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[bookmark: _Toc234861510]Task 1: IEEE Referencing and Written Summary on the Essential Academic and Employment Skills. 
[bookmark: _Toc221403995][bookmark: _Toc234861511]Part a: Overview of Core Competencies 
Academic success in college and in business management relies on a mix of academic, interpersonal/professional skills. During university I will be able to acquire these skills that will make me able to manage responsibilities, collaborate with other people and face workplace situations with confidence.
Time Management is the skill of arranging, prioritizing and/or finishing activities in a timely manner in accordance with the stipulated deadlines [1]. In academic study, it aids students to reach a balance between lectures and independent study and assessment. 
Communication is the ability to speak clearly, actively listen to others and appropriately present information [2]. Essential for reports, presentations and academic discussions. I will have to communicate instructions, explain decisions, on a professional basis organize relation with the employees, customers, and other stakeholders as a future business manager.
The steps in problem solving include determining a problem, evaluating information and choosing an answer [3]. This skill is important for academic research, and can help students answer the more complicated questions in assignments. 
The involvement of teamwork and leadership skills is also vital as there is a necessity to achieve common goals among team members and leadership in an organization. [4] Team working fosters sharing of knowledge and ideas and leadership is a capacity to remind and inspire others, distribute responsibilities and monitor performance.
Finally, it is the adaptability that allows persons to cope well in varying situations [5]. New technology, customer and economic trends shape business environments. Being adaptable will allow me to learn new systems, be able to take feedback and stay as effective as possible when organisational priorities shift.
These skills will enable me to grow academically and become an effective and responsible businessman.
[bookmark: _Toc221403996][bookmark: _Toc234861512]Part b: Reflection on Similarity Score 
I'm a little surprised to be getting such a high similarity score of 76% on assignment ideas for my Turnitin assignment. This indicates that this work was a close duplicate of some other source. Moving forward, I will learn to investigate the similarity report thoroughly, articulate my thoughts with my own understanding and give conclusive IEEE citations for all information gathered from sources. Quotes will be used only when needed and enclosed in quotes. Following the GAC, I would give this work a score of 67/100. The answer is well-structured and links to professional abilities but the high similarity score, lack of source selection and inconsistent referencing for the source diminishes its academic merit.
[bookmark: _Toc221403997][bookmark: _Toc234861513]Task 1 References
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[3] Poláková, M., Suleimanová, J.H., Madzík, P., Copuš, L., Molnárová, I. and Polednová, J. (2023) ‘Soft skills and their importance in the labour market under the conditions of Industry 5.0’, Heliyon, 9(8), article e18670. doi: 10.1016/j.heliyon.2023.e18670. 
[4] Tushar, H. and Sooraksa, N. (2023) ‘Global employability skills in the 21st century workplace: A semi-systematic literature review’, Heliyon, 9(11), article e21023. doi: 10.1016/j.heliyon.2023.e21023. 
[5] World Economic Forum (2025) The future of jobs report 2025. Geneva: World Economic Forum. Accessed 13 July 2026. 



[bookmark: _Toc221403998][bookmark: _Toc234861514]Task 2: Group work and Professional academic poster (A3 Poster).
Mind map
Team member 1 nufeesa
Team member 2 comfort
Team member3 
[image: ]



Poster Topic: Leadership and Conflict Resolution in High-Performing Teams
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Not all teams are always in harmony. But conflict can occur when people have different opinions, work styles and priorities in academic projects and within organisations. But it is possible to use disagreement as a chance to make improvements with constructive leadership and effective conflict management strategies.
Effective Leadership
Leadership is direct providing directions, move the team toward common goals, inspire team members [1]. University group projects can be great for assisting you organize, distribute tasks and get work completed on time. 
 Constructive Communication
Effective use of effective communication ensures team members are able to voice their concerns, ideas and clarify possible confusion [2]. 
Conflict Resolution
Conflict resolution is a process of settling a disagreement between people within a team by clearly specifying the reason for the conflict and moving towards a solution that is acceptable to the team [7]. discussion, negotiation, compromise and collaboration of various kinds are useful approaches. 
 Builder a team with trust and psychological safety
Trust allows for people within the team to rely on each other and share true information. A psychologically safe environment enables members to make mistakes and propose new ideas without embarrassment, and to ask questions [9]. 
Credibility is crucial in business management.
My future career path is business management where I will acquire leadership skills and conflict-resolution skills which will help me in my future career. 
Mind map of teamwork
For this task, I worked together with the rest of my team to create a mind map which will represent the key points of effective team working.
Open Communication: It relates to the effective communication that is openly communicated. Everyone understands their responsibilities and the tasks within these, reducing misunderstandings.
Clear Goal-Setting: Teams should have clear goals to make sure that they are all working towards the same goal. 
Mutual Respect and Trust: Respect and trust are the keys to success in teams. Members are valued and appreciated; the members are boosted in team working.
Defined Roles and Responsibilities: The roles should be well-defined so that there is no confusion and everyone is aware of their roles. 


