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Task 1: essential Academic and Employment Skills
The essential academx: and empioyment shils which mciude cormmunication and criical tinking and dital eracy and teamwork form the base for achieving
success in cobiege and prolessional work setlings. Strong wiitien and verbal communication enabies students and employees o share ideas clearly, colaborat
fectively and adapt messages for Gwerse audences. Criical hinking enabies peopit 1o study problems efectively and assess evidence before making
refiable choices which all industries need. Digial Meracy stands as an essential kil because contemporary workplaces function frough virual platforms and
productvty software and onlne research tools. People develop postive work relationships thvough teamwork and interpersonal skils which enable them to
produce vakiable outcomes for thes team. The knowledge of digita skils enables me to operate contemporary workplace tools which gives me self-assurance
Toamwork abiiies which demonsale strengih help leams work logether productively to achieve their joint project goals. Efiective communication promoles
ransparenicy n reporting and professionai olaborsstigs wath chents and coworkars. Peopie veth 0ood crical thinking ababes can sovs compiicated problems
by devising wes planned solutions. Srong communication skils function as essential ols which help peogie share thei information eflectively while buiding
rust wittin thes professional environment Through the development of crfcal hinking abiMies, | Can assess problems by analysing dfferent viewpomts which
Jeads to findng the most suitable solutions. Together, they boost my academic achievement, productivity, and flexbity in every leaming of work scenaro.

Reflection

My assignment obtained a 4% similarity indicating Bttle overlap with other sources. The positive outcome represents a wonderful
achievement, yet | understand that keeping my work unique remains essential. | need to develop better paraphrasing abiliies which will help me
present my ideas through original expression. | would give myself a score of 60-80% based on th efficient and well-chosen references |
supplied
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TaSk 3 Virtual Teams: Key

Concepts and Practices
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Introducsion

Vel feams fction 2s workgroups which une pofessionals Bvough dighal commuricaion
‘systers whis operaing om disinct geographic ocafions. Weh he e of remote werk and
‘gobal busiess enviormens, itual teams have beoome more prevalert The advantages of
‘hese werk amargemerts rouce fexbiiy and wordwide ert aocess et ey generze
dificulbies frough communication obstadies and fme zone differences.
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Key Benefits of Virtual Teams

Flexbity: Vs teams provide feble work schechies which ensble feam mebers o
conbine et pofessioal tsks wh ek personl obigalons. The bl rare of emce
‘workleads foincreased jobsaffacion and befer werk pfomeance for envloyees who need
10 creforchers o e org it The artice ety n R Work
Envirorments” by M. Clark and A Thomas appess i he Jourral o Modem Busiess vl 18
issbe 31 pages 4567 fum March 2021

Rccess to Global Tkt VitalEams enae organcatons o e the best pofssionsls
rgardess of e cafon Thvough s woddwide reschargarizaions can i tent Fom

et regons wich nchtes specialzed sk that may not exist i theirlocal a2 The

e was by L Brown, "Goba Tert and e Fukreof Vi Teas” fematonal Joural
of Verkforoe Development, vokme 14, pages 8204 Fom A 2120

(Cost Reducion: B apersing vebal, conparies can reduoe oveshesd ooss e ofice
space, s, and bave expenses. Vil leams ofer a cos saig adariage which makes
them popuar among arganzaions hat want o manage her experses beller § Peers
conduced sy on remoe workcos benedts wich ppesred n Besiess Econarics
Reiew voane 5 issue 6 pages 122145 dsing Ane 2122

Challenges of Vil Teams

Commuricaion ssoes: T i st vikal feams foe i e efciet
‘communication arises from the absence of drect parsonal contact between feam members.




Challenges of Vi

Commmumication lssues: The main cbstadie virtual teams face in maintsining efficient
communication arises from the absence of direct parsonal contasct between tesm members.
Scheduling meetings baecomes difficult because of time zone differences which also cause
written comsnmunicaion 1o result in misunderstandings which was said by, J_ Anderson,
“Overcoming Communication Barriers in Virtual Teams=" Communicaon Studies Journal,
volume 28, pages 115-128 from October 2020.

