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[bookmark: _Toc193117233]		Task 1 (a): Report on Essential Academic and Employment Skills
I believe that every individual was born with a particular skill (s) which need to be polish as we grow in order to use it in study or work area, having say that to be successful in our endeavour it is crucial to develop the essential skills required in our field of study or employment.
The definition of skills is the ability to do something well. Skill can be divided into two categories, soft and hard skill.
"Earlier research into what employers want from workers mostly looks at the difference between ‘soft’ skills and ‘hard’ skills. ‘Soft’ skills are the personal qualities that help someone fit in at work, such as personality, attitude, flexibility, motivation, and personal goals. ‘Hard’ skills, on the other hand, are the practical abilities that help someone carry out specific tasks, such as technical knowledge and professional expertise." [1].

[image: A diagram of a brain

AI-generated content may be incorrect.]

Figure 1: Hard and Soft Skills [2]

The following skills are important both for studying and for work. Teamwork helps you learn how to get along with others, respect different cultures, and understand yourself better through working with a group. Reading and finding information involves being able to locate, understand, and use information shown in words, pictures, or symbols. We use this skill when looking up details on forms or diagrams, and when reading things like emails, reports, news stories, blog posts, or instructions. Communication is your ability to take in, understand, think about, and share information and ideas by speaking, listening, and interacting with people. For example, we use communication skills to follow instructions, serve customers, and talk through ideas. Good communication is essential because it helps you express yourself clearly and understand other people. In every job, strong communication skills help you build positive relationships with colleagues and clients, including people from different backgrounds. These skills also support teamwork, help you appreciate different viewpoints, and make it easier to gather and share information when solving problems at work or in everyday life. Writing is your ability to share information through written words, symbols, or images. We use writing to complete forms, submit applications, and create emails, reports, or social media posts. It is an important skill because writing allows us to communicate ideas and information to others. In today’s digital world, we need to write in ways that suit different situations and online platforms. It’s important to understand what to write, how much to write, and which style to use. Good writing skills help ensure your message is clear, appropriate for the reader, and suitable for the situation  [3] [4].
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Figure 2: Essential Skills for Study and Employment [5]

In general, people should develop their skills to match the field they want to work in. The book The Skills Imperative 2035 explains that, although jobs and the workplace are likely to change by 2035, the core skills that people bring to work will still be very important, even as technology becomes more commonn y [6].
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After submitting my assignment to Turnitin, I got a similarity score of 65%, which is quite high. To improve, I need to practise paraphrasing more. Reading regularly will also help me build my vocabulary and strengthen my writing skills. Practice makes perfect, so the more I work on these skills, the better I will do in future assignments.
Out of 100%, I would give myself around 50%. For someone who has not been in education for a long time, I think I have done fairly well. I use a suitable range of reading materials, I understand the basic ideas and principles of the subject, and I can use evidence to support my points. I can work well on my own and as part of a team, and I contribute clearly to group tasks. My work is also well organised and easy to follow.
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MindMeister Link:
https://mm.tt/map/3844893756?t=sVep5MenBq
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Poster Link:

https://www.canva.com/design/DAG3pPu3ASI/uqZ7LUL1y_lDn6FCQGoqTw/edit?utm_content=DAG3pPu3ASI&utm_campaign=designshare&utm_medium=link2&utm_source=sharebutton
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[bookmark: _Toc193117238]Task 3: Virtual Collaboration and RefWorks
[bookmark: _Toc193117239]		Report on Virtual Collaboration
			Topic 1: Forming a team

Teamwork is one of the top skills employers look for, and being able to work well with others is important for the success of the whole team. However, the world of work is changing. More people now work in virtual teams, and this means we need a different set of skills to work effectively online.
Norman (2013), explains that virtual team dynamics refers to how the personalities and behaviours of people in an online team affect the way they interact, communicate, and share tasks to complete their work. Whether a virtual team works together all the time or only now and then, creating a positive team atmosphere can help the group achieve better results.
Tuckman’s model of team development explains how a team grows and becomes more effective over time. The model originally had four stages: forming, storming, norming, and performing. Later, a fifth stage called adjourning was added to show the end of the team’s work together (Tuckman and Jensen, 1977). Moving through these stages can take time, and it is often difficult for team members before they can properly focus on the main task. Clear goals and objectives are important and should be agreed during the forming stage, when team members first meet and start to learn about each other. During the storming stage, people may disagree or clash because of different personalities or working styles. The norming stage happens when the team begins to overcome these issues, appreciate each other’s strengths, and accept the leader’s role. The performing stage is reached when the team can work smoothly and achieve its goals without conflict. Finally, the adjourning stage marks the end of the team’s time working together.
Trust is essential in a team because the group’s success depends on how well members relate to one another. When people trust each other, team morale improves, and it becomes quicker and easier to solve problems and talk through issues in meetings. Being genuine also helps build trust, boosts morale, and supports better time management. This is why honesty and transparency are important for creating stronger connections within the team                                    [1]                                                                                                                                                                                       [2]
[3]
[4]
[5]
[6]
[7]
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[bookmark: _Toc193117244]Conclusion

Completing this assignment was quite challenging, especially because I did not have a proper laptop to work on. This made tasks like researching, typing, and checking my work take much longer. Sometimes the device I was using froze or did not support certain programmes, which increased my stress and slowed my progress. On top of this, I am a mum of four children, so I have to balance family responsibilities with my studies, which can make finding time to focus even harder. Despite these challenges, I have learned how important good time management is. In the future, I plan to organise my work more carefully, start earlier, and allow extra time for unexpected problems. By managing my time better, I believe I can improve my work and handle my studies and family life more effectively. This assignment has been a valuable learning experience.
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Teamwork is defined by Scarnati (2001, p. 5) “as a cooperative process
that allows ordinary people to achieve extraordinary results”.

Harris & Harris (1996) also explain that a team has a common goal or
purpose where team members can develop effective, mutual relationships
to achieve team goals [1].
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Trust in a team is important because the success or failure of the team is based on the
relationship, they have with each other, when there is trust in the team morale improve and it
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