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[bookmark: _Toc238181112]Task 1: Essential Academic and Employment Skills for My Future Career
[bookmark: _Toc238181113]Task 1(a): Report on Essential Academic and Employment Skills
[bookmark: _Toc238181114]Introduction
While studying Computer Science, I have realised that technical knowledge alone is not enough. Learning programming and understanding computer systems are important, but I also need good study habits and professional skills. Time management helps me organise assignments and avoid leaving work until the last minute. Research and critical-thinking skills also help me decide whether information is trustworthy before using it in my work [1]. These skills should make me more independent and confident during my degree.
[bookmark: _Toc238181115]Main Body
Essential Academic and Employment Skills

Problem-solving is one of the main skills needed in Computer Science. When a program does not work correctly, I need to stay patient, examine the problem and test different solutions. Software developers also need logical thinking, attention to detail and the ability to explain technical information clearly [2].
Communication and teamwork are just as important because most computing projects involve working with other people. Team members need to share ideas, listen to feedback and complete their allocated work on time. Research shows that communication, teamwork and problem-solving remain important skills for employment [3].
Technology changes quickly, so I will also need to continue learning after graduation. ChatGPT was used to suggest adaptability and continuous learning as relevant skills [4]. However, I checked the main information against credible academic and professional sources instead of accepting every AI suggestion automatically.
Developing these skills will help me complete my studies and prepare for a future role in software development. They will allow me to solve problems, work responsibly, communicate with colleagues and adjust to new technologies throughout my career.
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Fig. 1. Essential academic and employment skills supporting study and career success.


[bookmark: _Toc238181116]Task 1(b): Evaluation of Task 1(a) Based on the Similarity Report
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Fig:2

After submitting my work to Turnitin, I received a similarity score of 16%. I think this is a reasonable score because most of the work was written in my own words, although some matching text may have come from citations, titles and commonly used phrases. Next time, I would check the highlighted sections and rewrite any sentences that are too close to the original sources. Based on the Generic Assessment Criteria, I would award myself 78%. My work is clearly organised, relevant to Computer Science and supported by suitable sources. However, I could improve it further by adding more critical discussion and stronger personal examples.

[bookmark: _Toc238181117]Task 2: Collaborative Mind Map and Individual Poster
[bookmark: _Toc238181118]Task 2(a): Collaborative Mind Map.
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Fig:3 This mind map was created collaboratively by Sobaan, Masood and Mobeen. MindMeister was selected to organise the team’s ideas into six important areas of effective teamwork.
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Fig. 4.


[bookmark: _Toc238181120]Task 3: Virtual Collaboration and RefWorks
[bookmark: _Toc238181121]Task 3(a): Unit 3 Topic Summary
[bookmark: _Toc238181122]Building an Effective Virtual Team

Virtual collaboration allows people to work together without being in the same physical location. Team members may attend online meetings, share documents and communicate through platforms such as Microsoft Teams or Zoom. This gives people more flexibility, but it can also create problems when communication and responsibilities are not managed properly.
When a virtual team begins working, members may initially feel uncertain because they do not fully understand one another’s working styles. Tuckman explains that teams usually move through forming, storming, norming and performing stages [3]. These stages can also be seen in virtual groups. During the forming stage, members introduce themselves and try to understand the task. Disagreement may occur during the storming stage, especially when messages are unclear or somebody is not completing their work. As the group establishes rules and responsibilities, it can move towards the norming and performing stages.
Communication is one of the main challenges in virtual collaboration. Written messages can sometimes be misunderstood because people cannot always see facial expressions or hear the speaker’s tone. Delayed replies may also slow down the whole group. Research has identified communication difficulties, trust and technology as common challenges affecting virtual teams [2]. Team members should therefore write clearly, respond within an agreed time and ask questions when something is uncertain.
Clear roles are also important. At the beginning of a project, the team should decide who will complete each task and when it is due. Shared documents and regular progress updates can help everyone see what has been completed. This reduces duplicated work and makes individual members more accountable.
Trust develops when people attend meetings, share progress honestly and complete their promised work. Virtual teams also perform better when members feel comfortable offering ideas and asking for support. Research on virtual teamwork suggests that leadership, technology and relationships between members can influence team performance [1].
Overall, technology provides the space for virtual collaboration, but it does not automatically create good teamwork. Successful virtual teams still depend on clear communication, trust, fair participation and shared responsibility. These skills will be useful during my Computer Science degree and in future software projects involving people working from different locations.
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[bookmark: _Toc238181123]Task 3(b): Practical Evidence of Using RefWorks
I used RefWorks to manage the sources for my virtual collaboration summary. I first created a journal article record manually and entered the author, title, year, volume and DOI. For the other articles, I entered their DOI numbers and used the automatic search function to complete most of the publication details. I checked each record and corrected any missing or inaccurate information before saving it. I then selected all three references, chose the IEEE UWTSD style and generated the bibliography automatically. Finally, I copied the reference list into my document and checked that each numbered citation matched the correct source.


[bookmark: _Toc238181124]1 – RefWorks Dashboard
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Fig. 5. RefWorks dashboard used to manage the project sources.
[bookmark: _Toc238181125]2 – Adding a Reference
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Fig. 6. Journal article details recorded in RefWorks.
[bookmark: _Toc238181126]3 - All three references stored in RefWorks
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Fig. 7. Three sources stored in the RefWorks library.

