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[bookmark: _Toc138550135]Task 1a: IEEE Referencing and Academic & Employability skills.

A few of the many Academic skills include, Planning (Organisation & Time management), Communication, Self-discipline, and self-motivation. Being effective with time management means prioritising tasks to get a better understanding of which ones are more important or need completing first. This helps with the organisation by creating a to-do list in priority order.  [1]

Effective communication skills give someone the ability to clearly explain a message in a way that fully explains the meaning of what is being said. This allows the people involved to feel understood and heard. When people are stressed, this may cause the communication to become skewed in a way that the other person may take the meaning in the wrong way or feel negative about the situation.  [2]

Motivation is often explained as the ‘why’ behind the goal at hand. Motivation can be the initial kick start in the inspiration and goes hand in hand with discipline. When you may feel like procrastinating, self-discipline keeps you in check and puts you on the right path to continue doing what you should be and complete the goat set out.  [3]

Employability skills include things such as Reliability, Teamwork, flexibility, agility, and change. 
Reliability plays a huge part in employment. This shows the employer that you can consistently complete tasks on time at a high quality with minimal mistakes. Combined with good teamwork skills, this helps harmonise with colleagues to achieve a shared goal. This is also desirable as it contributes to overall company performance.  [4]
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Reflection 

Upon reflection of my similarity score which was 19%, most of the content which matched was the references from where I researched the information. The only part which was flagged as similar that I would have changed would be a section from Indeed.com which I used to explain some of the employability skills. 

In the future I will be more vigilant when paraphrasing information from other sources to ensure that I am not plagiarising or being too similar with the content.

[bookmark: _Toc138550136]Task 1b

Engagement with literature skills = 13 
Knowledge and understanding sills = 16
Cognitive and intellectual skills = 14
Practical skills = 20
Transferable skills for life and professional practice = 13

Overall, I would mark myself around the 76%. I don’t believe that I have scored at the top end of all areas; however, I have shown a decent understanding of each. For practical skills, I had no issue in uploading the document to Turnitin and therefore scored top marks. 
More sources could have been used for referencing and not just websites. 
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Below is my contribution to the mind-map created.
Conflict Management

Conflict can arise in teamwork and its important to mange this. People have different perspectives and sometimes they will conflict with others’ views. Being proactive can help stop conflict before it gets out of control. As a manager it is important to step in early on if you spot conflict. This enforces the seriousness and shows that you will not put up with destructive behaviour. Being observant, fair, and impartial will help when resolving conflict. It is important to treat everyone fairly and not to take sides even if you find yourself agreeing with one person’s views over the other. Being fair will ensure that everyone is happy and feels like they are being listened to.  [1]

Goals

Goals are a very important part of teamwork which can bring a mixture of skill sets and experiences. Setting goals can help teams solve problems as a group and give a collaborative objective to work towards. Communication and collaboration are key when setting goals. Using the SMART system is a good way to ensure that you keep on track. SMART stands for Specific, Measurable, Attainable, Relevant and Time-related. [2]
References
[1] M. C. Team. (-12-14T10:24:06.197Z). How to Manage Workplace Conflict - Handling Team Conflict Effectively. Available: https://www.mindtools.com/ahlzx36/resolving-team-conflict [Accessed Jun 20, 2023].
[2] Anonymous (). How To Set Goals as a Team: Steps and Examples | Indeed.com. Available: https://www.indeed.com/career-advice/career-development/how-to-set-team-goals [Accessed Jun 20, 2023].
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Tuckman’s Theory was created by Psychologist Bruce Tuckman and outlines the 5 stages in which team members go through as they become co-workers. These stages consist of Forming, Storming, Norming, Performing, Adjourning and how a team moves through these stages to help the team perform more efficiently, faster.   [1] [2][image: Management Bytes from MandE: Group Formation: Tuckman's Model]











Norming

In the ‘Norming’ stage of Tuckman’s Theory, team members start to resolve their difference and form an understanding of each team member's strengths and weaknesses. At this point, the team also gets a sense of who the leaders are. This could end up being temporary if disagreements arise again. 

