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Figure 1: my JISC report:
Introduction: 
This assessment clearly evaluates my set of digital skills across all the key competency areas including the likes of productivity, digital proficiency, data literacy & information, collaboration, communication, innovation, digital creation, wellbeing as well as skills meant for work. The radar framework typically highlights both the strengths along with the development areas, allowing with a properly structured reflection and an action plan (Ha and Kim 2024). 
Strengths: 
One of my strongest areas is Digital Wellbeing and Digital Identity Management. I am specifically aware of the practices of data protection, privacy settings along with a responsible online behaviour. In an active manner I specifically manage my digital presence with the help of platforms such as LinkedIn as well as ensure practices of secure password & two-factor authentication. In relevance to wellbeing, I effectively maintain a healthy screen-time boundaries and directly apply the strategies for avoiding any kind of digital fatigue. 
I also specifically demonstrate a solid capability in Digital Learning Activities as well as Preparing for Digital Learning. On a daily basis, I make use of several online learning platforms, collaborative tools & webinars for enhancement of my skills. My contained ability of independently navigating through the learning management systems & digital resources effectively shows a self-directed competence towards learning. 
Another key strength is Information Literacy (Reddy, Chaudhary and Hussein 2023). In an effective manner, I can search, evaluate as well as interpret online information. I gain a specific understanding of how to properly differentiate the credible sources from all the unreliable ones and directly apply standards of referencing right into my academic work. Closely linked to this moderated strength in terms of Media Literacy, where in a critical manner I can potentially analyse the digital content and directly recognise the misinformation of bias. 
Developing Areas: 
The assessment clearly indicates are a moderate performance in terms of Digital Proficiency as well as Digital Productivity (Tinmaz, Fanea-Ivanovici and Baber 2023). While I can make use of common software tools such as the likes of presentation software, spreadsheets & collaboration platforms, I typically recognise the specific need for bringing improvement to the automation skills, workflow optimisation & advanced formulas for increasing the efficiency. 
In relevance to Data Literacy, I specifically posses all the foundational skills in terms of interpreting the charts & datasets but also effective need to wholly strengthen my contained ability of analysing huge datasets as well as making use of several advanced tools such as the software for data visualization. In a similar manner, in terms of Digital Creation, although I can effectively produce basic dashboards & presentations, I directly aim at bringing enhancement to creation of multimedia content as well as user-centred design skills. 
Areas needing an enhanced improvement mostly include Problem Solving as well as Digital Innovation with relevance to the digital contexts (Martínez-Bravo, Sádaba Chalezquer and Serrano-Puche 2022). While I can directly apply a structured thinking to such tasks, I want to effectively develop an increasingly stronger creative & analytical problem-solving approaches, specifically within all the technical environments. In addition to this, Digital Collaboration and Digital Participation, I also participate actively into group-based work but could bring further enhancement to leadership in terms of the virtual teams as well as cross-platform collaboration. 
Recommendations for Improvement: 
1. Creative Digital Skills: Learning design tools such as Adobe platforms or Canva for bringing improvement to presentation quality as well as digital creation. 
1. Collaboration Skills: Utilizing project management tools such as Asana or Trello for bringing improvement to task coordination as well as digital collaboration. 
1. Advanced Productivity Training: Enrolling into Power BI, advanced Excel or automation of Workflow courses for bringing improvement to data literacy as well as digital productivity. 
1. Innovation Mindset: Potentially engaging into hackathons, problem-based learning or case competitions for effectively building capability of innovation. 
1. Continuous Learning Plan: Setting quarterly goal for digital skill as well as keeping a track of progress with the help of applied projects or certifications. 
1. Data Analysis for Development: Practicing real-world data projects for strengthening visualization, interpretation & storytelling with the data. 
Conclusion: 
Overall, my digital skills profile specifically shows a stronger foundational literacy as well as a responsible form of digital behaviour, with the effective development of strengths in terms of data usage as well as productivity. 
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Badges Completed: 
As a specific result of this assessment, I have now completed 14 badges.
These badges necessarily demonstrate practical commitment and competence towards a continuous improvement. They do not just strengthen my professional and academic profile but also properly align with the employability expectations within all the modernized digital workplaces. 
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Essay on Relevance of Excel in professional and personal life.
Introduction: 
In the current data-driven world, the aspect of digital competence is crucial both for effective career development as well as daily decision-making (Suarta et al. 2024). Among most of the digital tools that are clearly available, Microsoft Excel stands out to be one of the most versatile as well as widely utilized applications. Effectively developed my Microsoft, Excel has turned out to be a globalised standard meant for analysis, data management as well as reporting. Its specific relevance clearly extends beyond the corporate offices into small-sized businesses, homes, personal finance management as well as education institutions. The flexibility, powerful analytical capabilities and accessibility makes it clearly an indispensable tool for both professional as well as personal life. 
Excel in Professional Life: 
Within the professional environments, Excel carries out a centralized role in analysis, organising as well as presenting data. The businesses heavily rely upon spreadsheets for tracking sales, managing budgets, evaluating performance metrics as well as forecasting the revenue (Rebman et al. 2023). From all the entry-level employees to the senior managers, the professionals across every industry make use of excel to undertake informed decisions based upon properly structured data. Its contained ability to carry out calculations with the help of formulas as well as functions in a significant manner bring reduction to manual errors as well as improvement to efficiency. 
One of the primary professional advantages of excel is data analysis. Various features such as charts, pivot tables, advanced formulas as well as conditional formatting allow all the users to rightly interpret the complex datasets in a quick manner. For instance, a marketing executive can potentially analyse the campaign performance, an existing finance professional can clearly prepare financial statements as well as a human resource manager can keep a track of employee attendance & payroll (Mustaffa et al. 2022). Excel allows these mentioned tasks without need advanced skills of programming, which makes it easily accessible to the broader workforce. 
Excel also brings notable enhancement to time management & productivity. Features of automation such as templates & macros also offer help in standardising repetitive tasks, ensuring consistency as well as saving time. With relevance to project management contexts, Excel is used frequently for creating schedules, allocation of resources as well as monitoring deadlines. Small & medium enterprises specifically gain benefit from Excel since it offers with several powerful capabilities without the associated cost of specialized software systems. 
Effective collaboration turns out to be another professional advantage. Without appropriate cloud integration with the help of Microsoft 365, the teams are offered with the capability of sharing spreadsheets, make edits to them in real time as well as effectively maintain a version control (Coetzee and Goede 2024). This mentioned collaborative functionality also offers support to teamwork as well as remote environments for working, which have turned out to be increasingly common. As a result of this, Excel clearly contributes in a direct manner to organizational communication & efficiency. 
Excel in Academic & Skill Development Contexts: 
Excel is not just relevant within the workplace but also carries out an important role in skill development & education. Students make use of Excel for analysing research data, effectively create charts as well as properly organize their academic schedules. Learning Excel necessarily strengthens the aspect of logical thinking & numerical literacy, which are important skills in the fields of economics, business, social sciences as well as engineering. 
In addition to this, proficiency in Excel also brings enhancement to employability. Most of the job descriptions list Excel as a preferred or needed skill, specifically in roles directly related to analytics, finance, operations and administration (Tushar and Sooraksa 2023). By clearly mastering Excel functionalities such as INDEX-MATCH, VLOOKUP, dashboard creation and data validation, the individuals bring improvement to their professional competitiveness. With relevance to this sense, Excel clearly serves both as a technical as well as a career-building asset. 
Excel In Personal Life:
Beyond a professional usage, Excel also holds a significant relevance to personal life. One of the most commonly found applications turns out to be personal financial management. The individuals can make use of Excel for creating monthly budgets, plan investments, keep a track of expenses as well as calculate savings (Kirsten, Van Hoepen and Du Toit 2025). By properly maintaining structured financial records, people are able to gain improved control over their spending habits as well as financial goals. 
Excel is also increasingly useful for managing household inventories, planning events, tracking progress of fitness as well as rightly organising expenses of travel. For instance, a family can make use of spreadsheet for comparing holiday costs, maintain grocery budget or effectively monitor utility bills the contained ability of customizing spreadsheets according to the individual needs of the person also makes Excel to be increasingly adaptable. 
In addition to this, Excel also offers support to an informed decision-making. Whether to compare the loan options, evaluate academic performance or specifically analyse the business opportunities. Excel offers clarity with the help of a structured representation of data (Roxas 2022). Graphs and Charts offer help in visualizing the trends, undertake complex information in an easier manner to understand. 


