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[bookmark: _Toc193117232][bookmark: _Toc193117233] 	Task 1: Essential Academic and Employment Skills for the future career Path
Task 1 (a): Report on Essential Academic and Employment Skills
[bookmark: _Hlk214005145][bookmark: _Hlk214005390]In this modern era, we can see the contribution of computing and software solutions in the workplace. A certificate in this sector is beneficial for students but also crucial to get success in technology-driven industries. Nowadays employers search for those who have qualities like problem-solving, teamwork, and analytical thinking to real-world business challenges.
[bookmark: _Hlk214005179]Essential Academic Skills
Students can go ahead for their career development and lifelong learning through academic skills. For students, research and analytical abilities are essential for academic purposes, as these are helpful to evaluate business software, identify solutions, and keep them updated with emerging technologies [1].

[image: A diagram of employee skills

AI-generated content may be incorrect.] 
[bookmark: _Hlk214005296]                                         Figure: Employability Skills Framework [2].
Communication and writing skills are also equally important through which students can help students document technical processes and present findings clearly. Time management and independent learning enhance the ability to complete projects efficiently, such as coding assignments, group tasks, or technical documentation [3].
[bookmark: _Hlk214005538]Essential Employment Skills
Technical competence, like having the knowledge of applications like Microsoft Excel, databases, and cloud-based business tools (e.g., Google Workspace, ERP systems), is the key to success in the field of computing and business software [4]. 
However, the employers who have the zeal to learn new software solutions can survive in the competitive world of the IT industry [5].
In end, it can be said that the combination of academic and employment skills prepares students for dynamic careers in computing and business environments.
[bookmark: _Toc193117235]Task 1 (b): Evaluation of Task 1 (a) based on Similarity report
[image: ]

My​‍​‌‍​‍‌​‍​‌‍​‍‌ Turnitin similarity score was 16%. This shows that there was very little matched content in my work and the originality of my work is acceptable. The most overlaps are common academic phrases and some reference which are unavoidable in skill-based writing. Next time I can better my work by paraphrasing more, writing definitions in my own words, and giving more personal examples. 
Based on the Generic Assessment Criteria, I would give myself 75% (Merit). The report has a good structure, shows the understanding of academic and employability skills, and is properly referenced; however, it could be further improved by adding more critical discussion and reflection to reach the distinction ​‍​‌‍​‍‌​‍​‌‍​‍‌level.



Task 2: Collaborative Mind Map and Individual Poster
[bookmark: _Toc193117236]		Mind Map (Collaborative)
[bookmark: _Toc193117237]Mind Map Link: https://mm.tt/map/3845106917?t=zkVUczRebZ
[image: A diagram of a website
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Poster (Individual):
Poster Link: 
https://www.canva.com/design/DAG3kNHtewo/8676iyrHckIT6eY_5OfAsQ/edit?utm_content=DAG3kNHtewo&utm_campaign=designshare&utm_medium=link2&utm_source=sharebutton

[image: A poster with text and images

AI-generated content may be incorrect.]

[bookmark: _Toc193117238]                                          
 Task 3: Virtual Collaboration and RefWorks
		
Automatic Referencing Using RefWorks – Forming a Team
This​‍​‌‍​‍‌​‍​‌‍​‍‌ article is an example of the usage of RefWorks, which is an automatic referencing tool, to handle citations and produce IEEE-type references for an academic report on the topic 'Forming a Team'. The task consists of a summary of the topic and a detailed guide with pictures showing the process of working with RefWorks ​‍​‌‍​‍‌​‍​‌‍​‍‌efficiently.
1.Summary of 'Forming a Team'
Assembling​‍​‌‍​‍‌​‍​‌‍​‍‌ an effective team is a decisive move to succeed in academic or professional environments. An efficiently organized team is a combination of members with varied skills who are capable of communicating and having the same vision [1]. It mainly consists of figuring out the goals, distributing the tasks, and encouraging the trust and cooperation among the team members ​‍​‌‍​‍‌​‍​‌‍​‍‌[2].

Firstly,​‍​‌‍​‍‌​‍​‌‍​‍‌ setting common goals guarantees that the team members grasp not only the aim of the project but also their roles. Also, both digital and verbal communication support teamwork and the sense of being answerable to the group [3]. The difference in the members’ origins and qualifications becomes a great source of creativity and problem-solving; however, it needs the leadership that is able to manage and harmonies the different points of view ​‍​‌‍​‍‌​‍​‌‍​‍‌[4].
Assigning​‍​‌‍​‍‌​‍​‌‍​‍‌ roles based on the individual's strengths lessens the work confusion and the overlapping. Typical roles are leader, researcher, communicator, and technical expert [5]. The leaders basically energize and encourage the members and also deal with the conflicts effectively . Some conflict management approaches, like reconciliation and solidarity-building, lead to team unity and the ongoing development of the group ​‍​‌‍​‍‌​‍​‌‍​‍‌[6].
Virtual​‍​‌‍​‍‌​‍​‌‍​‍‌ teams in today's digital world are using tools such as Microsoft Teams, Slack, and Trello to work efficiently together [7] .Keeping motivation and communication going between different time zones is the main challenge of remote work. In the end, the proper formation of teams is a mixture of setting the strategy, having the communication open and sharing the goal to lead the success of the ​‍​‌‍​‍‌​‍​‌‍​‍‌project.