[bookmark: _Toc221403999][bookmark: _Toc234861515][bookmark: _Toc221404002]Task 3: Automatic Referencing Tool 
[bookmark: _Toc221404000][bookmark: _Toc234861516]Summary 
Trust, Accountability and Leadership in Virtual Teams
Virtual teams are groups of people from different places who collaboratively produce something—using digital means. This is a flexible option to have access to a larger repertoire of skill but requires trust, accountability and good leadership for successful collaboration[10]. 
Trust and Psychological Safety
Good communication between team members, timely task completion and support for team members contributes to good trust [1]. Workers will not have as many opportunities to interact informally in person in a Virtual Environment. Employees are often more willing to contribute ideas and to be more involved in group decision- making when they feel psychologically safe in the work environment [2].
Accountability and Clear Responsibilities
Accountability: taking responsibility for the delivery of work/s and pathways that they agree and are expected to adhere to. Implicit in defining roles for virtual teams are the need for clarity and responsibilities, because if team members work independently and at different times, the need for clarity and responsibility is paramount [8].  
 Leadership and Communication
Virtual leadership means to lead, organize activities and communicate with others virtually. The way the management and administration communicate should depend on the nature and purpose of the activity. Consider using a video meeting for discussions and decision making, and using email or a shared document for detailed information that the employees need to see at a later time [4].
Leaders also need to be aware that too many meetings and messages could break the flow of concentration. Setting communication guidelines, expectation of timelines and frequent status reports can help maintain team connection without any excess stress [12].
 Supporting Team Performance
Feedback, realistic goals and incentives for the contribution of each member in the team can boost virtual-team effectiveness [11]. When using this approach managers need to concentrate on the outcomes completed and not constantly on what people are doing. This is a method that enables a setting to be autonomous, whilst maintaining delivery of the organizational goals.
The development of knowledge of virtual leadership will help me further my career in Business Management [9]. 
[bookmark: _Toc234861517]How to Use RefWorks in Practice
After doing the above, use the paragraph below, modifying it to fit your own actions:
I gathered and organised the academic sources I am using for my summary on trust and leadership in virtual teams using RefWorks. Imported relevant Journal article(s) and saved to a folder made for Task 3. I then chose IEEE referencing, and used RefWorks to create citations and the reference list. The tool was useful to me when saving the details of publications and having a consistent format. I added screen shots of the imported sources, the Task 3 folder, adding IEEE style, and the created bibliography. 
The numbers (1-5) in the brackets are placeholders for citation numbers! They should be matched with resources that you import into RefWorks that are relevant to your topic. You should clearly identify your source library, IEEE style selection, allow for citations and type in your final reference list in all on your screenshot. 


[bookmark: _Toc234861518]Task 4: E-Portfolio Development and Assessment
Link: 
E-Portfolio Creation
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I have created my e-portfolio on Google Sites. Has a welcome page and a page behind each task and a page linked to my work. The content is easily available for my tutor and I ensured that all the links and files are available.
Review and Tool Explanation
I chose to use Google Sites as my e-portfolio as this is easy to use and I would send it to my tutor as quickly as I could. I would save screen shots of all pages to provide evidence of the completion of the e-portfolio. 
[bookmark: _Toc234861519]
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My Learning
Portfolio

Welcome to my e-portfolio! | am Hashmat, a student focused on building leadership, communication, and
professional skills. In this portfolio, you'll find examples of my academic work, reflections, and personal
development.
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Project Reflection

Task 1: IEEE Referencing and Written
Summary on the Essential Academic and
Employment Skills.

