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1. Portfolio for home page .

https://sites.google.com/view/muhammads-portfolio/home
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2. And screen shot for home page of portfolio
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[bookmark: _Toc222927508]Task 1 – Written summary.
[bookmark: _Toc222923747][bookmark: _Toc222927509]Summary.
[bookmark: _Toc222923748]During my studies, I have learned that success in business depends on more than technical knowledge. I have developed important skills such as communication, which has improved through writing assignments, giving presentations, and working in groups. These skills help me share ideas clearly and work well with others. I have also improved my critical thinking by analysing information and considering different viewpoints when completing academic tasks. In addition, I have developed digital skills by using online learning tools and collaboration platforms. Being adaptable and open to learning has also helped prepare me for future employment and professional development.
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[bookmark: _Toc222927511]Task 2 – Mind Map & Academic poster.
                                Mind-map screenshot. 
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[bookmark: _Toc222927512]Click the link to view mind map online 
                                   https://mm.tt/map/3943654000?t=ShutlFWh6m

[bookmark: _Toc222927513]Poster screenshot. 
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[bookmark: _Toc222927514]Poster to link ..
https://www.canva.com/design/DAHB4JTC7qs/Z4VdnypcrdSmg4QQbSXCAA/edit?utm_content=DAHB4JTC7qs&utm_campaign=designshare&utm_medium=link2&utm_source=sharebutton

[bookmark: _Toc222927515]Task 3 – Automatic Referencing.
e-portfolio screenshot
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[bookmark: _Toc222927516]Task 4 – e-Portfolio creation and review.
E-Portfolio Creation and Review

For my e-portfolio, I chose to use Google Sites because it allowed me to organise my work in a way that felt both professional and personal. I was able to structure my portfolio logically, creating clear sections for each task, and includingv screenshots and hyperlinks so that everything is easy to access. I spent time thinking about how a tutor would navigate my work, ensuring that every link worked and each page was easy to understand.

Creating the e-portfolio was more than just uploading tasks—it became a way to reflect on my learning. While adding content, I considered not only what I had completed but also how my skills, understanding, and confidence had developed throughout the course. I made decisions about layout, visuals, and clarity to make sure my work communicated my growth effectively.

After completing the portfolio, I reviewed every section, testing links, checking screenshots, and adjusting any areas that felt unclear or incomplete. This process helped me develop digital organisation skills and gave me insight into how presenting work thoughtfully can highlight both achievement and personal development. It reinforced the importance of reflecting on learning as a key part of professional growth.
[bookmark: _GoBack]* All screenshots of e-portfolio .
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[bookmark: _Toc222927517]Conclusion
Creating this e-portfolio has been a valuable process for reflecting on my learning, developing key skills, and showcasing my work in a professional format. Throughout the course, I have strengthened my communication, critical thinking, and digital literacy skills, and the portfolio allowed me to present these in a clear and organised way. By including screenshots, hyperlinks, and structured sections for each task, I ensured that my work is accessible, complete, and easy for tutors to navigate.
The process of building and reviewing my e-portfolio also encouraged me to think critically about my own progress. I considered how each task demonstrated my growth, reflected on challenges I overcame, and identified areas for further improvement. Using Google Sites helped me develop my digital and organisational abilities while giving me the freedom to design a portfolio that represents both my academic achievements and personal development.
Overall, this e-portfolio has not only documented my coursework but also highlighted the skills and attributes I have gained throughout my studies. It has strengthened my confidence, prepared me for future professional opportunities, and shown the value of reflecting on learning as part of ongoing growth.
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Effective Teamwork - Key
‘Considerations

a) Team Activity: In a small team, work together to produce a mind-map that
summarises the key considerations of effective teamwork. Your mind map should be clear
and concise and no more than approx. 400-500 words or approx.150 words per person. It

can be produced using freely available Online Mapping technology of your choice (e.g.

Mindmeister.com, Coggle.it, GitMind.com, Ayoa.com) or an Office 365 Application

task1

* O 40

On.. @8 Email- Muhammad »

This mind map explores the key elements that support effective teamwork in academic
and professional environments. At the centre is teamwork itself, recognising that
successful collaboration depends on both how people work together and how they relate
to one another.

Clear communication is essential, as it allows ideas to be shared openly, reduces
‘misunderstandings, and enables feedback to be given in a supportive way. Defined roles
and responsibilities help team members feel confident in their contributions and create a
sense of shared responsibility. Trust and respect form the foundation of positive
teamwork, encouraging individuals to speak up, listen to others, and value different
perspectives.

Collaboration reflects the importance of supporting one another and working collectively
toward shared goals. Leadership provides guidance and balance within the team, helping
to maintain focus and manage challenges fairly. Together, these elements show that
effective teamwork is built on connection, cooperation, and mutual commitment.
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Life is a Team Sport

a) Professional Academic poster: Create an A3 academic poster highlighting why some of the areas/concepts covered in the Moodle Unit 2 topic 4 ‘Life is a Team
Sport’ are important for academic and career success in your chosen discipline.
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Unit 3 Topic Summary: The New Norming

The norming stage is the third stage of team development and is especially important in virtual collaboration. During this stage, team members begin to work more effectively
together by developing trust, agreeing on shared norms, and improving communication. After the challenges experienced in earlier stages, norming allows teams to become more
organised and cooperative. In virtual teams, this stage requires extra effort because limited face-to-face interaction can make relationship building more difficult [1].

