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[bookmark: _Toc235809133]Introduction
This report accompanies an online e-portfolio built using Google Sites. The e-portfolio contains a welcome page and a dedicated page for each of the four assessment tasks. The link below has been tested in a private browsing window to confirm that it is accessible to module tutors without a sign-in requirement.
Link to e-portfolio homepage: https://sites.google.com/view/acca4025-learning-in-the-digit/task-4-e-portfolio-creation-and-evaluation 
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Figure 1: Screenshot of the e-portfolio welcome/homepage.


[bookmark: _Toc235809134]Task 1: Essential Academic and Employment Skills for the Future Career Path
Technical knowledge coupled with rigorous academic behaviour pays off well in the computing industry. There have been consistent complaints from the industry that technical qualifications alone do not cut it, but skills in communication, problem-solving, and adaptability make the difference between long-term progress and no progress at all [1]. For software developers and IT support, there are four categories of skills that are particularly important.
The first is information literacy. Finding, evaluating, and citing credible sources is more than simply part of an academic task; it is the practice of looking up information in documents, standards, and guidance from vendors prior to implementation. Dendy Mahaffey claims that digital literacies are not skills but practices that need to be negotiated constantly as tools become obsolete [2]. And in computing, frameworks become obsolete within a few years' time.
The second cluster is written and visual communication. Developers comment on their code, report incidents and communicate the limitations of technology to those without a technical background. The skill of constructing a persuasive argument that was learned in academic writing is applicable to this. The third category is teamwork. Modern software engineering is based on the principles of agile programming, code reviews and shared code repositories, so being able to negotiate roles, give and receive constructive feedback and reach deadlines together is fundamental [3].
The fourth is digital and analytical problem solving. Analysing an ambiguous problem and breaking it down into testable parts analysing the data, and choosing a specific approach requires skills which have been developed in this course. The task can be facilitated by AI generators; however, the results have to be verified by using credible sources because they can generate misleading information [4].
The acquisition of these skills in my current studies is important for the following reasons, which all pertain to my future professional career after graduation: the ability to join the workforce and start contributing in a team environment; the ability to stay current in my technological knowledge without having to undergo training; and the ability to convince my superiors and clients about any technical advice I wish to give them.
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Figure 2: The four essential skill clusters for a computing career.



[bookmark: _Toc235809135]Task 2A: Collaborative Mind Map
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The tools that were employed in the collaborative process and the creation of the map included the use of Microsoft Teams for synchronous conversation and screen sharing outside the scheduled tutorial, and MindMeister for creating the mind map in which all team members simultaneously worked on the same document.
The mind map divides effective teamwork into five branches. Communication is the first one, involving the establishment of the channel, defined reaction times and the difference between synchronous and asynchronous conversation. Effective communication helps avoid redundant tasks and eliminates the chances of misunderstanding that lead to the failure of student and workplace projects.
The second branch involves roles and responsibilities. It was decided by the team that allocating the ownership of deliverables, rather than doing everything together, is more effective. The research conducted by Belbin on team roles [5] was useful during this discussion.
Trust and psychological safety make up the third branch. Individuals have to be free to voice any uncertainty or disagreements without repercussions; this is the best indicator of team learning behaviour that Edmondson identified [6]. Conflict resolution is what the fourth branch is about, where task conflicts may be beneficial for performance, while relationship conflicts negatively affect it. We decided on the simple escalation procedure, from talking about the problem directly to discussing it in the whole group and asking the tutor for help.
The fifth branch is dedicated to goal agreement and planning, which includes the definition of the work as done, internal deadlines before the final one, and regular check-ups. Working on our roadmap helped us to understand how these principles work by assigning branch owners, resolving a dispute about its form and meeting a deadline prior to the tutorial.
Looking back at the process, the main lesson we learned is that good teamwork is a procedure rather than an accident. The teams that perform well are those who establish their working procedures right at the beginning, and this principle is directly applicable to the software development teams.
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Figure 4: A3 academic poster — 'Life is a Team Sport': teamwork for academic and career success.
This poster was individually developed using Canva and is of A3 size based on the Academic Poster Guidelines available on Moodle regarding title, heading, and body font size. This poster emphasises the importance of understanding the concepts discussed in Unit 2 Topic 4, 'Life is a Team Sport', for academic and professional success in computing. The structure of the poster includes a title header, introduction, three columns for each theme of collaboration, communication, and joint responsibility, a visual aspect with mind map replication, and a conclusion along with the IEEE reference list.