There are skills in life that are critical in both academics and career. These are the skills that can
assist individuals to excel in their education and in their future profession. Among the most
significant skills, there are:

Time Management

Time management is the skill of planning and managing time. This is a skill that is needed to
meet deadlines and keep up with tasks [4]. Time management will assist me in my career by
enabling me to meet deadlines at work, prioritise important tasks and avoid stress.

Communication

Communication involves effective listening as well as talking. There is a need to demonstrate the
clarity of ideas in essays, presentations, and group work in academics [5]. It is also vital in the
workplace to be able to communicate effectively with the other staff, customers, and supervisors
to have an easy time collaborating with others and performing efficiently.

Problem-Solving

Problem-solving is the ability to resolve issues when one is confronted with a problem. In
academics, it assists in the search for solutions to the complicated questions or the fulfilment of
assignments [3]. Problem-solving skills are vital in the workplace when one is faced with
unforeseen circumstances or challenges that require urgent handling.

Teamwork

Teamwork refers to the capability of collaborating with other people. | am a good team player,
whether it is in the school setting, where | do group work or when | am working with my
colleagues [2]. Efficient collaboration may result in increased creativity, joint tasks, and improved
performance.

Adaptability

The capacity to adapt to new circumstances or to alter is termed adaptability. During both work
and study, things are subject to change. Flexibility will enable anyone to deal with any arising
situations or acquire new competencies, which are essential to personal development and career
progress [1].

These are the skills that will assist me in my future career as they will enable me to be well
organised, collaborate with other people, and solve problems effectively, thus causing me to
succeed in my profession.
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Project Reflection

Task 3: Automatic Referencing Tool

Trust, Accountability and Leadership in Virtual Teams

Virtual teams are groups of people from different places who collaboratively produce something—using digital
means. This is a flexible option to have access to a larger repertoire of skill but requires trust, accountability and
good leadership for successful collaboration. The absence of these factors could lead to difficulties in engagement,
lack of motivation, and confusion for remote team members, making it hard to work with them in a productive

manner.

Trust and Psychological Safety

Good communication between team members, timely task completion and support for team members contributes
to good trust [1]. Workers will not have as many opportunities to interact informally in person in a Virtual
Environment. This demands that managers establish a culture where people feel confident to ask questions, share
their worries and feel they admitted errors. Employees are often more willing to contribute ideas and to be more

involved in group decision-making when they feel psychologically safe in the work environment [2].

Accountability and Clear Responsibilities

Accountability: taking responsibility for the delivery of work/s and pathways that they agree and are expected to
adhere to. Implicit in defining roles for virtual teams are the need for clarity and responsibilities, because if team
members work independently and at different times, the need for clarity and responsibility is paramount. The
responsibility and task management, along with deadlines and progress tracking can be accomplished using
project-management tools [3]. Setting clear expectations minimises duplication of effort, helps tasks not be

missed and assists managers in determining if further support is needed.

Leadership and Communication

Virtual leadership means to lead, organize activities and communicate with others virtually. The way the
management and administration communicate should depend on the nature and purpose of the activity. Consider
using a video meeting for discussions and decision making, and using email or a shared document for detailed

information that the employees need to see at a later time [4].

Leaders also need to be aware that too many meetings and messages could break the flow of concentration.
Setting communication guidelines, expectation of timelines and frequent status reports can help maintain team

connection without any excess stress.

Supporting Team Performance

Feedback, realistic goals and incentives for the contribution of each member in the team can boost virtual-team
effectiveness [5]. When using this approach managers need to concentrate on the outcomes completed and not
constantly on what people are doing. This is a method that enables a setting to be autonomous, whilst maintaining
delivery of the organizational goals.

The development of knowledge of virtual leadership will help me further my career in Business Management. it will
assist me in managing employees remotely, equally dividing work, solving communication issues and holding
employees accountable from various work locations.
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Topic: Leadership and Conflict Resolution in High -Performing Teams
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My future career path is business management where I will acquire leadership skills and
conflict-resolution skills which will help me in my future career.





