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[bookmark: _Toc193117230]Introduction
In this assessment, I present the work completed for the Level 4 assessment ask 1: In this task, I produce a written summary of essential academic and employment skills, supported by credible sources using the IEEE referencing style. I then submit the work to Turnitin, review my similarity score, and write a brief reflection on the result and the mark I would award myself.
Task 2: Here, I create an academic A3 poster that explains the importance of teamwork for academic and professional success. I also participate in a group activity to develop an online mind map about effective teamwork, using collaborative digital tools. Both the poster and the mind map will be included in this portfolio.
Task 3: In this section, I explore the use of an automatic referencing tool, such as RefWorks. I summarise a topic from Unit 3 on virtual collaboration and add citations generated by the tool. I also provide screenshots as practical evidence of how the referencing manager was used.
Task 4: Finally, I build the complete online e-portfolio using a digital platform, ensuring that all tasks are clearly presented and accessible. I also include a reflective review of the tool used to create the portfolio, along with screenshots of each page.
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 Task 1: Essential Academic and Employment Skills for the future career Path

Task 1 (a): Report on Essential Academic and Employment Skills


Essential Academic and Employment Skills is a practical guide aimed at helping students, particularly those studying business and management, to develop the key skills required for success at university and in future employment. The books integrate academic, personal, and professional development by showing how learning strategies and employability competencies are interconnected. The authors encourage students to become reflective, self-directed learners who can transfer their knowledge and abilities effectively into real-world contexts.
The text covers a wide range of topics such as independent learning, communication, research techniques, teamwork, creativity, and wellbeing. It highlights the importance of understanding how one learns, managing time efficiently, and maintaining balance between academic work and personal life. Also places strong emphasis on developing emotional intelligence and critical awareness as foundations for lifelong learning. From these sources, three important skills stand out and they are explained below.
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Figures: Essential Skills for future career path.

[1]

Effective Communication: The ability to convey ideas clearly and professionally, both orally and in writing, and to adapt one's style to different audiences. This skill frequently appears as a priority for employers and in academic development. [2]

Time Management and Self organisation: Setting realistic goals, prioritising tasks, and balancing workloads to achieve consistent academic and professional performance. [3]

Critical Thinking and Problem Solving: Questioning assumptions, evaluating evidence objectively, and generating innovative solutions, which are essential capabilities in modern workplace. 
Overall, the book serves as both a study companion and a career preparation tool, guiding students towards becoming competent, adaptable, and employable graduates. [4]
Moreover, these skills enable individuals to share previously acquired knowledge clearly and professionally in front of others, which is essential in meetings, group work, and academic discussions. Developing these abilities not only enhances communication and collaboration but also strengthens one’s professional presence, increasing opportunities for success in both academic and workplace environments. [5]
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     Task 1 (b): Evaluation of Task 1 (a) based on Similarity report


Given my mark, I believe that my document may not have been fully assessed as intended, as I initially drafted several sections and then refined them in my Word document. I have included all of my supporting sources throughout. The only issue highlighted in red relates to the template, as I had created a new one, whereas the lecturer instructed us to use the template he had originally provided. For this reason, I simply copied the content from my previous document and pasted it into the correct template. Regarding the links, I had placed the references at the top of the document, although they were meant to appear at the end. I therefore copied and moved them to the appropriate section. In conclusion, for the next assessment, if I make an error, I will need to redo the entire document from the beginning to avoid similar issues. I will take this into consideration.     
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                       Task 2: Collaborative Mind Map and Individual Poster
	Mind Map (Collaborative)

Life Is a Team Sport suggests that, just like in team sports, life is better when we collaborate with others. It emphasizes the importance of mutual support, communication, trust, and empathy to achieve both personal and group goals. It also highlights that everyone has a role to play sometimes we lead, sometimes we follow, but we always contribute to the team. The central message is that success, resilience, and growth increase when we don’t act alone, but alongside people who share our values and goals.
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Here I have created my academic poster based on the Essential Academic and Employment Skills.
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https://www.canva.com/design/DAG2_penoKY/vlUd3QfjtBBW6WiCFWImBA/edit?utm_content=DAG2_penoKY&utm_campaign=designshare&utm_medium=link2&utm_source=sharebutton
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[bookmark: _Toc193117239]		Report on Virtual Collaboration
The topic I chose is Forming a team

Forming a Team” within the context of virtual collaboration refers to the process of creating, organizing, and preparing a group of individuals who will work together remotely using digital tools. In virtual environments, the formation of a team is not just about bringing people together; it involves intentionally shaping the conditions that allow effective cooperation despite the physical distance. This process includes selecting members who have the right skills, expertise, and availability to contribute meaningfully to the shared goals of the group. Since team members do not interact face-to-face, it becomes especially important to clearly define roles and responsibilities from the beginning so that everyone understands their tasks, areas of ownership, and expectations. [6]
Another essential aspect of forming a virtual team is establishing common objectives that help align all members toward a shared purpose. By agreeing on what the team intends to achieve and how success will be measured, it becomes easier to coordinate efforts and maintain motivation throughout the project. [7]
Communication norms also play a central role. Unlike traditional in-person work, virtual collaboration relies heavily on digital platforms such as Zoom, Teams, Slack, or shared cloud drives. The team must decide which tools will be used, how frequently members are expected to communicate, what response times are reasonable, and what standards should guide online interactions. [8]
Building initial trust is also a key component of forming a virtual team. In remote settings, trust does not develop naturally through everyday interactions, so it must be created through intentional activities, early conversations, and opportunities for members to get to know each other. This sense of connection contributes significantly to cohesion and team morale. Additionally, forming a team involves preparing the digital environment by ensuring that everyone has access to the necessary accounts, platforms, and shared workspaces, as well as establishing workflows that support efficient collaboration. [9]
This process is especially important in virtual collaboration because remote teams require clearer structures, more explicit communication, and well-defined processes from the start. Without these elements, virtual teams are more likely to experience misunderstandings, coordination problems, and reduced productivity. By carefully forming a team, organizations can create a solid foundation that enables members to collaborate effectively, maintain clarity, and achieve their objectives despite the challenges inherent to working remotely. [10]
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Step 1. Click on Create account or sign up.   
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 Step 2. Check your university email for an activation link and follow the instructions to complete your profile and log in.
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Step 3.  Once you’ve created the account and filed in all the required Information, you can start creating folders and naming them however you like.
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Step 4. Creating citation using RefWorks.
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Step 5.  Once all sources have been uploaded, select them to generate the RefWorks reference list. When the process is complete, copy the generated references to the clipboard.
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Task 4: E-Portfolio Creation and Evaluation
	

Task 4 (a): E-Portfolio Creation
Task 4 (b): Illustrative Review of E-Portfolio tool Selection


The initial step is to create and select an appropriate template. Subsequently, I will outline the steps following the order in which I completed them. This portfolio is based on all the work I produced in response to the previous questions in this assignment.

1. We begin by creating a new site
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2. Next, we select the option without AI
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3. Once in the dashboard, select Design Site.
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4. Then, choose a template
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5. We then edit every detail according to your preferences.
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In conclusion, developing essential academic and employment skills is key to building a strong career path. These competencies allow individuals to adapt to changes, meet market demands, and take advantage of new opportunities, ensuring continuous growth and successful performance in the future.
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