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Task 1A: Produce a written summary on
essential skills for study and employment.

There are multiple skills that will contribute to the development my study and employment. There are similarities between

Academic skills and Employability skills that will both complement each other.

Employability [1] skills relate to:

1. Communication skills — speaking, listening, writing, and presenting.

2. Analytical thinking — strategic approach to breaking down problems and overcoming barriers.

3. Discipline and motivation — being able to work independently towards organisational goals. Being able to drive myself
without guidance and remain on track.

4. Team working — allowing smooth collaboration with project work. Taking on suggestions from other team members
and using them to build towards achieving the desired targets.

5.1T skills — Digital platforms and learning how to use them is an extremely fast-moving area. Being able to adapt and

keep up with changes is extremely important.
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Academic skills [2] relate to:
1. Time Management — this will give me maximum time to study, and to utilise 100% of it. This will help me to prioritise
tasks to ensure an order of completion.
2. Multitasking — EG taking notes whilst in class and listening. Quite often students will be completing assignments
alongside each other. So, being able to switch between the two is a valuable skill.
3. Feeback/Constructive Criticism — this will happen throughout everyone’s journey of study (and employment) and the

ability to receive feedback, act upon it to learn from, develop and improve.

Al, ChatGPT summary:

“Essential skills for study and employment include effective communication, time management, and critical thinking.
Being adaptable and able to collaborate in teams is key. Technical proficiency and self-motivation also play a significant
role in success.” [3]

There are a variety of skills such as, Communication and presenting, teamwork, self-motivation, time management and
multi-tasking that will assist me alongside the Data and Information Systems degree pathway are all are essential to

ensure success in my academic and professional journey.
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[1]1 I E.Team, “Indeed,” 7 September 2023. [Online]. Available: https://uk.indeed.com/career-advice/finding-a-
job/employability-skills. [Accessed 27 01 2025].

[2] E. M. Cupp, “High 5 Skills,” 27 August 2024. [Online]. Available: https://high5test.com/academic-skills/.
[Accessed 27 01 2025].

[3] p.c.OpenAl’s ChatGPT, “ChatGPT,” [Online]. Available: https://chatgpt.com/. [Accessed 27 01 2025].
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Task 1B: Turnitin evidence and reflection.

Screen shots below show my Turnitin submission, similarity score and the match overview.

Z"-I Turnitin Assignment 1 Similarity check only - DRAFT

My Submissions

Part 1
Title. Start Date. Due Date Post Date Marks Available
Turnitin Assignment 1 Similarity check only - DRAFT - Part 1 30 Oct 2024 - 09:09 28 Feb 2025 - 23:59 18 Dec 2027 - 19:06 100
£ Refresh Submissions
C] ‘Submission Title - Turnitin Paper ID Submitted Similarity Grade
|5 View Digital Receipt ACCA4025 task 1a 249569626 27101/25, 17:17 8% - o

misision

Task 4
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Task 1a: Produce a written summary on gssential skills for study
and employment.

There are multiple essential skills that will contribute to the development my study
and employment. There are similarities between Academic skills and Employabilty

submitedto University.. 4% >
skills that will both complement each other.

Student Paper

Employability [1] skills can relate to:
tonywitter86.wixsite.co. 4% >

1. Communication skills - speaking, listening, writing, and presenting. ntenet Source

2. Analytical thinking - strategic approach to breaking down problems and
overcoming barriers.

3. Discipline and motivation — being able to work independently towards
organisational goals and targets. Being able to drive myself without guidance *
and remain on track.

4. Team working - allowing smooth collaboration with project work. Taking on 6)

back studio Ross Pullin | AccA4025 task 1a submisision ®

$' e (Ee] >
0,
8%

Task jliant Employability Skills 2nd ed. Pearson Education, Limited, 2017, pp.4, [Ebook] [4] Indeed

Editorial Team “The Top 10 Employabilty Skills That Will Help You Get the Job You Want”
[Online]. Available: https:/uk.indeed.com/career-advice/finding-a-ob/employability-skills < e >
Refer [accessed Nov 10.2021]. b) My similarity score was 46%. 1 could improve this next time by
usina smaller auotes from references. as it was onlv 250 words. | feel that this couldrt have 1 Sbmitediouniversiy. 4% >
B Student Paper
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Reflective summary:

Task 2

Task 3 Task 4

| feel | could not improve of my Turnitin score of 8%, the score itself was mainly highlighting the title | have

used, and on my references which has been regularly used. Having recently finished a L4 Leadership and

Management qualification, some of the employability and academic essential skills were fresh in my mind so

was able to comment on some of the various topics. The task however has refreshed my memory for the

future, and | can ensure any areas | feel that are potentially lacking in | can consciously build upon.