Examples of things that occur in this stage include members avoiding conflict, conforming, and starting to trust each other. To function well and work together as a team, members need to be able to give and receive constructive feedback. 
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Radical Candor means saying what you think whilst caring about the person you’re saying it to. It’s giving feedback that is kind, clear, specific, and sincere. 
Obnoxious Aggression is what happens when you challenge someone directly, but whilst not showing that you care about them personally.  [3]

In this phase, focus is on 2 areas of Dysfunctions of Lencioni’s five behaviours, Commitment, and conflict. 
[image: The Five Dysfunctions of a Team Assesment- Lencioni]













Fear of Conflict – Productive conflict avoids personal attacks, politics, and destructive fighting. People who fear conflict spend too much of their time and energy being nice and hold back their true opinions. 
Signs that a team may fear conflict include everyone agreeing with everyone else or avoiding the real issues during meeting and talking about team members behind their back. 

Lack of Commitment – People may lack commitment if they go over discussions multiple times without acting, also missing opportunities because they spend too much time analysing data and options. 
This can also directly relate to fear of conflict. People may feel like they have not been heard and may not support a decision that isn’t theirs, even when this may be the most feasible.  [4]
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Learning in the Digital Era

Teamwork

Teamwork is an important part of my work life
within data science. As | am required to collaborate
with many people on different projects, | need to
ensure that my teamworking abilities are at a high
standard and that | use empathy with care.

The mind map [1] shown below was co-created by
Kallum Doyle, Nick Aldous, Charlie Williams and me
and includes research that we each completed
individually on different aspects and areas of
teamwork including:

+ Goals
« Conflict Management
« Listening

+ Problem solving
*  Communication

+ Time Management

+  Change Management
* Organisation

1

e
=
—_— @0 ==

The role of Empathy

Empathy is an essential part of teamwork. Being able
to understand people and their emotions can greatly
increase productivity and relationships between
members. [2]

F _uﬁ%

&)
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[1] Team Working - MindMeister Mind Map
2] M. C. Team. (-03-16T10:54:56.871). Empathy at Work -
Developing Skill to Understand Other People. Available:

hittps://wwrw.mi m/agz0git/empathy-at-work [Accessed Jun

22,2023].
[3] Be Weirdly Wonderfull Dare to embrace your differences.:

Empathy (jennywoolsey.blogspot.com)
[4] Anonymous (). Sympathy vs. Empathy: What's the Difference?.
Avallable: https://wwviverywellmind.com/sympathy-vs-empathy=
\hats-the.difference 7496474 [Accessed Jun 25, 2023].

Empathy vs Sympathy

Whilst both words (Empathy & Sympathy) are
often used in the same situations and include
the involvement of emotions, they cannot be
substituted for one another.

Sympathy

This is when you could feel sorry or sad for
someone whilst having awareness of them
suffering.

Empathy
This is when you put yourself in someone else’s

shoes whilst feeling the pain of the other
person as if it was your own. [4]
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TASK 1

Afew of the many Academic skills include, Planning (Organisation & Time management), Communication, Seff-discipline, and
self-motivation. Being effective with time management means prioritising tasks to get a better understanding of which ones are
more important or need completing first. This helps with the organisation by creating a to-do list in priority order. [1]

Effective communication skills give someone the abilty to clearly explain a message in a way that fully explains the meaning of
what is being said. This allows the people involved to feel understood and heard. When people are stressed, this may cause the
communication to become skewed in a way that the other person may take the meaning in the wrong way or feel negative
about the situation. [2]

Motivation is often explained as the ‘why’ behind the goal at hand. Motivation can be the initial kick start in the inspiration and
goes hand in hand with discipline. When you may feel like procrastinating, seff-discipline keeps you in check and puts you on
the right path to continue doing what you should be and complete the goat set out. [3]

Employability skills include things such as Reliability, Teamwork, flexibilty, agilty, and change
Reliability plays a huge part in employment. This shows the employer that you can consistently complete tasks on time at a high
quality with minimal mistakes. Combined with good teamwork skills, this helps harmonise with colleagues to achieve a shared
goal. This s also desirable as it contributes to overall company performance. [4]
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Reflection

Upon reflection of my similarity score which was 19%, most of the content which matched was the references from where |
researched the information. The only part which was flagged as similar that | would have changed would be a section from
Indeed.com which | used to explain some of the employabilty skills.

