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Task 1a                                                TIME MANAGEMENT

‘The time management is an essential skill of many human activities.’ [1]. (Stoilov, 2012) In time management there are many essential skills needed to support my chosen career after graduation (web developer) such as goal settings, multi-tasking, strategic thinking, prioritizing, managing focus, collaboration. As a web developer, it is important to carefully manage time so that I am never pressed for time when producing solutions to technical issues, exercising your creativity, or studying new material. Goal setting allows me to track my progress which supports my career as this gives me motivation which allows me to work to my maximum potential. ‘Satisfaction is indirectly via the perceptions of goal content’ [2]. (Bipp, Kleinfeld, P.A.M, 2011) The development of collaboration skills will allow me to build my confidence to work with others, for example working with others on an approved design. [3]. ‘Collaborative skills are essential to solve complex, interdisciplinary problems’ (Panuta, 2023) Furthermore, the skills mentioned allow me to be more creative and productive and allow me to identify opportunities for change and take advantage of them, see solutions for problems and recognize opportunities which will make my career durable. ‘The goals you can achieve are significantly influenced by how you manage your time, just like you do with your money, energy, and other resources.’ [4] (Walker, 2016) 
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Task 1b
[image: ]My similarity score for this task was 20%. When using a quote which is too long and using too many quotes can increase my similarity score. By using smaller, direct reference quotes I can keep my similarity score smaller whilst giving the point needed. I would award myself 65 percent out of a hundred because as though my work was written to my knowledge, and I made points which related back correctly to the question given. I made quality points on the skills needed for my career relating to time management and I also explained these too. 

                                                   
I would give myself 60% because I put in a lot of effort and time to do my research and gain knowledge. I done my research to the best of my ability.

 
Task 2A                               E PORTFOLIO

[image: ]
I created my e-portfolio in the App Microsoft sway. 
Every task consists of a different page. You can see above a screen shot of my portfolio. You can visit my e portfolio on,
https://sway.office.com/NOeXaFJKwo7mA7U1


Task 3                                  Automatic reference tool
Referencing is a vital part of coursework. Referencing allows students to support their work with authentic sources whilst acknowledging others work. You must reference when you use words which are not your own[1a]
There are several referencing tools including EndNote, Cite This for Me, and Mendeley used in this assignment. 
 [2] Enter "Mendeley reference manager" into the search bar on Google. After you arrive at the website, you will be prompted to download the application and accept all cookies.
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 [3] following the application's download. You must create a new account, for which you will need a valid email address, a secure password, and your family name.
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 [4] After the application has been installed, you will have to input your registration information again, including your email address and password. Your Mendeley library will then load, and you should see it as the application loads, as shown.

 
                 [image: ]
 
  The Mendeley tool management file and book loading process. There are three ways to load the data you may require for your job. You can manually enter the author information and website information as one method. The other method ‘identification tool’ that you can access from the main page of the search bar, you are meant to copy the code, and paste it there and the last option is a web importer.

 [image: ]
(5) As can be seen above, I have added a reference book to my collection.
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(6) be aware of adding the Mendeley reference feature to MS Word. Return to the website where you downloaded Mendeley reference, and then download Mendeley cite. Click "Get It Now" to bring up this screen.
 [image: ]

. 
(7) Make use of the Madeley reference function in MS Word. Access Microsoft Word to perform that action. As seen in the image with a blue line underneath it, click on the reference tab on the taskbar. A Mendeley icon will be shown there. It will display on the task shown in the image above, next to the library.
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        Task 4                                 Poster 
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              https://www.etsy.com/uk/market/teamwork_poster

                                       Life is a teamwork

My assignment was to produce a concept poster with a group. And how I may make it distinctive while ensuring that the poster's essential message is understood. I achieved that by employing a distinctive font style and font size. by adding vivid colors to the poster's focal points. I also suggested topics for my team to write about in relation to our poster. We worked effectively together and listened to each other's ideas. There were 4 team members in my group. Show kindness and respect to everyone. A basic introductory lesson is provided. But occasionally people need a gentle reminder that respect is required in every circumstance and is especially crucial in the workplace. 
We made a group call on WhatsApp and we discussed it on the poster. We discussed the points about teamwork, and we spoke more about collaboration and how to put our ideas into words in our poster. This group call increased my confidence and my skills to talk to others too. 
[image: ]
Screenshot of my WhatsApp group call.
Strategy;
A team strategy is a structured plan which allows you to accomplish certain goals with a team. Strategies that are effective contain the creation of well-considered, practical constraints by the team [1]. Without recognizing it, we employ strategy and tactics in a variety of quite straightforward ways every day. You need a plan to get there, for instance, if you want to travel from Beirut, Lebanon, to Tunis, Tunisia. Answering a variety of questions is part of strategy, such as: How will you be travelling (by airline, boat, etc.)?
Creativity;
There are a wide variety of ways of producing different creative thinking, doing skills, and incorporating this into your work. It is important to be creative and have ‘out of the box’ ideas to strengthen the quality of customer service [2].
Action
The action of a team where a member keeps aside their interests and opinions to fulfill the group's objectives or goal is teamwork.[3]. Quality Action Teams are vital for incorporating quality into daily operations which helps enable managers, employees, and professionals across all areas to constantly improve their own work.
Success;
A successful team is driven by the members' common basic thoughts. when everyone on your team is motivated by the same goals. This helps create a sense of stability and confidence in the business as a whole [4].
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