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Communication skills are fundamental to study and employment. Within an
educational setting study, students are assessed on the work they deliver, so
being understood in writing and verbally is vital. These skills are equally as
integral to employment as work delivered needs to be clear, concise,

and appropriate. Time management is a highly transferable skill between study
and employment. Both students and employees will need to prioritise
workloads, complete tasks efficiently, and meet predetermined deadlines. In
both environments, effective time management can reduce potential stress and
improve overall performance.

\

More recently, “Digital literacy in education has become increasingly essential in

preparing students for the modern workforce and ensuring they can navigate S,
the digital world effectively” [3]. This also does not span only to education and is

something that can continually develop throughout employment in an ever-

changing digital landscape. So, while it is something that traditionally may be X
focussed on within education, it is important to remain open and receptive to —yu==

change and development.
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For my personal development in both work and education, | intend to develop the above
skills further to progress in both my education and apply the skills | develop into future
career progression. As stated by Cottrell, “A closer examination of the nature of academic
skills shows that these skills - properly developed and deployed - provide the basis for
professional success” [4] and to achieve ongoing progression and success, | must focus
on developing my existing skills and plan to dedicate my efforts to expanding my digital
proficiency.
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Task 1

Task 1a - IEEE referencing and Academic and
Employability Skills

Academic study benefits from several skills that, when utilised effectively,
can help students work efficiently and ultimately achieve academic success.
These skills are often highly transferable to the workplace and are

often deemed desirable by employers, with CIPD stating soft skills are
“valued as much as or more than hard skills, demonstrating how employers
seek to assess candidates’ capabilities beyond formal education.” [2],
stressing the importance of soft skills in students and employees.
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Task 1c - Turnltin Similarity Report

Upon submission of Tasks 1a&b to Turnltin, my similarity report returned with 25% similarity. |
would award the work shown in Tasks 1a and 1b with a ‘Good’ marking approx. 55%. | would
award it as such for the following reasons;

Engagement with literature.

Within the work, | have used and cited a good range of literature and undertook independent
study to find and use these references.

Knowledge and Understanding.

I have shown a fair understanding of the information researched but it seems to lack depth in
areas.

Cognitive and Intellectual Skills

I would still provide this work with a ‘Good’ grade due to the arguments and points made
being valid but remain somewhat underdeveloped.

Transferrable skills.

The work is decently organised and mostly well-expressed. The work was completed
independently which is certainly transferrable to work and also to the remainder of my
studies.
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Task 2

Task 2 - Collaborative Teamwork and
Professional Academic Poster
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Myself and course colleagues, Emma Simmons and
Bethan Woolley collaborated together to create the
above mind map, each respectively focusing on on
branch of the mind map. | focused on Team
Leadership and Management as th the area |
most need to develop to progress within my current
job.

Figuro 2: Team Leadorship and Management section of mind map, created by mysol.

Figure 3: Section of indmap tted Toam Motivation, comploted by Bthan Woolly.

" Figure : Section of mind-map titled Team Relationships, completed by
Emma Smmons.

Reference List, Team Leadership and Management, Nia Davies
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Cottrell states “Teams develop their own characters and ways of doing
things. Understanding these helps us to make sense of why  team
‘works well or badly” (1.

Manage people s wellas the task
A good leader can ensure deadiines are met, delegate tasks, taking team
members strengths and weaknesses into consideration and continue
‘guide, coordinate both the task at hand and the people within the team.

Inleading both a project and a team, the individual should “embrace changing requirements and prioritize
delivering the highest value® [3] and encourage this way of working throughout the team.

The abity to adapt can allow all members of

An effective Team lead should; Be adaptable i i
Encouraging 2 flexble and adaptable approach the team £ work mere effectively as can equ
may break tasks down into easier to manage o e el
sections and better equip team members for any. % team to be ready ny
- Team Leadership & Management ! reprioritisation or in case of any roadblocks met
potential roadblocks within their project.

