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[bookmark: _Toc193117230]Introduction
In this assignment, I explored the key academic and employability skills needed for my future career. I wrote a report discussing these important skills and reflected on my work using a similarity report. I also created a collaborative mind map and an individual poster to present my ideas. In addition, I looked at virtual collaboration and learned how to use RefWorks step by step. Finally, I developed and reviewed an e-portfolio. Overall, this assignment helped me better understand the skills I need for my studies, future work, and long-term success.
[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
Critical thinking: is the ability to think carefully instead of accepting it. Involves questioning ideas, analysing arguments, and deciding whether information is reliable and supported. students are expected to look beyond surface facts and understand why something is true, not just what is true. This skill is important because it allows students to form their own opinions based on evidence. Instead of repeating what others say, they learn to evaluate information and make logical conclusions [1].
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Figure1: Critical Thinking [2].
Academic Writing: academic texts usually follow a pattern that includes an introduction, well-developed body paragraphs, and a conclusion. Each paragraph should focus on one main idea and be supported with evidence from reliable academic sources. This helps make the writing clear, coherent, and persuasive.  Another important point is the use of an appropriate academic style, writing should be formal, objective, and precise. This means avoiding informal language, slang, and unsupported personal opinions. The focus should be on clarity and accuracy so that complex ideas can be communicated effectively [3].
Independent Learning: This means taking responsibility for one’s own learning instead of relying completely on teachers, this includes planning their time, setting learning goals, finding and selecting information, and monitoring their own progress. Is about what you understand and what you need to improve. You must read independently, research topics, prepare assignments, and revise for exams on their own. This helps develop self-discipline and problem-solving skills. Reflection is therefore a key part of independent learning [4].
Teamwork: this is the ability to work effectively with others to achieve shared goals by cooperating, communicating, and taking responsibility within a group.
Requires clear communication and positive interaction among group members. Each person must contribute ideas, listen to others, and respect different opinions. The teams depend on mutual trust, shared responsibility, and clear roles, so that all members understand what is expected of them [5].

[image: ]
Figure 2: Team Work [6].
Adaptability: adaptable individuals are open to learning and willing to change their approach when circumstances change. Instead of resisting new ideas or situations, they analyse what is happening and respond in a flexible way. This skill is especially important in environments that are uncertain or constantly evolving, such as universities and modern workplaces.
When faced with difficulties, adaptable people look for solutions, learn from mistakes, and improve their strategies. This allows them to remain effective even when plans do not work as expected [7].



[bookmark: _Toc193117234]		Task 1 (b): Evaluation of Task 1 (a) based on Similarity report
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The similarity percentage was reduced by rewriting the ideas in my own words instead of relying on the original phrasing. I changed the structure of the sentences and used simpler language to explain the same concepts in a clearer and more personal way. This approach reflects my understanding of the topic rather than copying directly from sources.
In addition, I used shorter and more direct sentences, which helped reduce the similarity score while still keeping the original meaning. All references were still included to ensure that academic integrity was maintained. Overall, this work shows that I was able to paraphrase effectively and express ideas in my own way.
The remaining similarity (38%) is mainly due to the template used for the assignment, which contains standard wording that cannot be changed.
I believe this work deserves a mark of around 70 out of 100 because it meets the main objectives of the task and demonstrates a clear understanding of essential academic and employability skills such as critical thinking, academic writing, independent learning, teamwork, and adaptability. The content is structured logically and written in an appropriate academic style, supported by relevant explanations and references.
However, I am aware that there are areas where I can improve. For example, the presentation of my work could be better, as my handwriting was not as clear or organised as it should be. I recognise this and I am working on improving it so that my future assignments are presented more clearly and professionally. Overall, this assignment shows a good level of effort and learning, and it provides a strong base for further improvement.
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[bookmark: _Toc193117236]		Mind Map (Collaborative)
Mind Map Link:   https://mm.tt/map/3952545974?t=eS3T7N52z4 
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Poster (Individual)

Link: https://canva.link/ov1lbf3pp3b11xf
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[bookmark: _Toc193117238]Task 3: Virtual Collaboration and RefWorks
[bookmark: _Toc193117239]		Report on Virtual Collaboration
Unit 3: Topic 1 (Forming a team)  
Nowadays, virtual collaboration has become an essential part of the way people work, especially with the increase in remote jobs and teams working from different locations. Virtual collaboration refers to people working together using digital tools instead of meeting face to face. The way a virtual team functions depends on the behaviour, communication style, and interaction between its members in an online environment.

