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Assessment of my digital skills
The Jisc digital skills report I have completed shows an overview of my digital abilities across several areas, including digital proficiency, information literacy, digital communication, collaboration, digital creation and digital wellbeing. By reviewing the results, it allowed me to reflect on my digital capabilities and identify areas where I can improve. Moreover, it is important to state that digital skills are increasingly important in the current era, and it is mandatory for both academic success and employability, as technology is now integrated into most aspects of education and professional work (Redecker and Punie, 2022). 
Although I did not complete the digital badges suggested in the Jisc report, I have taken other steps to improve my digital skills. For example, I completed several courses on LinkedIn learning by focusing on digital tools such as PowerPoint, Canva, Outlook, Word and Excel. These courses helped me develop practical digital skills that are useful for both professional environments and academic tasks. During the courses, I used the note- taking feature available within LinkedIn learning to record and write key information and useful tips from the lessons. Taking notes allowed me to review important points later and apply them when completing coursework. Moreover, I created a draft presentation in class as part of the presentation to practice for my final assignment. At the stage, the presentation was created using my existing knowledge of presentation tools. However, after completing the LinkedIn course for PowerPoint, I gained a better understanding of presentation design, slide organisation and other tools to present information more effectively. I needed to strengthen my Powerpoint skills as source (OECD, 2023) shows developing practical skills is important as digital tools can strengthen students confidence and competence when learning. I will apply the techniques learned when creating the final assignment to make it more engaging and enjoyable. 
In addition, by looking at my Jisc report, one of the areas where I performed relatively well is digital identity management and digital wellbeing. This suggests that I have good understanding of how to manage my online presence and use technology in a responsible way. An example of this could be proven by the fact that I present my digital identity in a professional and responsible way because employers review online profiles and digital activity and also by using the built-in note taking feature to record key points in order to help me stay focused. This is considered a strength as managing digital identity is an essential skill for students because online behaviour can affect academic opportunities and future employment prospects (Bond et al., 2023). Another area where my skills appear somehow developed is information literacy. Recent research highlights that strong information and data literacy skills is essential for students who critically evaluate digital information and avoid misinformation (Carretero et al., 2022). Information literacy involves the ability to search for information online and evaluate the reliability of sources by using effective methods and use that information effectively in academic work. At the beginning I struggled with organising data and using formulas to draw insights for assignments. However, during lessons I was introduced to the CRAAP method which allowd me to evaluate sources effectively and apply it for referencing. I have found that research shows that applying systematic evaluation methods like CRAAP, improved students’ ability to judge credibility of information ( Head and Eisenberg, 2022). However, completing LinkedIn learning modules provided step by step guidance on spreadsheet management on functions and data organisation. By applying these skills, I will improve on larger datasets for my final assignment. Developing competence in spreadsheet tools such as Excel can help students organise, analyse and interpret digital information more effectively. For example, source states that developing digital skills, including the ability to work with digital tools and data, supports students’ academic performance and prepares them for modern learning and professional environments (Redecker, 2022).This is a skill I will need to improve as studying Employability skills; by practicing the skills required it will help me strengthen my confidence when working with digital data and support the development of my wider digital skills.  I believe improving digital literacy is important in higher education because students are expected to work with digital data and present information using digital tools. Overall, the Jisc report helped me reflect on my digital capabilities and identify areas for improvement. Although I did not complete the digital badges, completing LinkedIn courses and applying skills learn in my coursework has already helped me develop several important digital skills. 
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Microsoft Excel is considered to be a mandatory application as is one of the most used software which plays a crucial role in both professional and personal contexts. It provides the ability to organise data, generate analytical insights, apply formulas and present visual information such as pie charts, making it essential in modern digital environments for business operations. Household management and everyday organisation. While Excel is widely recognised for its application in corporate environments, it also plays a significant role in personal budgeting, financial planning and decision making. Moreover, beyond simple number tracking, it enhances digital literacy and data competence, which provides skills required in the digital era. 