BuSiding FTeam Coheslon and Trust Developing trust and team cobesion is more chalenging
when team members are not physically present Virtual tsams struggle to form relasionships
becau=e they ack face-to-face interacSon. which cau=es hurdle= %o refstion=hip building and
leads to diminished psychological =afety. thi= was zaid by D Murphy, “Tru=t and Retstionship
Building in Virtual Teams,” Journal of Organisational Psychaiogy, on volume 23, pages 6677
from Janusry 2021,

Technological Tools for Virtual Codlaborsfion
Teamns implement different communicaion and project management tocls to handle virtual
collabormtion problems which emerge during their work. Some of the mo=t poputar tools

include:

Vidgeo Coaferencing Tools like Zoom, Microsofl Teams, and Google Meeat are commonly used
for virtual meeSngs. allowing teams 1o communicate in real-time and conduct face-to-ace
inerascons digitally, from H. Green, "Using Video Conferencing Tools Effectively.” Joumal of
Virtual Cammunication, an volume 17, pages 45-58 from May 2020.

Project Management Tools: Virtal teams depend on platforms like Asana and Trello and
Moncday.com to handie heir work tasks and maniios their progres== and keep their operations in
order. The tools work best for handling complex projects which need muliiple fesm members to
work iogether from different ime zones K. Lee presents a study about remote teasm project
mansgement software in Business and Technology Today vol 28 issue 2 pages 80-102 from
July 2021.

Best Praciices for EfTfective Virfual Coltaboration

Estabilah Clear Communication Protocois: Organizations need o define communication
expactations by specifying how often messages should be exchanged and which
communication methods will be used and what response Smeframes are expected. The
establishment of defined protocols allows teams io operate from a uniied understanding which
reduces the ocousTence of comemunicaion errors. The research by P. Davis Sitled “Effective
Communicaon Strategies in Virtusl Teams=" appears in the Journal of Managemment and
Organization walume 35 number 2 page= 104-112 from February 2021

Regutar Check-ins: Reguiar meetings estsbizhed 2t weekly o bi-weekly imervai= Sirough
video cailz zesve to maintain temm akgnment while providing members with a3 dedicated space
for zharing thei work updates and addre==ing any concens. The ressarch wars by A
Robinzon, “The Importance of Regular Team Check-ins,” Ramote Work Studies, on volume 13,
pages 75-85, from March 2022

Conciusion
Virtual teams function az beneficial systems which defiver adaptable work solutions whie
=aving money and giving organizations acoms= o worddwide =killed profes=ionals. Virtual work
emdronments creste unique dificulies which include problems with communication and
dificuiies in developing st relaSon=hips. Virtual teams can achieve successfid collaboration
through proper distance by using suitable technological tools which adhere to best practice=s.
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Task 4 seiected Google Sites as my e-portfolio platform because it provides a basic website-building
interface that ets me create professional results without needing advanced technical skils. The drag-and-drop
interface system lets users quickly arrange their pages and assignments and multimedia elements, and it works with
‘Google tools like Docs, Sldes, and Drive for uploading and ongoing updates. Google Sites functions as areliable tool
because it enables users towork together throughits collaborative features, and it automatically saves changes and
‘works across various devices. The system creates responsive layouts that maintain their performance across all

display dimensions. Google Sites offers a trustworthy, professional academic environment that allows sers to
develop their structured e-portfolio with efficiency.




this is my e portfolio and assesment https://sites.google.com/d/1a0OIB8y_YYWP-
RI2biFnC19tIH3AkSOQ8/p/1LFvnoyoZTz6dJXMhBQCI5MbkII6RKMTR/edit it has been made
public and all my work on refworks can be found on my account and the screenshot provided
above
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