers to either a book on strategic business planning
during turbulent times or a specific type of adventure tourism
with expert guides.
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Topic 2:
Riding the stormin this topic, you will be looking at how conflict and friction can occur between virtual team members and the dangers associated with conflict avoidanceConfiict and friction are virtually inevitable within

virtual teams, primarily because distance magnifies communication challenges. The very nature of remote work strips away the non-verbal cues (body language, tone of voice, facial expressions) that lubricate in-person
communication and help provide crucial context [1]. Without these cues, text-based communications like emails and chat messages are ripe for misinterpretation. What a sender intends as a neutral directive might be received
as dismissive, demanding, or sarcastic by a stressed recipient.Furthermore, building the foundational trust and rapport that helps in-person teams navigate disagreements constructively is significantly harder in a virtual
setting. *Water cooler talk” and casual interactions build social capital; the absence of these interactions in remote environments often results in a purely transactional focus [1]. This makes team members less likely to extend
he benefit of the doubt during a disagreement.Cultural differences also play a significant role. Communication styles vary widely across cultures—some prefer direct feedback, while others favor indirect harmony-preserving
language. When these styles clash in an asynchronous, text-heavy environment, friction is a common outcome [2]. Additionally, information asymmetry, where some members feel perpetually excluded from keyf
ommunications, can foster resentment and a perception of unfair treatmentThe most dangerous response to this friction is conflict avoidance. When virtual teams ignore simmering tensions to preserve an artificial “peace,’
hey incur substantial risks. Unaddressed minor misunderstandings do not disappear; they fester, leading to deep-seated resentment, siloed work, and a toxic team environment [3)This avoidance stifles innovation and optimal
ecision-making. Healthy debate and the vigorous exchange of diverse perspectives are essential for critical thinking and robust problem-solving. A fear of disagreement results in groupthink and suboptimal solutions 3]
Energy that should be directed toward the project’s goals is instead spent on navigating around the conflict, severely eroding team performance, morale, and productivityTo counteract these dangers, organizations must

cknowledge that conflict is normal. They should actively foster a culture of psychological safety where team members are empowered to respectfully challenge ideas and address interpersonal issues transparently. Utilizing|
ommunication tools designed for clarity and establishing ground rules for engagement can mitigate misunderstandings, ensuring that friction leads to growth rather than breakdown|