Excel provides professional efficiency by enabling users to organise and analyse data effectively. Business of all sizes rely on spreadsheets to track financial performance and make informed decisions. For example, source states that accountants and financial analysists frequently use Excel to automate calculations such as cash flow projections, budget variations and financial summaries (Raymond R,2014). Moreover, research also shows that using spreadsheet software reduces time spent on repetitive calculations and minimises errors compared to manual processes (JETIR, 2025). Professionals use formulas such as SUM, AVERAGE and IF statements to handle large datasets efficiently, allowing for faster reporting and analysis. This is important in high-pressure environments such as finance or business management as employees can focus on interpreting data rather than performing repetitive manual tasks, increasing overall productivity. Therefore, Excel’s ability to automate calculations and data directly links to enhanced professional competence and workplace efficiency. 
In educational environments, Excel is also widely used to support teaching, learning and research. For example, students have the opportunity to use Excel to organise experimental data, calculate averages and visualise trends through graphs and charts. Source states students can use Excel to analyse and graph experimental data which is helpful (Rubin and Abrams, 2015). Such applications enhance students’ data literacy, analytical skills and understanding of statistical concepts, demonstrating that Excel is not only a professional tool but also an essential educational resource. 
Excel is also relevant for management especially in managing projects and resources in professional settings. It offers flexible structure which allows managers to plan tasks, allocate resources and monitor progress. Studies show that small and medium sized businesses frequently rely on Excel for project coordination as it allows real time tracking and easy customisation of workflows (Felienne Hermans and Emerson Murphy-Hill, 2022). Tools such as conditional formatting, pivot tables and charts enables teams to visualise project timelines and identify difficulties. By using Excel, managers benefit from reduced costs while coordinating tasks across departments, track milestones and ensure deadlines are meet without the need for specialised project management software. Therefore, Excel’s role in management demonstrates its practical utility and relevance beyond simple calculation and by supporting organisational planning and efficiency. 
Moreover, Excel provides a practical tool for personal budgeting and expense tracking, helping houses monitor income and expenditure. For example, studies show that using spreadsheets for personal finance improves budgeting skills, enhances financial awareness, and encourages savings (Dheepiga and Sivakumar, 2025). With the help of spreadsheets, families can organise expenses into categories such as housing, utilities, groceries, insurance and leisure while calculating total automatically. However, spreadsheets require manual data entry, which can be time-consuming. Financial apps with automated transaction tracking can complement to improve Excel-based budgeting so understanding when to use Excel versus more automated platforms is a critical aspect of digital literacy. Therefore, Excel strengthens financial awareness, critical reflection on its limitations encourages users to combine it with other financial tools for more accurate tracking.
On the other hand, beyond finance and project management, Excel assists with daily organisation and planning tasks. Source states that users can manage schedules, track fitness or household goals, monitor inventories and plan events using spreadsheets (Microsoft, 2024). It ultimately allows customisation without programming knowledge due to its flexibility. Individuals can plan ahead, visualise progress and maintain organisation across various aspects of life by structuring personal data. This practical application strengthens time management skills and personal accountability. Therefore, Excel’s utility extends far beyond professional tasks and highlights its relevance in everyday life by supporting digital literacy development. However, despite its advantages, Excel must be used carefully to avoid errors that can impact decisions. For example, errors in formulas, incorrect cell references or misaligned data can produce inaccurate outcomes with serious consequences in financial or professional contexts (Poon et al., 2024). Practice, tracking and adopting the best practices for spreadsheets are essential to build confidence and ensure reliable results. By developing these skills, Excel can improve efficiency, reduce mistakes and maximise its benefits. Therefore, it could be argued that spreadsheet literacy is crucial for both personal and professional users to fully take advantage of Excel’ capabilities.
Furthermore, Excel does not operate in isolation as it is often integrated with other software to enhance functionality. For example, sources states that integration with Power BI, accounting platforms or cloud-based collaboration platforms expands Excel’s utility and allows more reliable and sophisticated analysis (OECD, 2023). While Excel can serve as a standalone tool, linking it with other digital solutions ensure efficient workflow, better data visualisation and accurate reporting so understanding mastering Excel critically involves not only using its core functions but also understanding its role within a broader digital ecosystem.
To conclude, Excel is a versatile tool with significant relevance in professional and personal life. Its strengths include efficiency in calculations, project management, financial tracking and organisation. Its limitations such as collaboration challenged, human error and scalability required also critical evaluation. Practical experience demonstrates that Excel enhances productivity, decision making, financial literacy but users must critically assess its limitations and explore complementary tools when necessary. By combining practical application with reflective practice, Excel remains vital skills in modern life and workflow.
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Sheet 1