In the future | wil be more vigilant when paraphrasing information from other sources to ensure that | am not plagiarising or
being too similar with the content.

Task b

Engagement with literature skills = 13
Knowledge and understanding sills = 16

Cognitive and intellectual skills = 14

Practical skills = 20

Transferable skills for life and professional practice = 13

Overall, | would mark myself around the 76%. | don't believe that | have scored at the top end of all areas; however, | have
shown a decent understanding of each. For practical skills, | had no issue in uploading the document to Tumitin and therefore
scored top marks.

More sources could have been used for referencing and not just websites.
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Task 2 2i - Effective Teamwork - (my contriburtion)
Conflict Management

Confiict can arise in teamwork and its important to mange this. People have different perspectives and sometimes they will
conflict with others’ views. Being proactive can help stop conflict before it gets out of control. As a manager it is important to
step in early on if you spot conflict. This enforces the seriousness and shows that you will not put up with destructive behaviour.
Being observant, fair, and impartial will help when resolving conflict. It is important to treat everyone fairly and not to take sides
even if you find yourself agreeing with one person's views over the other. Being fair will ensure that everyone is happy and feels
like they are being listened to. [1]

Goals

Goals are a very important part of teamwork which can bring a mixture of skill sets and experiences. Setting goals can help
teams solve problems as a group and give a collaborative objective to work towards. Communication and collaboration are key
when setting goals. Using the SMART system is a good way to ensure that you keep on track. SMART stands for Specific,
Measurable, Attainable, Relevant and Time-related. [2]

References

[1] M. C. Team. (-12-14T10:24:06.1972). How to Manage Workplace Conflict - Handling Team Conflict Effectively. Available:
hitps:/fwww mindtools. com/ahizx36 resolving-team-conflict [Accessed Jun 20, 2023].

[2] Anonymous (). How To Set Goals as a Team: Steps and Examples | Indeed.com. Available: hitps://www.indeed.conV/career-

advicelcareer-development/how.to-set-team-goals [Accessed Jun 20, 2023]
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TASK 3

Activity 1: What is Tuckman’s Theory

Tuckman's Theory was created by Psychologist Bruce Tuckman and outiines the 5 stages in which team members go through
as they become co-workers. These stages consist of Forming, Storming, Norming, Performing, Adjourning and how a team

moves through these stages to help the team perform more efficiently, faster. [1][2]
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Norming

In the ‘Norming’ stage of Tuckman’s Theory, team members start to resolve their difference and form an understanding of each
team member's strengths and weaknesses. At this point, the team also gets a sense of who the leaders are. This could end up
being temporary f disagreements arise again.

Examples of things that occur in this stage include members avoiding conflict, conforming, and starting to trust each other. To
function well and work together as a team, members need to be able to give and receive constructive feedback.
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Radical Candor means saying what you thirk whilst caring about the person you're saying it to. It's giving feedback that is kind,

clear, specific, and sincere.
‘Obnoxious Aggression is what happens when you challenge someone directly, but whilst not showing that you care about them

personally. [3]

In this phase, focus s on 2 areas of Dysfunctions of Lencioni’s five behaviours, Commitment, and conflict
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Fear of Conflict — Productive conflict avoids personal attacks, politics, and destructive fighting. People who fear confiict spend
too much of their time and energy being nice and hold back their true opinions.

Signs that a team may fear conflict include everyone agreeing with everyone else or avoiding the real issues during meeting
and talking about team members behind their back

Lack of Commitment — People may lack commitment if they go over discussions multiple times without acting, also missing
opportunities because they spend too much time analysing data and options.

This can also directly relate to fear of confiict. People may feel like they have not been heard and may not support a decision
that isnit theirs, even when this may be the most feasible. [4]
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Online E-Portfolio Creation

I decided to use Google Sites for my E-Portfolio and it is a simple but effective tool.
The ease of creating new pages, adding text and images from my google drive made this easy to use.

Even though I've not used this before, | found it a great tool and have not encounted any issues whilst
doing so. Whilst | do have knowledge and understanding of HTML, for time purposes, | decieded not to
hand code a website to complete my E-Portfolio.
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