[bookmark: _Toc235809137]Task 3: Virtual Collaboration and RefWorks
[bookmark: _Toc235809138]Report on Virtual Collaboration
Chosen topic: Communicating and collaborating effectively in virtual teams.
Virtual collaboration describes teamwork that is conducted by people who are physically dispersed and use digital means of communicating, sharing information and producing common outputs. The rapid development of virtual collaboration was caused by the transition to remote work, after which hybrid models became permanent fixtures in the world of computing [7].
One important characteristic that distinguishes virtual collaboration is whether it takes place through synchronous or asynchronous communication. Synchronous tools like Microsoft Teams, Zoom, and Google Meet enable communication in real-time and are thus great for decisions making, problem-solving, and establishing relationships. On the other hand, asynchronous tools like shared documents, discussion boards, and version control systems help people collaborate despite different time zones and other commitments. Good virtual teams purposefully choose what type of communication is more suitable for particular tasks [8].
According to the literature, trust is the key issue facing virtual teams. In a situation where team members do not interact face-to-face on a regular basis, it is important to build trust through reliability and transparency instead of social relationships, referred to as swift trust in temporary teams. Possible ways of doing this include visibility of work in shared space, predictable response within certain time periods, and documentation of decisions, in order to allow those who are not present to understand the rationale [8].
Another problem related to a virtual environment is a loss of non-verbal signals. Communication through text takes away all the nuances of the communication, thus increasing the chances that brevity will be interpreted as annoyance. To overcome this problem, teams define communication guidelines, like the use of video for discussing delicate issues and specific acknowledgment rules.
Technology literacy is fundamental to all of this. Participants need to be able to control file versions, deal with permission access issues, and collaborate while editing without losing any data. All these skills are exactly the types of digital literacies that Beetham and Sharpe refer to as contextualized and continuously developing [2]. Computing students use exactly the same tools for their collaborative assignments as they do in professional environments.
In conclusion, effective virtual collaboration relies more on what kind of agreements the group has come up with regarding the usage of technology rather than on technological tools themselves. Those groups that have developed communication strategies, have a clear distribution of responsibilities and have invested in mutual trust function considerably better than those who use only technology [8].
[bookmark: _Toc235809139]Step-by-step process of using RefWorks with visuals
The citations and reference list for this task were generated using RefWorks, the automatic reference management tool provided by the university library. The process followed five steps.
· Step 1: I accessed the RefWorks website via the UWTSD library portal using my login details and made a project folder called 'ACCA4025 Assignment 1'.
· Step 2: References were entered into RefWorks using three different methods – export from the library discovery tool, import by DOI, and manual input for the Generative AI resource, which does not have an automatic entry.
· Step 3: The output style was set to IEEE in RefWorks to ensure that all citations and reference list entries were correctly formatted.
· Step 4: The Reference Citation Manager plug-in for Microsoft Word was downloaded and used to create the in-text citations in the summary above.
· Step 5: A bibliography was created automatically from the in-text citations and checked manually against the original source to fix any errors with capitalisation or missing page ranges.
The use of RefWorks cut down on the time required to format citations, but it did not eliminate the need for verification as there were times when the data imported from sources was not complete, especially those found online.
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Figure 5: RefWorks project folder created for this assignment.
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Figure 6: Selecting the IEEE output style within RefWorks.
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Figure 7: Bibliography generated automatically in IEEE format.


[bookmark: _Toc235809140]  Task 4: E-Portfolio Creation and Evaluation
[bookmark: _Toc235809141]Task 4 (a): E-Portfolio Creation
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Figure 9: E-portfolio home page.
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Figure 10: E-portfolio Task 1 page.
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Figure 11: E-portfolio Task 2 page showing the mind map and poster.
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Figure 12: E-portfolio Task 3 page.
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Figure 13: E-portfolio Task 4 page.
[bookmark: _Toc235809142]Task 4 (b): Illustrative Review of E-Portfolio tool Selection
I have chosen Google Sites for creating my e-portfolio based on the following criteria. Firstly, accessibility for marking – since Google Sites generates a publicly accessible link where the viewing access rights can be configured so that any user with the link will be able to open the website without logging in, which is a clear answer to the requirement specified in the specification stating that tutors should be able to open the portfolio easily. Secondly, integration – all the information needed is located in Google Drive, and Sites natively supports embedding Drive files, thus saving time on uploading files again.
Thirdly, the navigation model fits the structure of the assessment well, as Sites automatically generates the navigation bar based on the page hierarchy; thus, the creation of one page per task resulted in the creation of the natural structure. Finally, Sites does not require any web development skills, and the effort can be concentrated on the content itself, which follows the idea of using e-portfolio tools to minimise technical barriers and enable learners to reflect [9].
The broader purpose of the e-portfolio is much more than this evaluation. Portfolios help in learning because they make the progression evident and because the learner must select and explain the evidence, which makes it a reflective practice [10]. 
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| have chosen Google Sites for creating my e-portfolio based on the following criteria. Firstly, accessibility for marking — since Google Sites generates a publicly accessible link
where the viewing access rights can be configured so that any user with the link will be able to open the website without logging in, which is a clear answer to the requirement
specified in the specification stating that tutors should be able to open the portfolio easily. Secondly, integration — all the information needed is located in Google Drive, and
Sites natively supports embedding Drive files, thus saving time on uploading files again.

Thirdly, the navigation model fits the structure of the assessment well, as Sites automatically generates the navigation bar based on the page hierarchy; thus, the creation of
one page per task resulted in the creation of the natural structure. Finally, Sites does not require any web development skills, and the effort can be concentrated on the content

itself, which follows the idea of using e-portfolio tools to minimise technical barriers and enable learners to reflect [9].
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