				The 10 Richest People in the World 2023

				Rank		Name		Age		Wealth ($bil)		Wealth per year

				1		Bernard Arnault & family		74		211		2.85

				2		Elon Musk		51		212		4.16

				3		Jeff Bezos		59		213		3.61

				4		Larry Ellison		78		214		2.74

				5		Warren Buffett		92		215		2.34

				6		Bill Gates		67		216		3.22

				7		Michael Bloomberg		81		217		2.68

				8		Carlos Slim & family		83		218		2.63

				9		Mukesh Ambani		65		219		3.37

				10		Steve Ballmer		67		220		3.28



										Total		3.09

										Average





Sheet2

				Name		Animal		Poohsticks score		Matches Played		Average Score

				Eeyore		Mammal		14		3		4.67

				Kanga		Marsupial		13		3		4.33

				Pooh Bear		Mammal		16		2		8.00

				Rabbit		Rodent		16		3		5.33

				Christopher Robin		Mammal		17		5		3.40

				Roo		Marsupial		12		2		6.00

				Wol		Bird		13		3		4.33

				Piglet		Mammal		17		5		3.40

				Tigger		Mammal		18		5		3.60

										Overall average		4.79





Sheet3

		Customer sales order history

		Units sold pcm

		Customer		price per unit		Profit margin		Product		Jan-18		Feb-18		Mar-18		Apr-18		May-18		Jun-18		Jul-18		Aug-18		Sep-18		Oct-18		Nov-18		Dec-18		Jan-19		Feb-19		Mar-19		Apr-19		May-19		Jun-19		Jul-19		Aug-19		Sep-19		Oct-19		Nov-19		Dec-19		Monthly averages		Median		Range

		John		£0.05		30%		bottle		20000		20000		25000		30000		30000		30000		50000		50000		50000		30000		25000		20000		20000		20000		25000		30000		30000		30000		50000		50000		50000		30000		25000		20000		31667		30000		30000

				£1.15		25%		tray		2500		7000		3500		5000		6000		4500		5200		6300		1500		2500		6000		4000		3500		5000		4500		2500		6000		3500		7000		7000		3200		10000		6000		4000		4842		4842		8500

				£0.03		15%		pen		25000		20000		20000		15000		15000		15000		15000		2000		15000		20000		15000		10000		25000		20000		20000		15000		15000		15000		15000		2000		15000		20000		15000		10000		15583		15000		23000

				£0.27		20%		carton		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		0



																2018 summary table										2019 summary table								2020 summary table

														Product		Units sold		Profit						Product		Units sold		Profit				Product		Units sold		Profit

														bottle		380000		£5,700.00						bottle		380000		£5,700.00				bottle		327000		£4,905.00

														tray		54000		£15,525.00						tray		62200		£17,882.50				tray		59500		£17,106.25

														pen		187000		£841.50						pen		187000		£841.50				pen		259000		£1,165.50

														carton		120000		£540.00						carton		120000		£6,480.00				carton		120000		£6,480.00

														Totals		741000		£22,606.50						Totals		749200		£30,904.00				Totals		765500		£29,656.75

																								change since 2018		1%						change since 2019		2%



		Customer		price per unit		Profit margin		Product		Jan-20		Feb-20		Mar-20		Apr-20		May-20		Jun-20		Jul-20		Aug-20		Sep-20		Oct-20		Nov-20		Dec-20

		John		£0.05		30%		bottle		20000		20000		20000		27000		27500		27500		35000		35000		40000		30000		25000		20000

				£1.15		25%		tray		3500		5000		4500		2500		6000		3500		7000		6000		4500		7000		6000		4000

				£0.03		15%		pen		25000		20000		20000		15000		15000		12000		12000		80000		15000		20000		15000		10000

				£0.27		20%		carton		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000















Sheet4

		Income		Amount per mounth		Expenditure		Amount per month

		Wage 1		£   2,500.00		Rent/mortgage		£   800.00

		Wage 2		£   2,800.00		council tax		£   800.00

		Trust funds		£   300.00		electric		£   800.00

		Stocks/share payout		£   200.00		gas		£   800.00

		universal credit		£   100.00		water rates		£   800.00

		student finance		£   - 0		food		£   800.00

		other		£   200.00		car insurance		£   800.00

						car tax		£   800.00

						fuel		£   800.00

						child care costs		£   800.00

						loans/credit cards		£   800.00

						other		£   800.00

		Total income per month		£   6,100.00

		Total expenses		£   9,600.00
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Developing digital skills for employability
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Introduction

This presentation focuses on the importance of digital skills for employability.



Digital skills are increasingly necessary for academic and professional success (Redecker and Punie, 2017).



Students must develop competencies in digital tools and information literacy to met modern workplace and educational demands.



This sets the stage for exploring frameworks, practical applications and best practices in digital skills development.







