	
	
	



Essential skills for study and employment
Task 1a
After I graduate from university. I will have developed the skills that I need in most organizations, such as computers. As they are used worldwide [1]. As a computer student, I am learning the essential skills that an organization would look for, In this course. I am using different software and programs. 
I will be giving a presentation which can give me confidence and the ability to give presentations in board meetings, public speaking as some organization requires these skills. Many businesses want their employees to have effective communication skills. some companies like to see how an employee can clearly put across their ideas and their wiliness to listen to others. Employers will be keen to see how you build reports, persuade, and negotiate with clients [2]. 
Many industries will require employees to have skillful writing skills, which is needed. In most workplaces, it is for email, letter, memo, and financial letter or business-related invoices. 
Depending on some of the positions, some employers may demand candidates to have advanced writing skills, while others merely want them to have just the basic language skills. 
You should be able to work as a team. Share ideas and listen to colleagues' points of view. Producing innovative ideas and working affecting as a team [3].
As an employee, you might have to adapt to new situations and face new challenges to learn new skills that required by some companies, which shows the employer that you can understand simple or advance instructions and follow them to meet the deadlines [4].
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Task 1 b
similarity score.
My Similarity score is 40% and should be no more than 30% the lower the better. I would like to improve by using paragraphing tools and looking at different adjectives. also, by looking at other sources for information and researching the most common and non-common essential skills for studying and employment. I will look at the skills I am currently studying compared to what is needed in organizations. I will proofread it to make sure that I am not copying and pasting anything. that is not essential or related, so that my similarity score is low for next time.
Score: 67    
I scored 67% myself because I used a wide range of literature, which includes the references I researched whilst completing the task. I also showed a good understanding of the concepts and principles of this task and interpreted qualitive and quantitative data accurately.













Task 2 a 
e-portfolio link
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I have created my e-portfolio in Microsoft sway I have included all the tasks in this portfolio. 
Task no 1 can be found in section 1 on page 1 of my e-portfolio.
Task 2 is the e-portfolio itself. 
Task 3 is the Mendeley reference manger tool which is in section 3 on page 3. 
Task 4 is a group poster which is on section 4 on page 4
https://sway.office.com/YXMV4dM2FUfueGqy?ref=Link
Video link for Microsoft sway
https://uowtsd-my.sharepoint.com/personal/2212164_student_uwtsd_ac_uk/_layouts/15/onedrive.aspx?id=%2Fpersonal%2F2212164%5Fstudent%5Fuwtsd%5Fac%5Fuk%2FDocuments%2FAttachments










Task 3
Mendeley reference manager

[image: ](1) go into google and type for Mendeley reference manager. Once you have found the site it will ask you to accept all cookies and download the application.
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(2) once you have downloaded the application. You must register a new account which will require an email address, a new password and family name.
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(3) Once the application is installed, you will need to re-enter the email address and password you used to register. You should then see the application load, and it will be your Mendeley library as shown above.
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(4) How to load files and books on Mendeley tool manager. There are three ways to load information that you might need for your work. One way is that you can enter the details of the website and author details manually. The second way is to use the identifier tool which you will get from the main website of your search copy and paste the code into the identifier box. Third way is to a web importer.
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(5) I have added a reference book to my library as seen above.
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(6) know add Mendeley reference tool on to Microsoft word. Go back to the website where you got Mendeley reference and download Mendeley cite. This screen will appear click get it now.
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(7) Use Madeley reference tool on Microsoft word you can do that by going into Microsoft word. Click onto the reference tab in the taskbar as shown in the picture with a blue line underneath it. You will see Mendeley icon there. Once you have clicked it, it will appear on the task as shown above in the picture with your library on the right-hand side. 
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Task 4
Poster ‘Life is a Team Sport’
Screenshot poster 
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 [1] Respect [2] Adobe Express [3] Responsibility [4] Recognition
My task was to think of a design for a group poster. And how I can make it stand out and making sure the main point off this poster is clear. I did that by using unique style of the font and size. By adding in bright colours on the main points of the poster. I also gave my team ideas on what we could write focusing on our poster. As a team we communicated well we all listen to one another ideas. In my team they were 3 team members.
Treat people with kindness and respect. It's a simple first lesson. But sometimes people need a reminder that respect is necessary in any situation — and essential in a work environment. 
​​Respect impacts employee engagement, well-being, and productivity. Respect can mean different things to different people, and they will interpret situations differently as a result. For some, respect has formal rules and language and a code of actions that signify levels of respect. For others, respect is a way of seeing and appreciating others. For instance, many of us were taught to address teachers and other adults as "Mr" or "Mrs," to defer to the judgment of elders, and possibly to not speak until spoken to. Others were taught to never talk down to anyone, to call everyone by their first name, and to always be straightforward in our opinions and feedback. Both might be interpreted as "showing respect."
No workplace can reconcile all of those expectations of respect across 4 or 5 generations in the workforce. However, most workplaces should be able to align on a basic standard of respect. It might not always be perfect but is grounded in recognizing the individuality and humanity of each person you interact with and treating that person with care.
It’s more than simply asking people to do things in a friendly tone. That is being polite. Politeness is important, but showing respect is rooted in actually having respect for the people around you and all the things they contribute and carry. Workplace respect isn't just for managers, either. Every team member must understand how to behave in a respectful manner.  And, workers at all levels should know how to identify disrespectful behavior.

 Group Members Names: 
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