[bookmark: _Toc193117240]		Step-by-step process of using RefWorks with visuals
I used Google Scholar to import references to RefWorks.
 2. How to Use RefWorks for IEEE Referencing Step by Step Guideline
First,  we have to Log in to RefWorks. Go to refworks.proquest.com and log in using my university credentials.
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Step 2 — Create a Folder, After clicking on 'Folders' > 'Create New Folder', give it a name (e.g., Team Formation Assignment).
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Step:3 then search the topic on google scholar
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Then cite RefWorks,
[image: A screenshot of a computer

AI-generated content may be incorrect.]





Step 3 — Import References in to Team formation assignment folder.
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Then complete the import process.
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Then reference will be in this folder like this.
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Then go to Microsoft word format and click add-ins to connect Ref Works.
[image: A screenshot of a computer
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As we are doing IEEE reference so , we will check here our reference is same style. And after writing the sentence ,insert your citation like this.
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From now we will follow  same process.
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After uploading all references then we will do this bibliography. By clicking Insert Bibliography, get an IEEE-formatted list created automatically.
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Task 4: E-Portfolio Creation and Evaluation 
[bookmark: _Toc193117242]		Task 4 (a): E-Portfolio Creation
[bookmark: _Hlk214213942]Portfolio Link: https://2517206.wixsite.com/adnan
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Task 4 (b): Illustrative Review of E-Portfolio tool Selection
​I used Wix to create my e-portfolio because it is simple, user-friendly, and visually appealing. Its drag-and-drop design tools helped me to easily organize my works. Wix also supports images, videos, and doc files, helping me present my work professionally. All I can say is that it provided an accessible and creative way to showcase my learnings. This e-portfolio not only documents my previous assignments but also serve as evolving record of my computer development skill.






Conclusion:
This course helped me to realise that academic skills and professional skills are really important for succeeding in our academic progress and future career development. By studying, working with a group of students, and using digital tools, I learnt a new way that will help me to improve my future development. Creating a mind map with the team and creating an academic poster individually helps us to realise the importance of group work and individual strength. Using the RefWorks tool also creates my ability to use references ethically, easily and academically, ensuring that the work meets IEEE standards. Creating my e-portfolio shows that digital collection of my work, skills, achievements and reflections on professional digital practice.
In the end, it can be said that the combination of academic and employment skills prepares students for dynamic careers in computing and business environments.
.
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Integrity, honesty, and consistency are the
foundations of trust. It fosters a supportive and
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Empathy

The core of empathy is the ability to identify and
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Growth & Learning
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Conclusion
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driven industries. Nowadays employers search for those who have
qualities like problem-solving, teamwork, and analytical thinking to real-
world business challenges.

Essential Academic Skills

Students can go ahead for their career development and lifelong
learning through academic skills. For students, research and analytical
abilities are essential for academic purposes, as these are helpful to
evaluate business software, identify solutions, and keep them updated
with emerging technologies [1].

In this modern era, we can see the contribution of computing and
software solutions in the workplace. A certificate in this sector is
beneficial for students but also crucial to get success in technology-

driven industries. Nowadays employers search for those who have
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Figure: Employability Skills Framework (2]

Communication and writing skills are also equally important through
which students can help students document technical processes and
present findings clearly. Time management and independent learning
enhance the ability to complete projects efficiently, such as coding
assignments, group tasks, or technical documentation [3].

Essential Employment Skills

Technical competence, like having the knowledge of applications like
Microsoft Excel, databases, and cloud-based business tools (e.g., Google
Workspace, ERP systems), is the key to success in the field of computing
and business software [4].

However, the employers who have the zeal to learn new software
solutions can survive in the competitive world of the IT industry [5].
Conclusion

In conclusion, it can be said that the combination of academic and
employment skills prepares students for dynamic careers in computing
and business environments.
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Task 3: Virtual Collaboration and RefWorks

Automatic Referencing Using RefWorks—Forming a Team:

This article is an example of the usage of RefWorks, which is an automatic referencing tool, to handle citations and produce
|IEEE-type references for an academic report on the topic 'Forming a Team.' The task consists of a summary of the topic and a
detailed guide with pictures showing the process of working with RefWorks efficiently.

1. Summary of 'Forming a Team'

Assembling an effective team is a decisive move to succeed in academic or professional environments. An efficiently organized
team is a combination of members with varied skills who are capable of communicating and having the same vision [1]. It mainly
consists of figuring out the goals, distributing the tasks, and encouraging the trust and cooperation among the team members
[2].

Firstly, setting common goals guarantees that the team members grasp not only the aim of the project but also their roles.
Also, both digital and verbal communication support teamwork and the sense of being answerable to the group [3]. The
difference in the members’ origins and qualifications becomes a great source of creativity and problem-solving; however, it
needs the leadership that is able to manage and harmonise the different points of view [4].

Assigning roles based on the individual's strengths lessens the work confusion and the overlapping. Typical roles are leader,
researcher, communicator, and technical expert [5]. The leaders basically energise and encourage the members and also deal
with the conflicts effectively. Some conflict management approaches, like reconciliation and solidarity-building, lead to team
unity and the ongoing development of the group [6].

Virtual teams in today's digital world are using tools such as Microsoft Teams, Slack, and Trello to work efficiently together [7]

.Keeping motivation and communication going between different time zones is the main challenge of remote work. In the end,
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the proper formation of teams is a mixture of setting the strategy, having the communication open and sharing the goal to lead
the success of the project.
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Step-by-step process of using RefWorks with visuals:
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Step 3: then search the topic on google scholar.
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Step 3 — Import References in to Team formation assignment folder.
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Then complete the import process.
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Then reference will be in this folder like this.
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Then go to Microsoft word format and click add-ins to connect Ref Works:
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As we are doing IEEE reference so, we will check here our reference is same style. And after writing
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