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[bookmark: _Toc214625642]Introduction
In today’s fast-changing academic and professional environments, mastering key skills such as time management, organization, teamwork, communication, and digital literacy is essential for both academic success and career readiness. This assignment highlights their importance through a report and evaluation of academic and employment competencies, collaborative activities like a mind map and poster, and practical tasks involving virtual collaboration and the use of RefWorks. It concludes with the creation and review of an e-portfolio, demonstrating how reflective practice and technological proficiency support growth. Together, these tasks provide a concise overview of the skills and tools that foster adaptability, collaboration, and lifelong learning.
[bookmark: _Toc214625643]Main Body
[bookmark: _Toc214625644] 	Task 1: Essential Academic and Employment Skills for the future career Path
[bookmark: _Toc214625645]		Task 1 (a): Report on Essential Academic and Employment Skills
In today’s dynamic academic and professional environments, mastering essential skills is critical for success. Key competencies such as time management, organization, teamwork, communication, and networking are not only vital for academic achievement but also highly transferable to the workplace. These skills foster productivity, collaboration, and adaptability, traits that employers consistently seek.
Time management and organization enable students and professionals to prioritize tasks and meet deadlines efficiently [1]. Teamwork and communication are foundational for group projects and workplace collaboration, enhancing interpersonal relationships and project outcomes [2]. Networking, a strategic skill, facilitates career development by opening doors to mentorship, job opportunities, and industry insights [3].
In the Computing career path, these skills will be indispensable. For instance, networking will help me connect with industry professionals, while strong communication will ensure I convey ideas effectively. Adaptability and resilience will allow me to navigate challenges and embrace change, which is crucial in today’s fast-evolving job market [4].
In the 21st Century there are many essential skills that one should pursue if they want to be successful in the academic or employment life. Such as organization, time management, dedication and teamwork. It’s important to know that every skill will be useful for academic and work, as we are dealing with people and learning skills. Skills that are important to our daily life can also contribute to our academic and work life. 
Many skills are transferable from our personal life to the working world. 
Networking is a crucial skill to be successful, as it can help people share information and knowledge, can open doors for job opportunities and can lead to good business seals and insights. Many business owners take advantage of networking in their business to improve their repertory in their industry field, by learning with other [image: ]business.

[bookmark: _Toc214625646]		Task 1 (b): Evaluation of Task 1 (a) based on Similarity report
I received a 14% similarity score on my assignment, which suggests that most of my work was original and appropriately paraphrased. I’m pleased with this result, but I know there’s room to improve. Some sections could be more concise and better structured, and I noticed a few grammar and spelling errors that I’ll aim to fix next time. To improve, I’ll focus on refining my writing style, proofreading carefully, and ensuring clarity throughout. I would award myself a mark of 75%, as I demonstrated a solid understanding of the topic and used my own words, but there’s still work to do on polish and coherence.

[bookmark: _Toc214625647]Task 2: Collaborative Mind Map and Individual Poster
[bookmark: _Toc214625648]		Mind Map (Collaborative)
[image: A diagram of a teamwork
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Mindmap link:   https://mm.tt/map/3850620215?t=xACdDSqwfz
		







