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TASK T

ESSENTIAL SKILLS FOR STUDY & EMPLOYMENT

ACADEMIC SKILLS

Academic skills are the tools and knowledge that can help students become successful within education. They are
abilities such as learning approaches, study techniques, and attention management which are all important in
helping reach their potential and prepare for a future career. [1]

Time Management

Time management refers to the organisation of tasks and activities to help increase productivity and effectively
achieve targets. It involves setting priorities, creating schedules, and adhering to deadlines. As described by Carroll
[2], effective time management involves developing a clear understanding of goals, identifying priorities, and doing
the right thing at the right time.

Critical Thinking

Critical thinking refers to the ability to analyse and evaluate information, arguments, and ideas. It involves being

open minded and logical when assessing information to make informed judgments. As written by Cohen [3]

Crmco\ Thlnkmg is really about a range of skills and understandings, including an ability to play with words, a
Saaaaia eehngs and emotions, ond (the hardest skill to develop) the kind of open-mindedness that

Waiting for sites.google.com..

EPHE
Mostly cloudy

14:39
24/06/2023

Q search .2 M @ ¥ w A D) @




image4.png
== N.ALDOU 649) - TASK 1 X

& C @& sites.google.com

Moodle

N.ALDOUS (2237649)

22°C

B

Library and Learnin.. B RefWorks [} Other

HOME ~ TASK1 TASK2 TASK3 TAsK4 Q

sensitivity to context, feelings and emotions, and (the hardest skill to develop) the kind of open-mindedness that
allows you to make creative leaps and gain insights.”.

EMPLOYABILITY SKILLS

Employability skills are characteristics that are required in any job. They are the attributes that make individuals
attractive to employers. These skills include teamwork and problem-solving, which are all necessary for success in
the workplace. Employability skills are also transferable, meaning they can be applied to various job roles and
industries. [4]

Hard Skills are specific abilities which are job specific and are unique to each position within a company. They are
teachable and can be developed through training. [5]

Soft Skills are personal skills and attributes that have been self-developed through life experience. They relate to
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how someone interacts with others and are not specific to a particular role. [5]

REFLECTION

Document Result 88/100
Turnitin Result 29%

The Turnitin report has concluded that the encountered similar elements relate to the references featured in the
document and confirm that it has not detected any plagiarism within the document.

The document demonstrates a strong understanding of the topics and effectively describes the requested
information. The content is well-structured and supported by relevant references. Also, the use of headings and .
® transitions between paragraphs works well and improves the overall flow. However, there are some areas that ’
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could be improved. Firstly, the initial explanations of the topics could be clearer and more extensive. Additionally,
the Employability Skills section could feature examples of the mentioned skills. Finally, further proofreading would
have highlighted minor grammatical error. With these improvements, the document would achieve an even higher
level of quality.

Engagement With Literature Skills (18),
An outstandingly well written document, ensure all grammar is correct before the final submission.

Knowledge & Understanding_Skills (16)
A competent knowledge of each topic has been displayed, although more thorough explanations are required to
obtain a higher mark.

Cognitive & Intellectual Skills (17),
An impressive display of attention to detail, try to keep sentences concise and
Relevant.

Practical Skills (19),
A flawless understanding of the application has been shown, well done.

Transferable Skills For Life & Professional Practice (18)

An excellent display of skills, presenting professionalism throughout.
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Transferable Skills For Life & Professional Practice (18),
An excellent display of skills, presenting professionalism throughout.
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LIFE

TEAMWORK

1

Teamwork s the ability to work with others, while helping
them in reaching their full potential and successfully achieving
shared goals. It's an important skill which builds trust and
improves relationships. Good teamwork increases productivity
and develops a sense of community [1]. As Borrill comments:
“Team members are dependent on each other to
achieve the objectives and therefore have to work
closely, interdependently and sup-portively to
achieve the team’s goals” [2].

MANAGING EMOTIONS

It’s important to manage emotions when working within a
team as it supports a positive work environment and improves
productivity. A happy atmosphere, features an understanding
of opinions, respect and way of working which increases
performance and camaraderie [3].

Inan article by Jordan and Troth, research shows that
emotional intelligence contributes to work performance and
those with high emotional intelligence can more effectively
manage and be aware of their own emotions and the
emotions of team members [4].

There are a number of techniques and strategies that can help
to manage emotions whenin different situations —

Expectations

Keep an open mind in situations with an unknown outcome. If
the result wasn't expected, it could be due to factors out of
your control. It’simportant to focus on the positives [5).

Mindfulness
Acknowledging your emotions can allow youto manage your
feelings. There are techniques which can actively help defuse
emotions. These include, taking a few deep, long breaths or
slow walking while paying attention to your senses [6].

2.
EMPATHY

Empathy in the workplace promotes aninclusive and equal
environment for all team members within an organisation
When empathy is presentindividuals feel heard and
acknowledged, regardless of their background or position
within the team. This inclusivity encourages a diverse range of
perspectives, which leads to innovative and creative solutions
7]

To use empathy effectively, always give your full attention to
the situation and look out for verbal and nonverbal clues as
they will help to understand their situation (8]

Empathy

BUILDING TRUST

Trustis crucial for a team to function optimally as it promotes
afeeling of security. When team members trust each other,
they feel at ease to express themselves, take calculated risks,
and reveal their vulnerabilities. In the absence of trust,
innovation, collaboration, creative thinking, and productivity
suffer, asindividuals focus on self-preservation rather than
assisting the group in achieving its objectives [9).

