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[bookmark: _Toc215758342]Task 1: Essential Skills for Study and Employment
This paper will focus on essential skills for study and employment in the digital era. It will uncover the necessary skills required in the modern working and academic environment while also explaining the key benefits. 
I strongly believe the modern professional landscape demands a mixture of technical competency and crucial transferable ‘soft’ skills [1]. The core competencies essential for academic success and long-term employment include critical thinking, digital literacy and effective communication [2]. From understanding, critical thinking is the foundation in which students find solutions to complex problems and make new discoveries in their studies [3]. This skill translates directly to the workplace as the ability to breakdown obstacles, analyse data and drive fruitful endeavours [4]. 
Digital literacy which encompasses information and technology literacy ensures professionals can discern credible sources, utilise advanced tools and adapt to ever-changing technological platforms [5]. I argue that effective communication and collaboration is essential for successful teamwork and conveying ideas clearly to a diverse audience [2]. Studies show that a proportion of job success in technical fields depend on interpersonal skills than solely on technical ability [6]. 
I strongly believe these skills are fundamental in software engineering. While programming is necessary, career progression will be strengthened by critical thinking to handle complex algorithms and perform analysis [4], [7]. Digital literacy is key for navigating cloud infrastructure and embracing development frameworks [5]. My position is that communication allow engineers to articulate information to product managers and explain technical decisions to non-technical stakeholders, ensuring project success and fostering professional growth [1]. 

Reflection on Similarity Score 
If this submission achieves a similarity score of 25%, I would view this as acceptable, which indicates that the text contains phrasing similar to academic style of writing, even after paraphrasing. I understand citation reduces plagiarism; a high score would suggest poor understanding of the original text.
To improve this next time, I would focus on transformative paraphrasing, ensuring that definitions of concepts such as critical thinking and digital literacy are expressed entirely in my own voice and structure. I would limit the use of direct quotes and ensure they are used when the exact wording is required. I would also ensure all quotes are correctly placed in quotation marks and cited [8]. My overall goal if I had to perform this undertaking in future would be to bring the score down to below 15%.
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[bookmark: _Toc215758344]Task 3: Best Practices for Asynchronous Communication in Virtual Collaboration

Effective virtual collaboration often hinges on optimizing asynchronous communication. These interactions do not require an immediate or simultaneous response to overcome challenges like time zone differences and meeting fatigue [1]. The shift to remote work has highlighted that not all communication needs to be synchronous, which is particularly beneficial for global teams [2]. The key to success is implementing specific protocols to ensure accountability and clarity when using these tools.
​
One of the best practices is the centralisation of information using shared document repositories and project management software. Instead of lengthy email chains critical updates and decisions should be logged in a single, accessible system. This prevents knowledge silos and ensures all team members regardless of their working hours have access to the latest version of project information [3]. As an example, a project manager can summarise the outcomes of a synchronous meeting and post the final decisions to a collaborative platform, tagging relevant team members for review [4].
​
Furthermore, teams must establish clear expectations for response times. While asynchronous communication is inherently non-immediate, a lack of clarity on response windows halts progress. Experts recommend segmenting communication i.e., quick acknowledgments such as an emoji reaction for receipt of a message versus detailed responses i.e., within 24 hours for complex inquiries [1]. This structure helps reduce anxiety and maintains workflow momentum across different time zones. Successful virtual teams also make use of visual aids, such as embedded screenshots and short video explanations, within asynchronous tools to minimize ambiguity often inherent in text-only messages [2].
​
Ultimately, asynchronous communication supported by tools like RefWorks for managing research is a vital component of virtual team resilience provided it is governed by clear structure, thoughtful documentation, and respected response boundaries [4].

[bookmark: _Toc215758345]Pratical Use of Refwork 
For this task, I used RefWorks and its integrated add-in, the RefWorks Citation Manager (RCM), to manage the sources and implement the required IEEE style. This ensured all in-text citations and the reference list were accurately formatted.
[image: ]
The image above shows me the main dashboard of Refwork before any material was upload.
[image: ]The image above shows all 4 references being imported into RefWorks to prepare for citations.




[image: ]The image above shows the settings being changed to suit the required referencing style in this assignment.
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The final image shows the upload references being and cited and creating the biography.
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The e-portfolio for this assignment was created using Wix.

Rationale for using Wix:

1. Professional Design and Templates: Wix offers a wide selection of professional,
visually polished templates. This allows for the creation of an e-portfolio that is not
only functional but also demonstrates strong presentation and design skills, essential
for a final submission.

2. Customisation and Media Integration: The platform features a robust drag-and-drop
editor, providing extensive control over layout and design. This is ideal for
integrating diverse media such as embedded links, high-quality images of the A3
poster, and text blocks required to display the answers for Task One and Task Two
effectively.

3. Accessibility: Once published, Wix provides a single, reliable public
URL. This simple link sharing ensures that the final e-portfolio is easily accessible and
viewable by the tutor on any device, directly meeting the accessibility requirement.
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