Long-Term Value & Digital Literacy: 
The long-term relevance of Excel specifically lies within its contribution towards digital literacy. Having a proper understanding of the spreadsheets effectively builds a foundational knowledge in terms of data handling, analytical thinking, and logical reasoning (Tan, Las wad and Chua 2022). These mentioned skills are important in this world that is potentially driven by artificial intelligence and data analytics. Even as increasingly advanced tools emerge, Excel still remains to be a gateway towards understanding all the data structures & quantitative analysis. 
Conclusion: 
As a conclusion, Microsoft Excel turns out to be a versatile and powerful tool that holds an immense relevance in both the personal as well as professional life. In professional terms, the same brings enhancement to productivity, necessarily strengthens analytical capability as well as offers support to decision-making. In personal terms, the same allows with an effective planning, financial management & organisation. Beyond all the immediate applications, Excel clearly fosters an essential digital as well as analytical skills that wholly contribute towards a long-term personal & career growth. Its mentioned adaptability as well as a widespread utilization also ensures that Excel remains to be an indispensable tool in this modernised digital landscape. 
Use the following information create an Excel spread sheet, looking at income and expenditure of a typical family of 4 over the course of a year. Use formulars to achieve answers and add headings and highlight the different aspects of the finances, be realistic with the monetary amounts used for each area.
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excel tabel.xlsx
Family Budget