Approaches To Bui

Lead by Example
Always lead by example, and take the opportunity to display
trustin others
Communicate Openl
Open communication is essential to building trust. Teams
should talk to each other in an honest and meaningful way.

ing Trust

IS A TEAM SPORT

3.
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TEAMWORK

Teamwork s the ability to work with others, while helping
them in reaching their full potential and successfully achieving
shared goals. It’s an important skill which builds trustand
improves relationships. Good teamwork increases productivity
and develops a sense of community [1]. As Borrill comments:
“Team members are dependent on each other to
achieve the objectives and therefore have to work
closely, interdependently and sup-portively to
achieve the team’s goals” [2].

MANAGING EMOTIONS

It’simportant to manage emotions when working within a
team as it supports a positive work environment and improves
productivity. A happy atmosphere, features an understanding
of opinions, respectand way of working whichincreases
performance and camaraderie [3].

Inan article by Jordan and Troth, research shows that
emotional intelligence contributes to work performance and
those with high emotional intelligence can more effectively
manage and be aware of their own emotions and the
emotions of team members [4].

There are a number of techniques and strategies that can help
to manage emotions whenin differentsituations —

Expectations

Keep an open mind in situations with an unknown outcome. If
the resultwasn’t expected, it could be due to factors out of
your control. It’simportantto focus on the positives [5].

Mindfulness
Acknowledging your emotions can allow you to manage your
feelings. There are techniques which can actively help defuse
emotions. These include, taking a few deep, long breaths or
slow walking while paying attention to your senses [6].

2,
EMPATHY

Empathy in the workplace promotes aninclusive and equal
environment for all team members within an organisation.
When empathy is presentindividuals feel heard and
acknowledged, regardless of their background or position
within the team. This inclusivity encourages a diverse range of
perspectives, which leads to innovative and creative solutions
7.

To use empathy effectively, always give your full attention to
the situation and look out for verbal and nonverbal clues as
they will help to understand their situation [8]
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BUILDING TRUST

Trustis crucial for a team to function optimally as it promotes
a feeling of security. When team members trust each other,
they feel at ease to express themselves, take calculated risks,
and reveal their vulnerabilities. In the absence of trust,
innovation, collaboration, creative thinking, and productivity
suffer, asindividuals focus on self-preservation rather than
assisting the group in achieving its objectives [9].

Approaches To Building Trust

Lead by Example
Alwayslead by example, and take the opportunity to display
trustin others
Communicate Openly
Open communication is essential to building trust. Teams
should talk to each other in an honestand meaningful way.

IS A TEAM SPORT

3
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TASK 3

TUCKMAN'S THEORY

Tuckman’s Theory was developed by psychologist Bruce Tuckman in 1965, and includes the notable phrase
"Forming, Storming, Norming & Performing”. It was featured in his 1965 paper "Developmental Sequence in Small
Groups" and is known as a foundation for effective team building. [1]

Tuckman’s Theory supplies a simple guide on how people interact within a team environment. It illustrate stages
that groups go through as they develop and highlights how to manage behaviours at each development stage. [2]
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Performance of Team

Tuckman’s Model of Five Stages

The figure seen above displays the order and stages of Tuckman’s Theory and how they affect the performance
and effectiveness of team development. [3]

The model is helps to understand and predict the behaviour of a team and its development. It also provides a
framework of expectation and actions. [4]

STORMING

The storming stage is the second phase in Tuckman's model and follows on from the Forming stage. During the
storming stage, team members begin to express their individuality and compete for influence within the team. This
stage is classified by conflicts, disagreements, clashes, and power struggles as individuals attempt to find their
place in the group. [5]

When there is a lack of agreement between individuals within a group, team members attempt to establish
themselves and their position which can create conflict and lead to confusion and loss of interest. Differences in
personalities, values, and working styles can start disagreements and tensions within the group. Escalating to
arguments, criticism, and a lack of consensus.

The storming stage is considered a critical phase in group development because it lays the foundation for how
conflicts are resolved and outlines acceptable behaviour. While storming can be a difficult stage, it is important to
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overcome to allow the group to progress towards the next stage of development. [6]

To successful complete the storming stage, there must be effective communication, conflict resolution, and strong
leadership. It is essential for team members and leaders to create an environment where members can feel
comfortable, actively listen, and show respect. By addressing conflicts constructively and finding common ground,
the team can move towards the norming stage. [7]

The Five Dysfunctions of a Team model by Patrick Lencioni describes the fundamental challenges that hinder team
performance. To improve the functioning of a team, it is critical to understand the type and level of dysfunction. [8]

Absence of Trust
Teams lack trust when members are reluctant to be open with each other, this can lead to a fear of conflict.

Fear of Conflict
When productive conflicts within discussions are avoided, teams fail to address issues and make important
decisions.

Lack of Commitment
Avoiding healthy conflict prevents team members aligning when working towards a goal, which can result in a lack
of commitment to decisions.

Avoidance of Accountability

A lack of commitment makes it harder for the team as it’s difficult to hold members accountable for their actions,
reducing overall performance.

Inattention to Results
If a team is unable to hold each other accountable, members instead focus on their individually, which can
jeopardise the overall team success.
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GOOGLE SITES

Google Sites is a website-building tool which is developed by Google. It allows you to construct a website using
interactive features without any knowledge of the programming code HTML. There are themes and tools which can
kickstart the construction of a website and a useful support section. These factors help in making it quick and easy
to product a website from scratch.

| decided to produce my project using Google Sites as | already use other Google products and find them
particularly useful and simple to use. The tool is intuitive to work with and has a range of functions which are easy
to implement.
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