4 - IEEE UWTSD bibliography generated automatically
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Fig. 8. Bibliography automatically generated using IEEE UWTSD style.
5 - Task 3 citations and bibliography pasted into Word
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Fig. 9. IEEE citations and reference list included in Microsoft Word.


[bookmark: _Toc238181127]4 - RefWorks explanation 
I used RefWorks to manage the sources for my virtual collaboration summary. I first created a journal article record manually and entered the author, title, year, volume and DOI. For the other articles, I entered their DOI numbers and used the automatic search function to complete most of the publication details. I checked each record and corrected any missing or inaccurate information before saving it. I then selected all three references, chose the IEEE UWTSD style and generated the bibliography automatically. Finally, I copied the reference list into my document and checked that each numbered citation matched the correct source.
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Screenshot 1 – Home Page
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Fig. 10. Home page of the published Google Sites e-portfolio.









Screenshot 2 – Task 1: Essential Skills
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Fig. 11. Task 1 page containing the essential-skills report and reflection.

Screenshot 3 – Task 2: Teamwork
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Fig. 12. Task 2 page containing the collaborative mind map and academic poster.


Screenshot 4 – Task 3: Virtual Collaboration
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Fig. 13. Task 3 page containing the virtual-collaboration summary and RefWorks evidence.

Screenshot 5 – Task 4: E-Portfolio Review
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Fig. 14. Task 4 page reviewing the Google Sites platform.


Screenshot 6 – References Page
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Fig. 15. IEEE reference lists used throughout the e-portfolio.
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The following sources were used to support the written work, academic poster and reflective review presented in this e-portfolio. The references are organised by task and presented in IEEE style.
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Online E-Portfolio by Sobaan

Welcome to My E-Portfolio

Welcome to my Learning in the Digital Era e-portfolio. This website presents the work | completed across four different tasks during the module. The activities
helped me develop academic, teamwork, research, referencing and digital skills that will support my Computer Science studies and future career.

Each page contains my written work, supporting visuals and practical evidence. The portfolio also shows how | used digtal tools such as MindMeister, RefWorks
and Google Sites to organise and present my leaming.
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Essential Academic and Employment

Skills

This task explores the academic and employment skills that will support my Computer Science studies
and future career. It also includes my Turnitin similarity-score reflection.

Introduction

While studying Computer Science, | have realised that technical knowledge alone is not enough. Leamning programming and understanding computer systems are important,
but | also need good study habits and professional skills. Time management helps me organise assignments and avoid leaving work unti the last minute. Research and critical-
thinking skills also help me decide whether information is trustworthy before using it in my work [1]. These skills should make me more independent and confident during my
degree.

Main Body
Essential Academic and Employment Skills

Problem-solving is one of the main skills needed in Computer Science. When a program does not work correctly, | need to stay patient, examine the problem and test different
solutions. Software developers also need logical thinking, attention to detail and the ability to explain technical information clearly (2],

Communication and teamwork are just as important because most computing projects involve working with other people. Team members need to share ideas, listen to
feedback and complete their allocated work on time. Research shows that communication, teamwork and proble-solving remain important skills for employment [3].
Technology changes qmckly, 50 1 will also need to continue \eammg afer graduation. ChalGPT was used to suggest adaptabity and continuous learning as relevant skils (4]
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Collaborative Teamwork and

Academic Poster

This task focuses on the importance of effective teamwork in education and employment. It includes a collaborative mind map
created with my team and an individual academic poster explaining how teamwork supports success in Computer Science.

Task 2(a): Collaborative Mind Map

The mind map was created collaboratively by Sobaan, Masood and Mobeen. MindMeister was used to organise our ideas and present the
main considerations of effective teamwork visually.

Effective Teamwork Mind Map
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Virtual Collaboration
and RefWorks

This task examines how people can work effectively as part of a virtual team. It also provides practical evidence of using RefWorks to manage
|EEE citations and generate a reference list.

Task 3(a): Unit 3 Topic Summary

Building an Effective Virtual Team

Virtual collaboration allows people to work together without being in the same physical location. Team members may attend online meetings, share documents and
communicate through platforms such as Microsoft Teams or Zoom. This gives people more flexibiity, but it can also create problems when communication and responsibilities
are not managed properly.

When a virtual team begins working, members may initially feel uncertain because they do not fully understand one another’s working styles. Tuckman explains that teams
usually move through forming, storming, norming and performing stages [3]. These stages can also be seen in virtual groups. During the forming stage, members introduce
themselves and try to understand the task. Disagreement may occur during the storming stage, especially when messages are unclear or somebody is not completing thei
work. As the group establishes rules and responsibiliies, it can move towards the norming and performing stages.

Communication is one of the main challenges in virtual collaboration. Written messages can sometimes be misunderstood because people cannot always see fa
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E-Portfolio Creation and
Review

Task 4(a): E-Portfolio Creation

I created my online e-portfolio using Google Sites. | organised the website into separate pages for the Home page and each assignment task. This structure makes it
easier for the tutor to move between sections and view my written work, images, mind map, poster and practical evidence. | used a consistent blue colour scheme,
clear headings and simple page layouts so that the portfolio would look professional without becoming difficult to read. Google Sites also allowed me to add text,
images and separate pages without needing programming knowledge [1]. Before publishing, | used the preview option to check how the website appeared on
different screen sizes.

Task 4(b): Illustrative Review of Google Sites

I selected Google Sites becauseit s straightforward to use and works ing Google account. Content can be added using ready-made layouts, while pages
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