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INTRODUCTION
Essential skills such as time management and critical writing skills are essential for doing well in School. Time Management helps you plan your
‘assignments ahead of time whiles criical writing let you Iook deeply, question ideas and helps compare different opinions.
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TIME MANAGEMENT

Time management is about planning your whole lfe 5o you can
manage university work, your job, and your family responsibilties
together. Planning ahead s very important. For example, writing down
‘assignment deadines, exam dates, and work shifts at the start of the
‘semester can help reduce stress and prevent last-minute panc. It is
also helpful to focus on the most important tasks first instead of trying
todo everything at onca [1].

Students who work and support a large family need a clear woekly
‘schedule. A timetable shows how your time is divided among lectures,
studying, work shifts, and family time. When it is time to study, avoid
distractions. Communicating your schedule with your employer and
family members can make expectations clearer and reduce pressure
2l

Itis also important to set realistic goals and make tme for rest. Trying
10 do too much at once can lead to bumout. Sleep and short breaks.
improve focus and productivity. Reviewing your habits regularly and
adjusting your routine, when necessary, will help you stay balanced
‘and organised over time [3]

Good time management after graduation will help me handle work
responsibilties, personallfe, and future commitments effectively. In a

CRITICAL WRITING

Gritical writing is not just about understanding what you read. It means.
checking very carefully whether the writer's ideas really make sense.
and are supported by good evidence. You should think about whether
the source s trustworthy, especially online. It also involves comparing
different opinions and noticing any bias. When you write critically, you
explain your thoughts clearly, use evidence carefuly, and give your
own reasoned view instead of simply repeating the original text [4]

In Writing for University (3 ed., 2022), Godfrey explains that
paraphrasing and summarising are important skill in academic wriing.
She states that paraphrasing means putting another writer's ideas into.
‘your own words without changing the meaning, and you must still
reference the source. She also notes that summarising focuses only on
the main points. Godirey argues that these skills show understanding
and help students avoid plagiarism in their work [5].

Critical writing wil continue to support me after graduation by helping
me make thoughtful and professional decisions. In my future career in
T, sound engineering, media production, or digital content creation,
clients and employers expect clear reasoning behind technical choices.
1 will als0 need to judge information carefully and solve problems. It

also allows me to produce clear reports and logical arguments based
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INTRODUCTION: In my reflection, | will discuss how | used Turnitin to submit my draft essential skills work for my e-portfolio. | will also explain my

similarity score, what | leaned about referencing properly, and how | checked and improved my work after seeing my feedback.
Table of contents

DRAFT SUBMISSION: | first prepared my answers in Microsoft Word for the essential skills only, using Arial font, size 11, with 1.5 line spacing. After I0r Image carousel

completing the document, | submitted my work through the Draft E-Portfolio Submission link in the Learning in the Digital Era module under
Assessment Documents & Links to check my similarity score. O Button
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SIMILARITY SCORE

My Tumitin similarity score was 14%.

Asimilarity score is a number that indicates how much your wriing resembles other
toxts stored in a database. A high score doesn't automatically mean you copied or
cheated. Instead, it shows where the software found similar phrases or sentences,
including common terms and matching reference lists. (1]

My Tumitin similarity score was 14%. This score shows how much of my
assignment s lie ofher work in Tumitin's database, such as books, websites, and
other students’ papers. In my case, all the similarity came from my reference list.
‘That makes sense because references are writien in a standard format, so they
often Iook the same as other papers (1]

Simply copying sentences, even if you change a few words, can increase the
similarity score. I's better 1o fully understand the idea, then write it in your own style
‘while stil naming the original source. [2]

To improve my similarity score, | need to focus more on correct referencing. | should
always cite every source | use and follow the IEEE referencing style only. Good
referencing shows honesty, avoids plagiarism, and makes my work look original and
‘well researched.
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I used MyBib.com to generate my references because it makes the process simple and accurate.
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TIME MANAGEMENT

Time management is about planning your whole life 5o you can
manage university work, your job, and your family responsiiliies
together. Planning ahead is very important. For example, wriing down
assignment deadiines, exam dates, and work shifs at the start o the
‘semester can help reduce stress and prevent last-minute panic. Itis
also helpful to focus on the most important tasks first instead of trying
to do everything at once [1].

‘Students who work and support a large family need a clear woekly
‘schedule. A timetable shows how your tme s divided among lectures,
studying, work shifts, and family time. When it is time to study, avoid
distractions. Communicating your schedule with your employer and
family members can meke expectations clearer and reduce pressure
2l

Itis also important to set realistic goals and make tme for rest. Trying
10 do too much at once can lead to bumout. Sleep and short breaks
improve focus and productivity. Reviewing your habits regularly and
‘adjusting your routine, when necessary, will help you stay balanced
and organised over time [3].