When a team is created, it usually goes through different stages of development. One well-known model is Tuckman’s stages of team development, which include forming, storming, norming, performing, and adjourning. At the forming stage, team members begin to get to know each other and understand the purpose of the group. It is normal for individuals to feel unsure about their roles at this stage.

As the team progresses to the storming stage, disagreements may appear due to different opinions or working styles. During the norming stage, the team starts to resolve conflicts, build trust, and work more cooperatively. Finally, in the performing stage, the team works efficiently towards achieving its goals [1].
Trust plays a key role in virtual collaboration. Since there is no physical interaction, it can be more difficult to build strong relationships between team members. Research shows that the lack of face-to-face communication can sometimes lead to misunderstandings or reduced trust. For this reason, it is important to encourage open communication, honesty, and reliability within the team. When members feel comfortable sharing ideas and asking for help, the team performs better [2].
Another important concept is vulnerability-based trust. This type of trust develops when individuals feel confident enough to admit mistakes, ask for support, and express concerns. Teams that build this kind of trust tend to be more creative, collaborative, and effective when solving problems [3].
Setting clear goals is also essential in virtual teamwork. The FAST goal framework suggests that goals should be frequently discussed and should be Ambitious, Specific, and Transparent. Clear goals help teams stay organised and focused, even when working from different locations [4].

 In summary, effective virtual collaboration depends on strong communication, trust, clear objectives, and an understanding of how teams develop over time. When these elements are managed properly, virtual teams can work efficiently and achieve successful outcomes.



[bookmark: _Toc193117240]		Step-by-step process of using RefWorks with visuals
1. We need to set up an account on RefWorks.
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2. We will create a new folder.
[image: ]


3. Google Scholar will display a list of academic results, such as journal articles, theses, books, and conference papers related to your topic.
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4. At the bottom of each search result, select the “Cite” option. From the citation menu, choose RefWorks. This will redirect you to the RefWorks platform, where you will be prompted to select a destination folder. After choosing the appropriate folder, proceed to import the reference into your RefWorks library.[image: ]



5. Set up RefWorks in Microsoft Word. Select the citation style as “IEEE UWTSD.” Within the “My References” section, you will be able to view and manage all of your imported references.[image: ]

6. To insert a reference, place the cursor at the end of the sentence, before the full stop. Then, open RefWorks Citation Manager (RCM) in Microsoft Word. Select the desired reference from your library and click “Insert Citation” to add it to your document.[image: ]

7. After inserting all references, proceed to generate the bibliography. Open RefWorks Citation Manager (RCM) in Microsoft Word and select the option to insert or generate a bibliography. The bibliography will be automatically created based on the selected citation style[image: ]

8. “IEEE UWTSD’.
[image: ]




9. Finally from RefWorks Citation Manager you can manage all your references and many more.
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[bookmark: _Toc193117241]Task 4: E-Portfolio Creation and Evaluation
[bookmark: _Toc193117242]		Task 4 (a): E-Portfolio Creation
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[bookmark: _Toc193117243]		Task 4 (b): Illustrative Review of E-Portfolio tool Selection
For my e-portfolio, I decided to use WordPress, and overall it was a very positive experience. One of the main advantages of WordPress is the wide variety of themes available, many of which are free. This made it easier to choose a design that suited the requirements of the projects.
In addition, WordPress offers a large number of plugins that allow users to build professional websites without needing advanced technical or coding skills. I found Elementor especially useful because of its simple interface and flexibility when designing pages.
For this project, I used the free version of Elementor, together with plugins such as Classic Editor and an Elementor add-on to improve functionality. The theme I selected was Portfolio One, which is also available for free in the WordPress library.
Overall, using WordPress helped me develop practical digital and design skills, while also allowing me to create a professional and visually clear e-portfolio.

Conclusion

This assignment helped me better understand the importance of academic and employability skills for my future career. I developed a clearer understanding of key skills such as critical thinking, research, communication, problem-solving, and digital literacy, and how they apply in both academic and professional contexts.
I also gained practical experience in teamwork through the group mind map activity and improved my creativity by designing my own poster. In addition, tasks such as virtual collaboration and using RefWorks helped me strengthen my technical and research skills. Creating an e-portfolio using WordPress was another valuable part of the process, as it allowed me to present my work in a more professional way.
Overall, this assignment increased my confidence, improved my practical abilities, and provided me with useful skills that will support both my studies and future career.