[bookmark: _Toc214625649]Poster (Individual)
[bookmark: _Toc214625650][image: ]
[bookmark: _Toc214625651]Link for Poster: https://www.canva.com/design/DAG2-ecdChI/dSwMA_h6eMLBmNGOk3jOhw/edit?utm_content=DAG2-ecdChI&utm_campaign=designshare&utm_medium=link2&utm_source=sharebutton
[bookmark: _Toc214625652]Task 3: Virtual Collaboration and RefWorks
[bookmark: _Toc214625653]		Report on Virtual Collaboration
Forming a Team in Virtual Collaboration
Teamworking skills have long been considered essential by employers, as the ability to work effectively with others directly impacts the performance of the entire group [1]. Traditionally, teamwork has been associated with face-to-face collaboration, where communication and trust are built through physical presence and shared experiences. However, the future of work is shifting rapidly, and more individuals are now required to participate in virtual teams. This transformation demands a different skill set, as the dynamics of virtual collaboration differ significantly from those of traditional teams [2].
Virtual teams are defined as groups of individuals who work remotely, often across geographical boundaries, time zones, and cultural contexts [3]. Their success depends heavily on digital tools that facilitate communication and coordination. Unlike conventional teams, where informal interactions and body language play a crucial role, virtual teams must rely on structured communication channels such as video conferencing, instant messaging, and project management platforms. Clear and consistent communication becomes the foundation of effective collaboration, ensuring that all members remain aligned despite physical distance [4].
One of the greatest challenges in forming virtual teams is the establishment of trust and a cohesive team culture. Without face-to-face interaction, trust can be more difficult to cultivate, and misunderstandings may arise more easily. Leaders must therefore prioritize transparency, accountability, and inclusivity to foster a sense of belonging among team members [1]. Encouraging informal interactions, such as virtual coffee breaks or team-building activities, can help replicate the rapport that naturally develops in physical workplaces [5].
Equally important is the clarity of roles and responsibilities. In virtual environments, ambiguity can quickly lead to inefficiency and conflict. Each team member must understand their specific tasks and how they contribute to the overall objectives of the group. Goal setting and role definition are therefore critical steps in the formation process [2].
Technology plays a central role in enabling virtual collaboration. Tools such as shared workspaces, cloud-based project management systems, and communication platforms are indispensable for overcoming the challenges of distance and isolation [3]. Nevertheless, reliance on technology introduces its own challenges, including miscommunication and disengagement. Addressing these requires proactive leadership and deliberate strategies to maintain motivation and connection [4].

In conclusion, forming a team in the context of virtual collaboration requires adapting traditional teamwork strategies to remote realities. With clear communication, trust-building, and effective use of technology, virtual teams can achieve high performance and cohesion.
			
[bookmark: _Toc214625654]		Step-by-step process of using RefWorks with visuals
For my Computing Skills for Workplace course, I used RefWorks to manage and organize references for my university assignment 1. RefWorks is an online reference management tool that helps in collecting, storing, and citing sources efficiently. First, I created an account and imported references from academic databases and websites relevant to my topic. Then, I organized these references into folders to keep my research structured. RefWorks allowed me to generate citations and a bibliography in the required format, which saved time and ensured accuracy. Finally, I inserted these citations into my document using the “Write-N-Cite” feature, making the referencing process seamless and professional.

[image: ]
I started by creating and logging into my RefWorks account using my university credentials. This gave me access to the dashboard where I could manage references.

[image: ]
Next, I imported references from academic databases and websites relevant to my assignment topic. RefWorks allows easy import using uploading method or manual entry.

[image: ]
To keep my research structured, I created folders for different sections of my assignment. This helped me quickly find sources when writing
[bookmark: _Toc214625655]Task 4: E-Portfolio Creation and Evaluation
[bookmark: _Toc214625656]		Task 4 (a): E-Portfolio Creation
https://2514981.wixsite.com/jamilekashif
[bookmark: _Toc214625657]		Task 4 (b): Illustrative Review of E-Portfolio tool Selection
Creating my e-portfolio with Wix was an easy and enjoyable experience. The platform’s intuitive tools allowed me to design a site that reflects my visual identity. I customized the layout, added images and links, and edited the text to match my style. Wix made the process simple yet creative, giving me full control to build a professional and personalized e-portfolio.
[bookmark: _Toc214625658]Conclusion
Creating my e-portfolio and using tools like RefWorks has been an enriching experience. These activities allowed me to develop essential computing skills for the workplace, improve my organization, and present my academic work professionally. Designing my e-portfolio on Wix was simple and engaging, giving me the freedom to express my visual identity. Overall, these tasks have strengthened my confidence in using digital tools and prepared me for future academic and professional challenges.
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Teamwork is a cornerstone of academic achievement and career progression. But what makes teamwork truly
effective? Emotional intelligence (El}—the ability to understand and manage emotions—is the key to thriving in
collaborative environments.

