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TASK 1A
 
Introduction 
 
Task 1a: Essential Skills for study and employment 
· Communication Skills 
Remembering to be polite and well-mannered, will open- up many doors, making it easier for you in a social environment as well as working environment. Being straight forward, blunt and expressing yourself directly will makes it easier for other to understand you and not be confused. In any situation emphasis on the positive side of your ideas for a clear outcome. An effective team member needs to have good listening skills, to concentrate on the peers and their ideas and concerns, and for everyone to reflect from them, so that everyone is on the same level and understanding.
· Teamwork Skills 
Having the skills and ability to work cooperatively with others, by being a productive team member with a positive attitude, leadership, collaboration and excellent communication will help everyone achieve their goals or targets and will motivate others. Also maintaining and developing a good relationship amongst the team members will help with their diverse personality and their knowledge. Considering the viewpoints of team members by being flexible and with an open mind. Furthermore, listening carefully to the team members and to their input, discussions and disagreements, also at the same time being considerate and showing concerns to your team member regarding their interests and opinions. 
 
· Time Management Skills 
Being focused you will not be distracted and waste time, therefore you will complete more work in less time. Using your time wisely will reduce stress and make you feel relaxed. Allowing yourself good time management, will help you to accomplish your goals in an enjoyable and satisfactory manner and keeping yourself organised. You will also have a good strong control of your accomplishment goals, which will make it easy for you to adapt to all situations.

TASK 1B
Task 1b: Check the similarity score of your work. 
I have turned in my Assignment 1a, into the Lab practice Turnitin and I have scored 38% in similarity, but then I have realised that the referencing section was highlighted, and I had to remove it. This is by using/clicking on the filter icon (looks like a funnel) on the right-hand side, click into the square to remove the bibliography and now my similarity is 1%.  I can improve by double checking my work, paraphrasing techniques and by checking direct quotes by presenting speech marks (" "). 
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TASK 2 - E-PORTFOLIO
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I have chosen Microsoft SWAY to create my E-Portfolio making it easy to share and create interactive reports, design presentations, draft personal stories, and a lot more.
With a Microsoft Account, SAWY is free to use. Watch SWAY do all the designing for you, having added your own contents like text, headings, posters, and pictures, it is that easy that you do not need to be skilled in designing, SWAY automatically does it for you with an impressive layout. It also does have a design tab, if you would like to change anything, wanting to make it more personal! 
The build in design engine format your information and save you on time, making your creations looking stunning. Sharing SWAY is super easy to with family friends and co-workers.!!!   

Task 2: Creating an Electronic Portfolio (E-Portfolio) using the Sway application. 
· Go to Microsoft 365 application.
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2 - 
· Find the Sway icon left hand side, click on Sway icon.  
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3 - 
· Open- up a new blank Sway page.
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4 - 
· Title page will appear, Insert all personal details there.
[image: ]
5 - 
· I have 4 tasks, so I have crated 4heading tiles.
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6 - 
· Title your Task 1
· Can also add background picture and enter your text in text box.
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7 - 
· For example, Task 1 Mountains
· Added picture to background and add text about topic.
· By using the rest of the task's tiles, complete all the individual tasks in task 2, 3 and in each tile to complete your E-Portfolio.
I have created my E-Portfolio on SWAY, on the module Learning in the Digital Era. Please see hyperlink below.
https://sway.office.com/LCkuJcI4BAsB4kQR
TASK 3 - MENDELEY REFERENCE MANAGER
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Task 3 - How to download and Install Mendeley Reference Manager: 
· Go to Google search engine. 
· Enter Mendeley Reference Manager in google search bar and enter. 
· Google will take you to Mendeley page.
· Go to download in top right-hand bar and enter. 
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· Press on Download for window, on the top right hand, then let Mendeley by downloaded. 
· Go back to main screen and create an account by click on the button.  
[image: ]
· Enter in your email address. Press on continue. 
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· Type in the relevant details given name, family name and password, press on register. 
· You will have an ELSEVIER welcome account. 
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· Another recommendation is to install Mendeley Web importer, found on bar in the middle, click on the tab. Let it download.
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· This makes it easy to save references that you find online, to go straight to your Mendeley Library account. 
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· You can add this reference yourself manually with relevant information or by the PMID identifier.  
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· Go to Mendeley cite and go to download. 
· Go to get it now and enter. 
· You will find the Mendeley Cite in Reference or in the add in tab.
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· Click on open in window. 
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· Click on reference tab in bar to obtain the reference that you require.
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TASK 4 - POSTER
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Communication in teamwork: - 
By understanding and helping your team members you will be able to create a good team spirit amongst yourselves. Contributing your ideas and thoughts within the group this becomes a key factor in organizing and influencing your success with one another. An essential element of having rules is that your team members may agree or disagree on topics, by discussing the different issues you may have to resolve the conflicts, tensions, and misunderstandings. Feedback is very constructive within your team member, as it will encourage your team members to communicate and have an open mind amongst each other, regarding their different opinions as they may have on positive and negative inputs. Sharing communication can give your team members a clear goal and responsibilities of their duties that apply to themself and others. Team building can also be done through communication to make the bond with each other stronger. It is crucial to maintain peace and collaboration effectively in your communication, so that you can hold a professional and personal relationship within the group and the business. Without good team spirit, there is no communication. To have a properly functioning team and a good healthy cultural atmosphere, it is vital to have a solid foundation of honest communication. When your team members have excellent communication, you and your business can flourish in all aspects. If there are difficulties within your team members of communication, you will all struggle and fail altogether, and you are most likely to be unsuccessful on achieving the objective.  

 Task 4: Collaborate Teamwork and Professional Academic Poster
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"Without good team spirit, there is no communication."
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