Self Assessment

scoring
Marks will be allocated based on how well the student has met the generic assessment criteria in ] 2 2 E
each task. i % E s
&
1. Engagement with Literature Skills
Able to engage and focus on the task at hand. Approachable to other 20 | 15

students and able ask for assistance.

2. Knowledge and Understanding Skills
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Task 2

2. Knowledge and Understanding Skills

Good knowledge and understanding but more confidence to be gained,
however further understanding is required.

20

12

3. Cognitive and Intellectual Skills

Able to use past experiences to help plan when dealing with tasks, and
further thinking.

20

15

4. Practical Application Skills

Can apply himself to tasks and get on with a clear vision of what is
expected.

20

17

5. Transferable Skills for Life and Professional Practice

Transferrable skills from previous roles and academic course will help
to progress through, but still more to learn.

20

15

Total marks: 74/100

Task 3

Task 4
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Learning to manage
emotions is a great skill. It
can help you feel in control
inside and outside of the
workplace. This will affect
your personal and
professional life and
improve your relationships
with others. Overall, it can
boost well-being by finding
balance and perspective.

Every emotion will have an
impact within a team so
important to understand
what triggers these
emotions and able to plan
appropriate reactions.

Some emotions are
stronger than others and
everyone will have different
ways of expressing
themselves.

It s essential to manage
emotions in the workplace
and within a team.
However, this skill develops
over time and with
continuous practice and
effort it becomes second
nature. [1]

(0851963) | Lea

g in the Digital Era

pathy

Empathy in the workplace
fosters understanding and
builds stronger connections
between the team.

Ithelps to create an
environment where individuals
feel involved, heard and
valued. By recognising each
team member’s emotions,
empathy promotes healthy
collaboration and trust

It allows much smoother
communication, reducing
misunderstandings and
conflicts.

Empathetic leaders inspire
loyalty and commitment, as
employees feel supported both
professionally and personally.
A culture of empathy
encourages psychological
safety, where team members
are more likely to share ideas
and feedback openly. It
enhances problem-solving by
embracing multiple viewpoints
and creating a sense of
belonging. Ultimately, empathy
can ensure productivity and
strengthens team bond and
dynamic. [2]

3. Communication

‘Communication in teamwork is essential
and crucial to personnel and work
activities.

Communication is crucial for building and
‘maintaining relationships, resolving
conflicts, and achieving common goals in
both personal and professional settings.
For a team, effective verbal
communication and written
communication allows everyone to know
‘what work is expected and when it needs
to be done.

Presentation, Listening, Writing skills are
all other extremely important when
working as part of a team. (3]

4. Support

Collaboration will
ensure that all ideas
are shared and openly
discussed to help
drive towards
achieving desired
targets. This will allow
decisions to be made
considering all
possibilities, pitfalls
and barriers to ensure
best outcome.

Development within
the team members
that trust/believe in
their capabilities this
will boost willingness
tolearn new skills and
knowledge.

Trust when a team
trusts each other, this
will boost productivity,
allow team members
to depend on each
other, and increase
morale. This wil also
allow positive
contributions being
made and promote
using own initiative.
4]

5. Organisational

Time Management is important
as it allows individuals to
prioritise delegated tasks to know
how much time and work to
allocate, on specific tasks, to
meet deadlines. Knowing how
much time to spend on work can
reduce workload stress and
increase task efficiency.

Delegation is a crucial skill for a
team leader, or individuals within
ateam, to analyse the strengths
and weaknesses and assign
specific tasks to members to
encourage efficiency. This gives a
precise structure for individuals
to work towards their common
goal.

Goal setting and Planning is
vital for focussing the long-term
objective and setting the
boundaries so individuals can lay
out a clear path, on a task-by-task
basis, to confidently advance
forward.

Decision Making is essential
within a team, whether it is from
& team leader or collaboratively
being able to listen to
ties and decide on the
best way forward will help your
team be more organised and time
efficient under pressure. [5]
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Part 1: Activity: What is Tuckman’s Team
development theory?

Tuckman’s model of team development describes the stages teams typically experience as they become more

established and high performing. The model identifies five main stages:

1. Forming: This is the initial stage when team members are brought together. At this point it is possible that roles,
tasks, and goals are somewhat unclear. People are polite as they get to know each other. Often there is little conflict,
but general productivity is low as the group is still learning how to work together.