Digital skills



Digital skills are essential for student success and preparing for new career. Technology is integrated into education and professional work, making these skills mandatory. (Redecker and Punie, 2017)

Understanding the role of digital skills helps learners priorities their development in multiple domains.

This provides context for discussing framework, practical tools, and strategies for enhancing employability,.







Reflection on my digital capabilities
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Reflecting on my digital capabilities it helped me identify areas for improvement. 





The report indicated that although I am relatively strong in digital wellbeing and identity management, I need to enhance my practical skills in digital creation and data handling.





By recognising these gaps, it motivates me to focus on developing essential digital tools and techniques, which are increasingly important for professional success ( Redecker and Punie, 2017).





This reflection guides the actions I took to improve my digital skills.





Importance of Digital skills

Developing digital skills impacts both learning and employability.

 OECD (2023) shows that practical digital skills increases student confidence and competence.

 Competence in tools and information management allows students to handle academic tasks and professional responsibilities effectively.

Understanding this importance motivates learners to invest in developing digital skills.

Benefits include improved problem-solving abilities when working with digital tools and increased efficiency I completing academic and professional tasks.







Actions taken to improve digital skills



I actively took steps to improve my digital skills through additional learning.

I completed LinkedIn Learning courses focused on tools like PowerPoint, Canva, Outlook, Word, Excel and used the note-taking feature to record key points.

These activities strengthened my practical skills, enabling me to apply what I learned directly to coursework and professional tasks.

Developing these skills improves both academic performance and employability prospects.





Digital identity and wellbeing



Digital identity management in a critical skill for students.

Employers review online presence and responsible management affects academic and career opportunities ( Bond et al., 2021).

Digital wellbeing ensures that technology is used productively and responsibly.

Students should adopt strategies to maintain professional online identities and positive digital habits.

Strategies for maintaining digital wellbeing include using productivity tools to organize tasks and setting limits on social media usage.





Information literacy



Information literacy enables critical evaluation of digital content. 

It refers to the ability to locate, evaluate and use information effectively. In academic environments, students must learn how to identify credible sources, interpret research findings, and integrate information into their own work responsibly.



Methods like CRAAP framework improves students’ ability to judge credibility (Head and Eisenberg, 2010).



Evaluating sources ensures reliable and accurate use of information in academic work.



Information literacy is a key employability skill in the digital era.





Practical digital tools



My mastering practical digital tools, it increases the chances of employability.

 Tools such as PowerPoint, Word, Excel, Canva, and Outlook develop skills in content creation, data management, and communication.

Learning to use these tools efficiently prepares students for real-world academic and workplace tasks. 

Online platforms such as LinkedIn Learning provide structured tutorials that help users develop skills in widely used software applications.

Practical tool competence is essential for academic performance and career readiness.









Spreadsheet and data skills



Spreadsheet and data management are vital as well for academic and professional tasks. 



Competence in Excel enables organisation, analysis and interpretation of information (Redecker, 2017)



These skills improve efficiency and accuracy in handling datasets and drawing insights.



Spreadsheets skills directly enhances employability in data driven roles.



Key spreadsheets skills include creating formulas for calculations and organising and sorting large sets of data.





Presentation and communication skills 



Effective presentation skills are key employability competencies.

OECD (2023) highlights that clear and engaging presentations improve learning and communication

Knowing how to structure and design slides enhances information delivery and professional communication.

Presentation skills increase confidence and competence in academic and workplace contexts.







REFLECTION AND CONTINOUS LEARNING



Reflection supports ongoing digital skill development.

Assessing strengths and weaknesses using frameworks like Dig Comp encourages targeted improvement.

Reflective practice consolidates learning and identifies next steps for skill growth

Continuous reflection is essential to remain competitive and adaptable in digital environments.

Through reflection, individuals can identify strengths in their digital abilities and recognise gaps in knowledge or technical skills.





Key takeaways

The development of digital skills is essential for both academic achievement and employability. 

As technology continues to transform education and workplaces, individuals must demonstrate the ability to use digital tools effectively and responsibly.

Key conclusions from this discussion include digital competence supports learning, communication and problem solving, frameworks such as DigComp provide structured guidance for developing skills.

Practical tools such as Excel, Word, and PowerPoint are essential for academic and professional work. 

Moreover, information literacy helps individuals evacuate sources and avoid misinformation.

Continuous reflection and learning allow individuals to adapt to evolving technologies.

By strengthening digital skills. Students can improve their productivity, confidence and readiness for future careers.
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