Emotional intelligence includes:
« Self-awareness: Recognizing your emotional
triggers and responses.
« Self-regulation: Managing your reactions under
pressure.
e Social awareness: Understanding
emotions and perspectives.
 Relationship management: Building trust and
resolving conflicts constructively.
“The most successful people in organisations have
high levels of emotional intelligence.” — Moodle
Unit 2 Topic 4

others’

ttactive Toamuork

https://mm tt/map/3850620215?t=xACdDSqw{z

Elmproves learning: Group work fosters
deeper  understanding through  peer
discussion.

Builds resilience: Emotional regulation helps
manage academic stress.

Enhances communication: El supports clear,
respectful dialogue in group settings.

« Boosts employability: El is a top skill sought by
employers.

« Strengthens collaboration: Empathy and rapport lead
to productive teams.

« Supports leadership: Self-aware individuals lead with
clarity and compassion.

* Reflect on your emotional responses.

« Communicate openly and listen actively.
 Seek feedback and act on it.

« Consider others’ perspectives before acting.

« Support teammates and celebrate shared wins.

)

References:

Goleman, D. (1995). Emotional Intelligence. Bantam Books.
Moodle Unit 2 Topic 4: Life is a Team Sport. (2025).
Cherniss, C. (2010). Emotional Intelligence: Toward Clarification of a Concept. Industrial and Organizational Psychology.
MindTools. (2025). Developing Emotional Intelligence. www.mindtools.com




image4.png
& > O | O nhttpsy//refworks.proquest.com (SR B 1=

Refworks Login Learn more Language (English) ¥

Log in to RefWorks

(+) ‘ Use login from my institution

OR

Email

‘ 2514981 @st

Password

Forgot your p ord?

New to RefWorks? Create account





image5.png
RefWorks Learning in Digital Era - Assign... ©)

B s » [ ]

E All References Assign Share Create Bibliography Delet
-
= Search Databases q) Upload document
° Last Imported m Create reference manually
Eﬁ Duplicates v Import references from
L" Sharing v~ B WordorPOF on on Inter-0
i My Folders v m Other file types
‘ Tags e W LDEAI Task 3
'i' Trash Added October 27, 2025

[ RefID:2

e Cratarmant View types and visual communication cues for remot:





image6.png
< C :\ﬁ https://refworks.proquest.com/library/all/

RefWorks Untitled Project (ON)

All References (viewing 1 — 3 of 3 references) Display: 50 per page v Normal View ™ Customize

H+Em”isfa
=

[ ] Select all on this page Sortby: |F Date added v

[ ReflD:3
Assessing the Impact of Visual Facilitation on Inter-Organizational Collaboration: An Experimental Study.

fa Comi, Alice; Eppler, Martin J (2011)

@ LDEAI Task 3
L‘ Added October 27, 2025

] ReflD:2
View types and visual communication cues for remote collaboration
Kim, Seungwon; Huang, Weidong... Lee, Sang-Joon (2023)
@ LDEAI Task 3

Added October 27, 2025

mn e n

1 RefID1

Accessibilit
Statement




image1.png
1
[©

[ 53
M

Communication Negotiation Time. Leadership
management
@ 101 >y
Critical Constant Decision-making

thinking development




image2.png
have a contingency plan to address
gaps caused by unforeseen
circumstances.

Ensure team members can step
into each other's roles if someone
is unavailable.

Define who to contact when
issues arise, especially under
pressure

‘aaaAdapt meeting frequency
based on project intensity o team
needs

Having different point of views of
the same situaton

Considering the different

Diversity
Responsability

Collaboration

Respect =O—

[

Effective Teamwork
== Commitment =O—

Ajustments —/ \
Comunication <€

background and experience of
each individual in the group

Valuing diverse perspectives and
maintaining a positive team
culture.

Listening to all members so we can
respect their values and opinions

knowing that your contribution is
crutial to the team

using tools for good comunication

speaching effectivly with the team
members.

Use collaborative tools to keep
everyone aligned and informed.

each person should have a role and
Role —=O— atask to contribute to the
teamwork




