Task 1 – Essential Academic and Employment Skills
Assignment 1: E-Portfolio (Learning in the Digital Era)
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Description automatically generated with medium confidence]Language & communication Skills
In order to write professional reports and essays, it is important to have good language skills. This is because conveying ideas and explanations requires selecting the right phrases and tone for the target audience. Additionally, this can be applied outside of writing to improve coherency in teamwork situations or for communicating with peers to resolve/avoid conflicts.
Attention to detail
Having good attention to detail is crucial for effectively researching topics and completing technical tasks. Since nuances exist in almost every topic or field of knowledge, identifying these is often necessary to gaining a complete understanding of the topic. Additionally, having good attention to detail means that errors in work can be spotted and corrected.
Diligence in note taking
[image: See the source image]When working on a project or researching something, making sure to take notes is a valuable skill. It creates a paper trail of completed work and what has been learned, which can be later used for writing essays or a summary about a project. It’s also practice for the workplace, which often requires keeping activity records for projects.
Time management
Being able to effectively plan and utilise time is a critical skill for completing work with deadlines. If time is being excessively wasted, then achieving those deadlines becomes much harder. Properly managing time involves not just planning out different tasks, but also includes balancing work and personal life. Planning out a task should consider all the steps involved, estimates of how much time those will take, and include margins for unexpected developments.
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