Good time management after graduation will help me hande work
responsibiltes, personal lfe, and future commitments effectively. In a
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CRITICALWRITING

Critical writing s ot just about understanding what you read. It means
checking very carefully whether the writer's idees really meke sense
and are supported by good evidence. You should think about whether
the source is trustworthy, especially online. It aiso involves comparing
different opinions and nolicing any bias. When you wrie critically, you
explain your thoughts clearly, use evidence carefuly, and give your
own reesoned view instead of simply repeating the origina text [4]

In Writing for University (3° ed., 2022), Godrey explains that
paraphrasing and summarising are important skills in academic writing.
She states that paraphrasing means putting ancther writer's ideas into
‘your own words without changing the meaning, and you must stl
reference the source. She also notes that summarising focuses only on
the main points. Godirey argues that these skills show understanding
and help students avoid plagiarism in their work [5]

Citcal writing will continue to support me after graduation by helping
me make thoughttul and professional decisions. In my future career in
I, sound engineering, media production, or digital content creation,
clients and employers expect clear reasoning behind technical choices.
1 will 50 need to judge information carefully and solve probloms. It
also allows me to produce clear reports and logical arguments based
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Evaluation
I would eveluate my work within the 60-89% (very good) range based on the generic assessment ciiteria

In terms of Engagement with Literature, | used relevant academic sources and referenced them correctly in my e-portfolo. | linked the ideas to my
essential skils, ke time management and critical writing. However, | know | could compare different authors more deeply rather than mainly explain
their ideas.

For Knowledge and Understanding, | clearly explained concepts such es. similarity score, 3 and
Ishowed that | understand how academic writing works.

In torms of Cognitive and Intsllectual Skills, | showod critical thinking by analysing my similarity score and reflecting on how to improve. | id not
just describe information but explained its meaning.

In Practical Skills, | improved my time management and became more confident using Turitin, referencing tools, and my e-portfolio website.

For Skills, | better orgar skills, learning, teamwork and digital skils. | gave myself this mark because
my work is strong and clear, but | still ieed deeper critical analysis to reach a higher grade, especially in referencing and time management.

References
[1]D. Pecorari, ACADEMIC WRITING AND PLAGIARISM: a linguistc analysis a linguistc analysis. S .- Bloomsbury Academic, 2015.
[21'S. Bailey, ACADEMIC WRITING: a handbook for infernational studsnts. Routiedge, 2017.
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Unit 3 — Topic 1 (Forming a team)

Image carousel
Section 1: Trustin me

Trust is very Important in buiding an effeciive team, especially i virtual teams. In o sutton
the forming stage, trust helps members feel safe speaking, sharing ideas, and

working together well. Lencioni explains that the absence of trust i the first reason — Divider
toams fail, and he describes vuinerabilty-based trust as being honest, admiting

mistakes and asking for help [1]. Edmondson also shows that psychological safety —

allows people 1o lear, contribute and take risks without fear [2]. In remote teams, a

lack of face-to-face contact can reduce social connections and increase
misunderstandings. Trust grows when people communicate openly, listen actively

Sociainks





image14.png
& G (@ hitpsy/sitesgoogle.com/d/1FinbkMnBeA8aWysU_fAhxn3UeoidvHSg/p/1bbTYGMCOtafrWIMWYP4Xh-U1ZJY7XjXk/edit

B Prince

and consistently do what they promise [3].

W

Section 2: Getting to know your team

Being authentic in a team, especially online, is very important. When | introduce
myself honestly and show who | really am, it helps others feel comfortable and
builds trust. Research shows that trust and psychological safety allow team
members to speak openly and perform better [2]. Authenticity also improves morale
and helps teams delegate roles effectively, saving time and improving performance
[4]

Section 3: We are forming

Setting goals at the forming stage of a team is very important because it gives
everyone a clear direction from the beginning. The FAST framework explains that
goals should be discussed frequently, be ambitious, specific, and Transparent
When goals are discussed regularly, the team can check progress and make
changes where needed [5].

Ambitious goals encourage people to stretch themselves and improve performance.
Specific goals make it clear what each person is expected to deliver and how
success will be measured. Transparent goals allow everyone to see results, which
builds accountability and teamwork [6].

In simple terms, FAST goals help the team stay focused, motivated and organised,
while making sure everyone understands their role and works toward the same
outcome.

Automatic referencing tool

1 used MyBib.com to generate my references because it makes the process simple and accurate
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Automatic referencing tool
1 used MyBib.com to generate my references because it makes the process simple and accurate.
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for me to manage. | do not need advanced technical skl to design the pages, and
1 can organise my reflections, assignments, images, and links in a structured way. It o
helps me present my leaming journey step by step, rather than just uploading
random documents. | can also update it anytime and share it easily with my tulor
through a direct link [1]

Table of contents

From my understanding, an e-portfolio is more than just a storage space. Itis & tool Spacer
for reflection, assessment, and personal growth (2]. It alows me to reflect on what |
have leamed and to show evidence of my development. Digital portfolios also Soctl e

support the clear showcasing of student work while helping with assessment and
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From my understanding, an e-portfolo is more than just a storage space. Itis a tool
for reflection, assessment, and personal growth [2] It allows me to reflect on what |
have learned and to show evidence of my development. Digital portfolios also
supportthe clear showcasing of student work while helping with assessment and
feedback [3]

Using Google Sites made the whole process practical and professionl for me.
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