[bookmark: _Toc193117246]	Task 1 References:
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Managing emotions and practicing empathy are
essential skills that help individuals build strong,
supportive relationships in both personal and
professional settings [1]. When people understand and
regulate their own emotions, they can respond
thoughtfully rather than react impulsively [2]. Empathy
allows individuals to recognize and respect the
feelings of others, creating trust and cooperation
within a team. Together, these skills promote effective
communication, reduce conflicts, and encourage
mutual support. In a world where collaboration is key,
emotional awareness and empathy enable people to
work harmoniously, solve problems collectively, and
achieve shared goals, reinforcing the idea that life
truly functions as a team sport [3].
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(A) Report on Essential Academic and Employment Skills

Task 1 (a): Report on Essential Academic and Employment Skills

Critical thinking: is the ability to think carefully instead of accepting it. Involves questioning ideas,
analysing arguments, and deciding whether information is reliable and supported. students are expected
to look beyond surface facts and understand why something is true, not just what is true. This skill is
important because it allows students to form their own opinions based on evidence. Instead of repeating
what others say, they learn to evaluate information and make logical conclusions [1].

i '

Figure1: Critical Thinking [2].

(B) Evaluation of Task 1 (a) based on the Similarity report

The similarity percentage was reduced because the ideas were rewritten using original wording. The
sentence structure was changed, and simpler synonyms were used to express the same concepts in a
different way. This shows understanding of the content rather than copying from sources. In addition, the
use of shorter sentences and clear language helped reduce similarities while keeping the original
meaning. All sources were still acknowledged, which maintains academic integrity. Overall, the work
demonstrates effective paraphrasing and original expression. The similarity percentage that | have in this

assignment is from the template that | am using (38%).
I believe that this work deserves a mark of 70 out of 100, as it meets the main objectives of the task an
demonstrates an understanding of essential academic and employment skills such as critical thinking,
academic writing, independent learning, teamwork, and adaptability. The content is organised logicall
and written in an appropriate academic style, with relevant explanations supported by references.
However, | recognise that there are areas for improvement. In particular, the presentation of the work
could be improved, as my handwriting was not as clear or neat as it could have been. | am aware of this
limitation and am working gradually to improve my handwriting so that future work can be presented
more clearly and to a higher standard. Overall, this assignment reflects a good level of effort and
learning, and it represents a solid foundation that | aim fo improve and perfect over time.
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Figure1: Critical Thinking [2].

Academic Writing: academic texts usually follow a pattern that includes an introduction, well-developed
body paragraphs, and a conclusion. Each paragraph should focus on one main idea and be supported
with evidence from reliable academic sources. This helps make the writing clear, coherent, and
persuasive._Another important point is the use of an appropriate academic style, writing should be
formal, objective, and precise. This means avoiding informal language, slang, and unsupported personal
opinions. The focus should be on clarity and accuracy so that complex ideas can be communicated
effectively [3].

Independent Learning: This means taking responsibility for one’s own learning instead of relying
completely on teachers, this includes planning their fime, setting learning goals, finding and selecting
information, and monitoring their own progress. Is about what you understand and what you need to
improve. You must read independently, research topics, prepare assignments, and revise for exams on
their own. This helps develop self-discipline and problem-solving skills. Reflection is therefore a key part
of independent learning [4].

Teamwork: this is the ability to work effectively with others to achieve shared goals by cooperating,
communicating, and taking responsibility within a group.

Requires clear communication and positive interaction among group members. Each person must
contribute ideas, listen to others, and respect different opinions. The teams depend on mutual trust,
shared responsibility, and clear roles, so that all members understand what is expected of them [5].

Figure 2: Team Work [6].
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References

B. N. Moore, Critical Thinking, vol. 1, E. edition, Ed., New York,NY, USA, New York (USA): McGraw-Hill

Education, 2015.

23 02 2026. [Online]. Available: https://www.freepik.com/free-vector/infographic-elements-

[2] design_990712. him#fromView=keyword&page=1&position=33&uid=3ecadf73-cb35-42ad-a887-

0698d3fa277c&query=Critical +thinking.