		Income		Amount per Month (£)				Expenditure		Amount per Month (£)

		Wage 1		3200				Rent/Mortgage		1000

		Wage 2		0				Council Tax		180

		Trust Funds		150				Electric		120

		Stocks/Share Payouts		120				Gas		100

		Universal Credit		400				Water Rates		45

		Student Finance		1100				Food		600

		Other		200				Car Insurance		85

								Car Tax		25

								Fuel		250

								Child Care Costs		500

								Loans/Credit Cards		300

								Other (Birthdays/Savings/Holidays)		350

		Total Monthly Income		5170				Total Monthly Expenditure		3555

		Total Annual Income		62040				Total Annual Expenditure		42660

		Net Monthly Savings		1615

		Net Annual Savings		19380
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Module Overview

Development of strong understanding of all the crucial digital tools & applications. 

Improvement of confidence in managing technical academic & practical tasks. 

Wholly strengthened the aspect of logical thinking using hands-on, structured activities. 
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MICROSOFT OUTLOOK is a personal information manager developed by Microsoft used for:


-Email Management: Send, receive, and organize emails effectively with filters and rules.
-Scheduling & Calendar: Schedule meetings, appointments, and reminders with Microsoft Teams & Zoom integration.
-Task & To-Do Management: Set priorities, track deadlines, and manage daily tasks.
-Contact & People Management: Store and sync contacts for professional networking.
-Collaboration Tools: Share files, schedule group meetings, and automate workflows.
-Security & Encryption: End-to-end encryption & phishing protection for sensitive email



GeeksforGeeks (2024). What is Microsoft Outlook. [online] GeeksforGeeks. Available at: https://www.geeksforgeeks.org/websites-apps/what-is-microsoft-outlook/?utm_source=copilot.com [Accessed 15 Mar. 2026].





LinkedIn & LinkedIn Learning

  LinkedIn is a social networking site designed specifically for the business community.

 The benefits of LinkedIn:

Career development

Business growth

Job searching

Professional networking

Business growth

 Learning opportunities













Hanna, K.T. (2022). What is LinkedIn? [online] WhatIs.com. Available at: https://www.techtarget.com/whatis/definition/LinkedIn.



















Microsoft Word is an element of Microsoft Office which helps with the creation, editing, and formatting of documents. It includes facilities for spell and grammar checking, as well as text formatting. 

TheKnowledgeAcademy (2025). What is Microsoft Word? Definition, Uses and Features. [online] Theknowledgeacademy.com. Available at: https://www.theknowledgeacademy.com/blog/what-is-microsoft-word/?utm_source=copilot.com [Accessed 15 Mar. 2026].
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PowerPoint is an essential multifunctional tool for making presentations which had been created by Microsoft Office.

 Features of PowerPoint:
-Slide templates
-Animation effect
-Slide master
-Multimedia integration
-Remote collaboration
-Presenter view 










TheKnowledgeAcademy (2026). What is PowerPoint? Introduction, Features & Uses. [online] Theknowledgeacademy.com. Available at: https://www.theknowledgeacademy.com/blog/what-is-powerpoint/?utm_source=copilot.com [Accessed 15 Mar. 2026].
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 Microsoft Excel is a spreadsheet program that allows users to organize, format, and calculate data in a spreadsheet. Excel users can create pivot tables and graphs to help them compute and visualize complex data sets. 

Excel Formulas and Functions

SUM

AVERAGE

COUNT

IF

















TheKnowledgeAcademy (2025). What is Microsoft Excel | Formulas, Uses and More. [online] Theknowledgeacademy.com. Available at: https://www.theknowledgeacademy.com/blog/what-is-excel/?utm_source=copilot.com [Accessed 15 Mar. 2026].
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