Make space for continuous improvement; allow time to “to identify
improvement areas and take corrective action when necessary, whi
core to adaptive performance”. [2]

Provide space for continuous
improvement . ' . § -

Granting a team time to reflect can share any learning, avoid any similar errors
or shortcomings in future work and if done regularly, can encourage

continuous improvement

[15. Cottrell Skill for success: Personal Development and employability., 4th ed. London: Red Globe Press, 2021,
A Neal,and S. K.Parker, “A New Model of Work Role Performance: Positive Behavior in Uncertain and Interdependent Contexts,” Academy of Management Journal, vol. 50, no. 2, pp. 327-347, Apr. 2007.
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Task 3a - Tuckmans Model; Riding The Storm.

Under stage 2 of Tuckmans model, we find the ‘Storming’ stage. “This phase is characterized by
lack of unity and polarization around interpersonal issues”. [i, p. 114] At this stage of team building,
we are likely to see conflict, and it is essential to manage that confiict to move through Tuckman's
Model and develop as a team and reach full potential.

Following the more exciting and optimistic forming phase, the Storming phase is where character traits and preferred ways of
working are established. These differences can create tension and resistance between members of the team. The team, still
being quite newly established may also create some confusion when considering roles and assigned tasks, which in turn, may
make staff feel as though they are doing more work than other team members or getting less recognition than others. The
misunderstandings seen in this phase can create poorly managed emotional reactions, such as anger or impatience, which if not
addressed, will exacerbate the displayed issues. These tensions can go on to create sub-cliques of the team, which in turn may
isolate certain individuals, which can also work against that established shared goal as the team is no longer working together
as anticipated. These issues may even cause staff to question the project, plan and the team itself, and if not addressed and
discussed, can reduce morale for the individuals.

Storming is natural and even necessary for growth. Teams must work through these tensions
to establish gentine collaboration. The danger lies not in entering this phase, but in staying there
too long without intervention.” [2]. An efficient and reliable team leader, upon identifying these
conflicts, can guide the team through this phase by addressing conflict swiftly, communicating
clearly with the team and linking in with third party support, such as HR departments or external
mediation or coaching services.

This stage, while difficult, is still essential for team development and growth as “In order
for progress to the next stage, group members must move from a “testing and proving”
mentality to a problem-solving mentality”. [3]
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Reference 2
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When adding my next reference, | used the

RefWorks browser add-on and saw the below, where in the
RefWorks column was pre-populated with some of the
data found in the webpage

=
/ =

D ——
Figure 4: Screenshot of RefWorks add-on being utiised in web.
browser.
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22
I added any missing information into the RefWorks section
and then saved the reference to my RefWorks project list.

Save to RefWorks v X

Import Process Complete

Import Summary

11 refsences mporied

Close sdebar

Figure 5: Refworks Import Complete notice.
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Once Imported, my project list had updated providing me
wiith my references in my chosen format.
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Figure 6 List of automatically generated references in progress
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Figure 2: Screenshot of Wix's Al Tool
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Upon singing up to Wix, | was presented with an Al
tool to assist in creating my website. Upon entering
the below text, the Al tool offered some template
options.

" CNET, Dec. 02, 2024. https://www.cnet.com/tech/services-and-software/wix-
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Task 4
E-Portfolio Creation and Review

When looking into what website-builder to use,
| was drawn to using Google Sites as | have
used many Google services in the past and
have found them easy to use, however, some
reddit users reported that Google Sites are
most commonly used to host malware and

scam sites.
| have chosen to use Wix as upon As | had not built a website before, |
starting my research, | found positive © PROS felt this was a user-friendly place to
reviews. Upon further investigation, « Wide variety of attractive templates start.
Dianna Gunn stated some pros to « Site builder is very easy to use | also assured there was no cost
using Wix were; « Great server performance to use Wix. There are few cons to
» Good customer service using Wix but none that will hinder

Figur 1 Screenshot of Wix Review, detaiing the creation of my e-portfolio.

pros of the service.
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