J. M. Swales and C. B. Feak, Academic Writing for Graduate Students: Essential Tasks and Skills, vol. 1, T.

edition, Ed., Ann Arbor, Michigan, USA: University of Michigan Press, 2012.

J. Biggs and C. Tang, Teaching for Quality Learning at University, vol. 1, O. U. Press, Ed., Maidenhead,

Berkshire, England, 2011.

D. W. Johnson and F. P. Johnson, Joining Together: Group Theory and Group Skills, vol. 1, P. Education, Ed.,

Eleventh edifion, Massachusets, USA: Pearson Education, 2013.

23 02 2026. [Online]. Available: https://www.freepik.com/free-vector/teamwork-concept-

[6] illustration_5921594. him#fromView=keyword&page=1&position=33&uuid=70996aa9-7e36-4{b9-8776-

6b8b052d42ea&query=Teamwork.

M. McKeown, Adaptability: The Art of Winning in an Age of Uncertainty, vol. 1, K. Page, Ed., London, England,

UK: First Edition, 2012.

https://www.freepik.com/free-vector/infographic-elements-

[8] design_990712. hm#fromView=keyword&page=1&position=33&uuid=3ecadf73-cb35-42ad-a887-
0698d3fa277c&query=Crifical+thinking. [Online].

U}

31

[4

[5]

71

[




image18.png
Task 3: Virtual Collaboration and RefWorks

Report on Virtual Collaboration: (Topic 1) Forming a team

Unit 3: Topic 1 (Forming a team)

In today’s world, virtual collaboration has become a vital part of how we work, especially as more teams
find themselves working remotely or spread out across various locations. So, what exactly is virtual
collaboration? It's when people come together using digital fools to communicate, rather than meeting up
in person. The dynamics of a virtual team refer to how the unique traits and behaviors of team members
affect their communication, interactions, and task completion in an online sefting.

When a team is first put together, it typically goes through several developmental stages. A popular
framework for understanding this is Tuckman's stages of team development, which include forming,
storming, norming, performing, and adjourning. During the forming stage, team members start to get
acquainted and grasp the team’s purpose. It's common for people to feel a bit unsure about their roles and
responsibilities at this point. As the team moves into the storming stage, conflicts can pop up due to
differing work styles or opinions. In the norming stage, team members begin to work through their
differences, build frust, and collaborate more effectively. Finally, in the performing stage, the team
operates smoothly towards achieving their common goals [1].

Trust is absolutely crucial for successful virtual collaboration. Without the benefit of face-to-face
interactions, it can be tougher for team members to forge sirong relationships. Studies show that a lack of
direct contact can sometimes lead to misunderstandings or even distrust among team members. To build
trust, it's essential fo foster open communication, honesty, and reliability. When team members feel secure
in sharing their ideas and asking for assistance, the team can function much more effectively [2].

A key aspect of trust is what's known as vulnerability-based trust. This type of trust develops when
individuals feel at ease admitting their mistakes, seeking help, or voicing concerns. When teams cultivate
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1 used WordPress to develop my e-portfolio, and it was a highly posifive and rewarding experience. WordPress provides a wide range of pre-built themes, many of
which are free, making it easy fo select a design that aligns with the project’s requirements. In addition, its extensive library of plugins enables users to create
professional websites without requiring advanced coding knowledge.
| particularly found Elementor to be an effective page builder due to its user-friendly interface and versatile features. For this project, | used the free version of
Elementor, along with additional plugins such as Classic Editor and an Elementor add-on to enhance functionality. The theme selected for my e-portfolio was Porifolio
One, which is freely available within the WordPress theme library.

Overall, my experience with WordPress was both engaging and educational, allowing me to develop practical web design skills while creating a professional and

visually appealing e-portfolio.

This assignment helped me understand the importance of essential academic and employability skills for my future career. I learned how key skills such as critical
thinking, research, communication, problem-solving, and digital literacy are important in both education and the workplace. | also gained valuable experience in
teamwork through the collaborative mind map and developed my creativity by designing an individual poster. In addition, the tasks on virtual collaboration and using
RefWorks enhanced my technical and research skills. Creating an e-portfolio using WordPress was also a valuable experience. Overall, this assignment improved my
knowledge, practical abilities, and confidence, which will support my future academic and professional development.




