[bookmark: _Int_lCkMzEpS]Task 1- written summary     
                           Essential skills for study and employment
There a are a variety of skills I have picked up from UWTSD, employers in this era look for skills outside of qualifications, during my time in UWTSD I've learned about time management and how vital it is in our lifestyle and daily activities, and how it translates to our ability to do things on time, it will keep you organised and you'll become smarter on how to manage things, it goes hand in hand with our study skills, because as mentioned before you become more organised with your daily activities, you'll find time and refrain from procrastination, as a result you become more efficient in what you do, you also become more confident because you’ve got time under your control.
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Figure 1 young 2021
[bookmark: _Int_ILlppSFg]According to Cottrell (2019), effective time management requires steps and therefore should “be systematic in your time management, find your time requirements, manage distractions and procrastination.” She goes on to explain her points, “be systematic in understanding how develop your ability to manage time, find out the pattern of study required for your program, and to build an understanding on how and when you become distracted from using your time effectively.” (Cottrell 2019). As we can see from whatever has been mentioned before, we come to know time management has its benefits when done properly, especially when you are looking for employment, time is a significant factor in our lives.
Whilst studying at UWTSD I have made posters in groups with my classmates and worked with them in general, through this experience I have picked up teamwork skills, having teamwork skills enables you to get things done more efficiently with better outcomes. Teamwork leads to benefits mentally and helps reduce stress because everyone in the group works together to complete the task or project.
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Figure 2 [Cameron S 2021]
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[bookmark: _Int_0xTfiETy][bookmark: _Int_RpxVuWEI][bookmark: _Int_kRCX0Gkw][bookmark: _Int_VSV3kMov][bookmark: _Int_tRMa6E4Z][bookmark: _Int_JNZERd8o][bookmark: _Int_K0yEK2cp][bookmark: _Int_Wj5GGOHR]There are many ways I could improve next time I would change the settings to exclude my bibliography so that it would reduce my similarity score, I would include more references even though I did the minimum amount I would do the maximum number of references. , there are a range of different things I could've spoken about or expanded on regarding study skills and employment, however I talked about the things I felt were most important and relatable to students and employees, next time I would include more pictures so that it captivates the readers mind so they're able to connect with the writers imagination.

                                         Task 2- E-Portfolio creation

    https://sway.office.com/xBDhg6OgdlNvmc7f?ref=Link&loc=mysways
                                





                                 
                                   Task 3- automatic referencing tool
[bookmark: _Int_SczJeY17][bookmark: _Int_plEsYaRs][bookmark: _Int_O4HAhEF5][bookmark: _Int_ncR78yEA][bookmark: _Int_TQ49mAwy]Firstly, I installed Mendeley an automatic referencing tool, I found it to be useful for me to keep a record of the references I used so that I could keep a track of them in case I need to use them later so I may easily access it. I will be taking screenshots of Mendeley to show how I add my references.
[image: ]

[bookmark: _Int_2Nem7D84]In the figure below it shows ‘add new’, once I press add new, I clicked ‘add entry manually’ so that I could add the references I used myself. From there I begin the process of typing in my references to keep them saved.
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As you can see in the image below after I've pressed ‘add manually’ I started typing in the details about the references I used, after that I click ‘add entry’ to save my reference. 

[image: ]

[bookmark: _Int_04TJhJ3K][bookmark: _Int_JAlQEImC][bookmark: _Int_IwSrh9jP]Once I have taken these steps, I add in all my references, these references will now remain in my library so if I ever need to access them in the future, my references will be there. 

[image: ]

[bookmark: _Int_TyAAFRjV]As shown above in the images above, I have given a step by step guide on how to use Mendeley, it is just a referencing tool for you to keep a record of all your references you’ve used, having a tool like this ensures you to keep a track of your references and not having the need to go back and forth to the library or online to search for references since you already have a record of them saved on your library in Mendeley. 

[bookmark: _Int_oTzOC1Jd]Reference list:
[bookmark: _Int_HPsv2ig6]Mendeley reference manager (15 November 2022), [online]: available at: https://www.mendeley.com/reference-management/reference-manager/
[bookmark: _Int_AJvnZTFn]Top tip bio (15 November 2022), [online]: available at: How To Use Mendeley Reference Manager (Complete Beginner's Guide)
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[bookmark: _Int_7ilH7YgX][bookmark: _Int_61LIK2Rj]           Task 4- Collaborative Teamwork and Professional Academic poster
             [image: ]
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organisational restructuring is all too frequent. This means that most graduates can expect
a ‘career’ that includes several major changes (of organisation, specialism and/or sector)
during their working life, which may include redundancies or spells of self-employment
asaconsultantand/or an entrepreneur. At the same time, whole new specialisms and areas
(such as social marketing) have appeared in recent years and will doubtless continue to
appear. You may like to check one of the annual surveys of graduate employments to see
what is changing. Given the fluidity of the business context, you can see why ‘willingness
to learn’, and the skills to do so, are of such importance.

Even if the number of graduate vacancies is high when you graduate, the ‘best jobs’ will
receive many applications. Unless what you want from a job is very different from most
people, you can expect fierce competition when you apply. This is why it is so important to
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