2. Storming: As the team starts to work, conflicts can emerge. Members provide their opinions, differences in ideas,
priorities, and working styles are apparent. Tensions can rise, and misunderstandings can easily occur. However, this
stage is crucial for addressing these issues, as they could hinder progress in later stages.

3. Norming: this is when team begins to resolve conflicts, establish clear roles, and develop a sense of unity.
Collaboration greatly improves, and team members align with shared goals and expectations. Unity beginning to form,
and cooperation becomes the norm.

4. Performing: At this stage, the team reaches its peak efficiency together. Members work seamlessly toward
common objectives, with high trust and strong collaboration. Problem-solving is effective and fast, and the group is
self-sufficient.

5. Adjourning: In this final stage, the team disbands after achieving its goals or completing of the project. There may

be a sense of loss, but members reflect on their achievements and growth.
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7

Tuckman’s model helps teams understand their dynamics and navigate challenges for greater success. 2] [3]

Norming

Norming is when the group begin to establish clear norms together and more united relationships. This can also
create new ways of working together. During this stage, group members start to resolve conflicts, develop mutual
respect, and work collaboratively towards common goals. The transition from storming to norming can be marked by

increased cooperation and a sense of unity within the group. [4]

One key characteristic of the norming stage is improved communication. Group members begin to openly and
effectively communicate together. This involves sharing ideas and handling or sharing feedback constructively. This

exchange helps establish trust and transparency within the team.
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Another defining characteristic is role awareness. By this point, individual’s roles are identified, all team members

have a better understanding of each other’s strengths, weaknesses, and who does what within the team. This

clarity leads to much smoother interactions and efficient task completion as everyone knows their responsil

Collaboration also becomes more apparent in this norming phase. The team members start working together more
harmoniously. Focusing on achieving shared goals, targets and objectives. Rather than competing or clashing, they

support one another, which helps create a positive and productive environment.

Conflict resolution becomes much easier during norming phase. The group has learned to handle disagreements
more effectively and has developed strategies for resolving conflicts in a healthy, respectful manner. Differences are

no longer seen as threats, but as opportunities for growth and learning.

Finally, group unity is evident during norming. A sense of belonging emerges, and team members often feel more
committed to the group’s success. As a result, motivation and engagement rise, contributing to the overall

effectiveness of the team.

When a team becomes familiar with each other. This can often lead to a very comfortable feeling together. Some
team members will inevitably fear the worst, when someone might leave the team, or is broken up in some way. This

is normal for a team that share a strong bond.

In summary, the norming phase is essential for creating a productive, supportive team environment, which will allow

open communication, collaboration, conflict resolution, and success.

Task 3

Task 4
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RefWorks Automatic Referencing tool

RefWorks is a reference management tool that helps users collect, store, organise, and generate citations for
academic research/project work. It simplifies the process of creating bibliographies/ references lists for projects.
RefWorks can be integrate with Microsoft Word and Google Docs to insert citations and create bibliographies/

reference lists directly in documents and offers a relatively simple user experience once understood.

| feel that RefWorks tool could be very beneficial if the process is being followed/ used from the very start of a
project and the research process. However, if this was being introduced mid-way through a project, it could add

unwanted confusion as any already sourced citations would require additional input.

I personally prefer referencing tool mechanism that is built into Microsoft Word. Despite the RefWorks being
relatively easy to use and navigate, | automatically use the Microsoft Word and feel it's a much faster for me to use.

Rather than deviate from the programme | am using.
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Using RefWorks to add relevant citations.

Screenshots of the process.

1.Saving the URL to RefWorks:
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Web Page
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3. Adding citations and references to Word document, ensuring correct format is selected:
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Tuckman's model helps teams understand their dynamics and nevigate challenges for
greater success. [21[3]]
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6. References appear below at the bottom of the document:
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i io?
Why Wix e-portfolio
H
There is a wide range of e-portfolio platforms | could use to create a website. | have chosen to use Wix. As the examples | had

seen in the demonstration, Wix looked very clear, user friendly to use and build

Also, | read positive comments via ‘Website builder Expert’, | was initially leaning towards using Google Sites however, after
reading through the details | decided to use Wix. [1]
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[1] E Ryan, “Website builder Expert” 04 02 2025. [Online]. Available: https://www.websitebuilderexpert com/website-
builders/wix-review/. [Accessed 17 02 2025]
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