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In this assignment, a series of activities are presented that have helped me develop important academic and professional skills for my future, as developed in Task 1. Throughout these tasks, I was able to identify and analyse key competencies through the preparation of a report and its corresponding evaluation. In addition, I carried out more practical activities, such as creating a mind map as part of the team, which helped me improve my organisational skills, creativity, and collaborative work, as well as gain more knowledge about empathy and emotional management. In Task 2, I also created a poster for the first time using the application Canva, which allowed me to explore the use of digital tools. In Task 3, I gained knowledge on how to use automatic referencing with RefWorks, a very important function in both academic and professional contexts. In Task 4, finally, I developed an electronic portfolio (e-portfolio), where I was able to reflect my learning and progress throughout the entire process. Overall, this assignment has enabled me to strengthen skills that will be essential in my future professional career. 
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Essential academic skills are important for my studies and my future work, help me to develop skills for the work environment and put into practice the knowledge acquired, it is necessary to consider both technical knowledge and personal skills to work, and above all adapt to new technologies also when a problem arises.  could analyse the situation and resolve it appropriately. 
Academic skills are a set of competencies and techniques related to study, research, critical thinking, and communication that facilitate effective learning and knowledge acquisition [1].
THE COMMUNICATION SKILL is very important as it will allow me to interact with different groups, develop projects and solve problems effectively. 
TEAMWORK is essential to be able to develop and complete projects with a group of people.
 LEADERSHIP is also important to lead a team, provide solutions, be empathetic, supportive and understand the different types of problems.
TIME MANAGEMENT will allow me to organize daily activities, set priorities, and have better control of work to perform tasks in a more organized and productive way. These are known as soft skills, which are interpersonal skills  [2].
There are also the hard skills that are very important for my future professional career, these are acquired through study and practice, such as technological, computer and business skills  [3].
Both skills are fundamental for professional training since soft skills allow a better relationship with people and hard skills are applied in the practice of each activity which I hope to learn during my course  [4].
One of my main interpersonal skills is perseverance. I like to strive for what. I want even if I don’t know it. I try it. doesn’t mean that that in the end. I always succeed but, I know that I try.  [5].

FIGURE 1: Talks about the 10 most important future skills  [6].
[image: Top 10 future skills]
Figure 2: Developing and acquiring the skills of the future  [7].
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My similarity report is 46% because, in general my work is 99% done by me but the report tells me that I have 46% similarity index. Because it is the university temper used by all college.
I need to improve my writing. And know how to better choose my searches on the internet, better summarize the information, I will write and use my own words more, correctly cite each source you refer to. I think that for my first time doing this it was not bad I need to improve a lot and for the next one I will try to do it much better with the knowledge, I have acquired.
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Team member names:
Hamid 
Hamed 
Cesar 
Ena 
Tools we used: Mind Meister.
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UNIT 3, TOPIC 4
Lights, Camera, Action.

Avoiding inattention to results and groupthink. 

In organisations, decisions are made in groups. Sometimes teams make mistakes because groupthink doesn't occur; these problems can lead to bad business decisions. It's important to recognise them to improve decision-making.
Inattention to results means not paying enough attention to the results of a decision. Companies must analyse data and results to know if something works; if they ignore the results, they can repeat mistakes, lose money, and make incorrect decisions. The importance of evaluating performance and feedback  [1].
Groupthink occurs when everyone in the group wants to agree, no one wants to criticise or question an idea, and this can cause bad decisions because alternatives are not considered  [2].

Bruce Tuckman's development model shows how a work team evolves over time. This is widely used in business, management, and group work.
Teams always go through different stages to understand each other and work well as a team; The model proposes 5 stages through which teams go [3].

Forming: it is when a team is first formed. In conclusion, the members do not know each other well, they are polite and careful, and no one wants to create conflict.
Storming: This is where disagreements begin.
Different opinions, discussions about ideas, and leadership can lead to tension, and it's normal because people start to express their true opinions.
Norming: the team begins to understand one another and work more effectively.
Rules and roles are established; members respect each other more, communicate better, and begin to cooperate.
High performance: the best stage of the team. The team begins to work efficiently, and there is already greater trust among the members; they focus on achieving objectives. This is when the team starts to give good results.
At this stage, teams should pay attention to the results and avoid groupthink. If everyone thinks the same and no one questions the ideas, the team can make bad decisions; even the most successful teams must avoid problems such as a lack of attention to results
Completion: The team completes the project.
Tasks are completed, the group is disbanded, and members move on to other projects [4].
Monitoring progress
Monitoring or follow the process of a project, task or team to make sure everything is going well, regularly review how the project is going, tasks that are being completed or if objectives are being met or if there are problems that need to be solved, if something is not right, there are changes that can be made in time,  Avoid deadlines because there are project delays, problems with clients, low productivity.
That is why teams must plan time well, review progress, and have good communication [5].











Step-by-step process of using RefWorks with visuals.

Step 1: RefWorks login with the university's email and a password 
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Step 2: We start with the search in Google Scholar for information on our topic, we choose UNIT 3, TOPIC 4
Lights, Camera, Action.
[image: ]
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Step 3: In our search, we will click where it says cite, there we will find the references, and choose RefWorks.
[image: ]


Step 4: We will create a folder in which we will put our references to be able to insert them in our work document. We will click on import, and they will automatically be saved.
[image: ]

Step 5: After pressing on import so the references will be seen in our RefWorks folder.
[image: ]




Step 6: In our Word document, we are going to select Add-ins, then select RefWorks to add our references to the document
[image: ]


Step 7: Let's choose IEEE UWTSD INSTITUTIONAL in citation settings. 
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Step 8: We will insert each reference into our information. 
[image: ]


Step 9: In our RefWorks account, we are going to select Create bibliography. 
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Step 10: We'll click on Copy to clipboard to add the bibliography in our Word document.
[image: ]


 Last step: We will copy into the document our references will look like this. 
[image: ]
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E-Portfolio Link:  https://2530035.wixsite.com/learning-in-the-digi
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My E-Portfolio was created on the platform WIX.COM. It is a very interesting platform, and I learned many new functions that will benefit my future career. It offers numerous advantages, enabling us to create a range of digital features, including business and personal websites, e-portfolios, online stores, and blogs. Depending on your needs, its features are extensive, although many require payment as some are quite limited. The platform is very beginner-friendly, with no coding required.
It has many templates you can work with, many options, and the ability to be creative, so your work looks very professional. When creating what we want, it is very easy to customise it to your liking. Sometimes it gets slow, especially if you are using many animations. 
But with this platform, I achieved what I wanted, and I was able to create my E-portfolio easily and quickly without paying. 
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In conclusion, this assignment has helped me to develop and strengthen various academic and professional skills that are vital for my future. With each task, I have improved my ability to analyse information, collaborate effectively, and utilise digital tools efficiently. Additionally, creating a mind map, a poster, and an e-portfolio has made me more organised, creative, and confident in presenting my work. Learning to use RefWorks and understanding the importance of proper referencing has also been very beneficial for my academic growth. Overall, this assignment has been a valuable learning experience that has better prepared me for both my academic pursuits and future career.
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