One key aspect of the new norming stage is the use of constructive feedback. Constructive feedback helps team members understand what they are doing well and where
improvements are needed. In virtual environments, feedback must be clear and respectful, as messages can easily be misunderstood when delivered through digital platforms.
Regular and well-structured feedback supports team alignment, improves performance, and encourages accountability among team members [2].

Another important concept linked to norming is Radical Candor, a feedback approach developed by Kim Scott. Radical Candor focuses on caring personally while challenging
directly, meaning feedback should be honest but also supportive [3]. This approach s particularly useful in virtual teams, where trust and openness are essential for effective
collaboration. By applying Radical Candor, team members can address problems directly without damaging relationships, which helps create a safe and respectful team

environment.

As teams continue through the norming stage, they also develop shared expectations around how they work together. These may include agreed communication methods,
response times, meeting behaviour, and decision-making processes. Establishing these norms reduces confusion and helps virtual teams operate more efficiently [4].

In conclusion, the new norming stage plays a vital role in the success of virtual collaboration. Through constructive feedback and the use of Radical Candor, teams can build
trust, strengthen communication, and improve overall performance. These practices support a positive team culture and help virtual teams move towards higher levels of
effectiveness.
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ESSENTIAL SKILLS FOR STUDY AND

EMPLOYMENT

a) Produce a written summary with some supporting visuals (images/figures), on the topic of essential skills for study and employment
(approx. 250 words) in your Career area. The summary should consider:

team work collaboration skills

prsentaion skills

Success in business is not built on technical knowledge alone; it develops through a combination of practical skills, personal growth, and continuous learning. During my
studies, | have realised that strong **communication skills** are central to both academic achievement and professional effectiveness. Writing reports, delivering presentations,
and engaging in discussions help refine clarity of thought and confidence. In the workplace, these abilities translate into stronger teamwork, clearer negotiations, and more
persuasive leadership [1].

Another essential skill is **critical thinking**.Business environments are often uncertain, requiring careful evaluation of information before making decisions. Developing
analytical skills during university—through research, case studies, and problem-based learning—prepares graduates to assess risks, identify opportunities, and respond
strategically to challenges [2]. Employers value individuals who can interpret data thoughtfully rather than simply follow instructions. In addition, **digital literacy** has become
increasingly important. Modern organisations rely on data analysis tools, collaborative platforms, and digital communication systems. Building competence in these areas
enhances efficiency and employability, especially in a rapidly evolving global economy [3].
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b) Submit your work to the Turnitin link (labelled: Task 1b - Turnitin Similarity check practice) on Moodle and check your similarity score. In the same document as your
summary above, include a reflection of approx. 100 words on

SIMILARITY SCORE AND HOW TO IMPROVE IT
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Effective Teamwork - Key

‘Considerations

a) Team Activity: In a small team, work together to produce a mind-map that
summarises the key considerations of effective teamwork. Your mind map should be clear
and concise and no more than approx. 400-500 words or approx.150 words per person. It
can be produced using freely available Online Mapping technology of your choice (e.g.

Mindmeister.com, Coggle.it, GitMind.com, Ayoa.com) or an Office 365 Application

torted with On.. @& Email - Muhammad. »

This mind map explores the key elements that support effective teamwork in academic
and professional environments. At the centre is teamwork itself, recognising that
successful collaboration depends on both how people work together and how they relate
to one another.

Clear communication is essential, as it allows ideas to be shared openly, reduces
misunderstandings, and enables feedback to be given in a supportive way. Defined roles
and responsibilities help team members feel confident in their contributions and create a
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Life is a Team Sport

a) Professional Academic poster: Create an A3 academic poster highlighting why some of the areas/concepts covered in the Moodle Unit 2 topic 4 ‘Life is a Team
Sport’ are important for academic and career success in your chosen discipline.
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Unit 3 Topic Summary: The New Norming

The norming stage is the third stage of team development and is especially important in virtual collaboration. During this stage, team members begin to work more effectively
together by developing trust, agreeing on shared norms, and improving communication. After the challenges experienced in earlier stages, norming allows teams to become more
organised and cooperative. In virtual teams, this stage requires extra effort because limited face-to-face interaction can make relationship building more difficult [1].

One key aspect of the new norming stage is the use of constructive feedback. Constructive feedback helps team members understand what they are doing well and where
improvements are needed. In virtual environments, feedback must be clear and respectful, as messages can easily be misunderstood when delivered through digital platforms.
Regular and well-structured feedback supports team alignment, improves performance, and encourages accountability among team members [2].

Another important concept linked to norming is Radical Candor, a feedback approach developed by Kim Scott. Radical Candor focuses on caring personally while challenging
directly, meaning feedback should be honest but also supportive [3]. This approach s particularly useful in virtual teams, where trust and openness are essential for effective
collaboration. By applying Radical Candor, team members can address problems directly without damaging relationships, which helps create a safe and respectful team
environment.

As teams continue through the norming stage, they also develop shared expectations around how they work together. These may include agreed communication methods,
response times, meeting behaviour, and decision-making processes. Establishing these norms reduces confusion and helps virtual teams operate more efficiently [4].

In conclusion, the new norming stage plays a vital role in the success of virtual collaboration. Through constructive feedback and the use of Radical Candor, teams can build
trust, strengthen communication, and improve overall performance. These practices support a positive team culture and help virtual teams move towards higher levels of
effectiveness.

Log in to RefWorks

Start using RefWorks

R ———

[ro——

View published site

Report abuse

Report abuse

Home v

Q




image1.png




image15.png
Prifysgol Cymru
¥ Drindod Dew Sant

J University of Wales
Trinity Saint David




