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Time management and adaptability are the easiest things to focus on, and they are help you improve your skills. [1].  Doing a job or activity that you enjoy helps more how to learn and give you the best performance to better and develop more abilities. [2]planning your work and finishing on time helps you feel less stressed and be more proactive [3] Report on Essential Academic and Employment Skills
In today’s competitive world, both academic and employment success depend on a combination of intellectual, practical, and interpersonal skills. Developing these abilities enables individuals to perform effectively in education and the workplace.
Academic Skills
Academic skills form the foundation of learning. Critical thinking and problem-solving are essential for analyzing information and forming reasoned conclusions. Research skills allow students to gather and evaluate data from reliable sources, while writing and communication skills help them express ideas clearly in essays, reports, and presentations. Time management is another crucial ability, as it helps students balance multiple assignments and meet deadlines efficiently. Additionally, digital literacy—the ability to use computers, online tools, and software—has become vital for studying, researching, and collaborating in modern education (Cottrell, 2019).
Employment Skills
In the workplace, employees must combine technical expertise with transferable, or “soft,” skills. Teamwork and collaboration promote a positive and productive work environment, while leadership encourages initiative and responsibility. Communication skills, both written and verbal, are essential for sharing ideas, negotiating, and solving problems with colleagues and clients (Robles, 2012). Adaptability and creativity are also valuable, especially in industries affected by rapid technological change. Furthermore, employers value professionalism, including punctuality, reliability, and ethical behavior. Strong organizational and decision-making abilities enable workers to manage tasks efficiently and contribute to company goals (National Career Service, 2020).
Conclusion
To succeed in both academic and professional settings, individuals must continually improve these skills through practice, feedback, and lifelong learning. Education provides the foundation, while employment experience refines these abilities. Ultimately, mastering academic and employment skills ensures personal growth, career advancement, and the ability to adapt in a constantly changing world.
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Report on Virtual Collaboration
Introduction
Virtual collaboration mean working together online using computers and internet tools. People don’t need to be in the same place to do a project. Because of new tecnology and covid time, many students and workers now use online teamwork for study and job (Pauleen & Yoong, 2018).
Discussion
Virtual collaboration help people to talk, share ideas, and work on same document even if they are far away. Some exemple of online tools are Zoom, Google Meet, Microsoft Teams and Slack. With these apps, team can chat, send files, or make video meetings (Gibbs et al., 2019).
In school or university, students can do group work online and share information easy. It save time and is very usefull when people live in diferent countries. Also, it help improve comunication and digital skills (Cottrell, 2019).
But virtual collaboration also have some problems. Sometimes the internet is slow, or people don’t answer fast. Diferent time zone make it hard to work together. Also, it can be hard to explain ideas only with message or video. To work good online, people need to comunicate clear and respect each other.
When using RefWorks, virtual collaboration is more easy for students. RefWorks help to save all the references and make citation automaticly (ProQuest, 2021). Group can share same library, so all have same information for the project.
Conclusion
Virtual collaboration is very important today for school and job. It make team work more easy and fast. With tools like RefWorks, people can do research better and stay organized. The future of work and study will be more online and connected.
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