

[image: ][image: ][image: ]

Name: Digital Skills for Personal and Professional Growth 
Module Code:  BMSW4008
Assignment Name: Portfolio
Student Name: Maimouna Sylla
Student Number: 2439953
Lecturer: Philippa Fitzgerald 
 Deadline: 12/12/2025



I acknowledge the use of Grammarly (https://www.grammarly.com/) on Date to check my work using the prompt(s): 
1. Please check the following text for readability, grammar and syntax. 
I confirm that I have not presented any AI generated text as my own work. I confirm that I have copies of my drafts, notes, and other resources I used before, and after the use of AI tools which I may be asked to provide in evidence. 

Table of Contents
Task 1 – Assessment of Digital Skills..............................................................................2
Introduction.......................................................................................................................2
Summary of JISC Results..............................................................................................2
Strengths in Digital Skills............................................................................................	..3
Weaknesses in Digital Skills.........................................................................................3
SMART Action Plan........................................................................................................4
Conclusion........................................................................................................................4
Task 2 – LinkedIn Learning Certificates............................................................................5
Reflection – Microsoft Word Certificate.....................................................................5
Task 3 – Essay on the Relevance of Microsoft Excel......................................................6
Introduction........................................................................................................................6
Importance of Excel in Data Analysis..........................................................................6
Excel in Budgeting and Financial Management...........................................................7
Excel in Reporting and Visualisation...............................................................................7
Practical Example: Household Income and Expenditure............................................8
Conclusion..................................................................................................................................9
References.....................................................................................................................................10



[image: ][image: ][image: ]Task 1 – Assessment of Digital Skills
Introduction
Digital skills refer to the aptitude essential to utilise digital devices, programs, and networks to obtain, analyse, generate, and exchange information in a responsible manner (Tinmaz et al., 2022). Nowadays, digital capability is not a luxury but a prerequisite that enhances employability, effective communication, effective productivity, and the use of personal branding (Jisc, 2025). Employers are placing more and more demands on graduates and employees to possess a set of digital skills that allow them to find solutions, work on the internet, handle digital data, and adjust to the change in technology (Tinmaz et al., 2022). JISC Digital Capability Tool is a self-assessment of personal digital capabilities across various areas that is structured in a way that learners can identify their strengths and weaknesses (Jisc, 2025). The application of this tool has allowed me to analyse my digital abilities and see the ways of further improvement that will facilitate my academic and professional growth.
Summary of JISC Results
The JISC Digital Capability self-assessment has given a clear picture of my digital competencies at present. In general, my outcomes demonstrated that I was competent in a few areas and also provided the areas that require improvement. The best scores I achieved are in the areas of digital communication and collaboration, which manifest the self-confidence in using email, online resources, and collaborative tools. These findings indicate that I feel free to interact with peers and supervisors in online platforms, which is crucial to teamwork in academics and professional communication (Tinmaz et al., 2022; Jisc, 2025). The test, however, also revealed that I am less able in the more sophisticated data-handling and data-analytical tools, and in the management of my digital identity and personal brand online. These aspects were put as areas of development, and as was suggested by the JISC tool, I filled in the appropriate digital skills badges to start filling in these gaps. The e-portfolio will include screenshots of the earned badges to show these efforts.
Strengths in Digital Skills
Digital communication and collaboration were one of my digital strengths, as demonstrated by the JISC tool. I excel in such tools as institutional email, Microsoft Teams, and other online collaborative tools to organise collective work, exchange documents, and ensure effective communication with colleagues and instructors. This has come in handy, especially when group work and virtual classroom discussions are involved, and effective communication is an essential aspect of accomplishing a common objective in academics. It has been found that digital communication competency will improve organisational coordination and potentially positively affect workplace performance through enabling effective dissemination of information and decision-making (Impact of Digital Skills on Employability, 2025). My strength in the matter not only contributes to my academic achievement, but it is also in accordance with what employers expect of professionals who can effectively work as a team in the digital world.
Information, data, and media literacy were another strength that has been mentioned in my JISC results. I can effectively search and find reliable scholarly and professional materials on the internet, critically assess their appropriateness, and use them efficiently in my assignments and research. Such quality information discernment and capacity to appropriately incorporate this information in academic settings are useful in a world where misinformation is rampant, and information overload is usual (Tinmaz et al., 2022). Good information literacy can enable students to produce a high quality of academic work and make evidence-based decisions, both in terms of academic performance and employability in digitally intensive jobs.
Weaknesses in Digital Skills
Although these strengths are developed, the JISC assessment showed that my competence in the use of advanced data analysis tools like Microsoft Excel requires improvement. Though I can do simple tasks like creating simple spreadsheets, I find it difficult to familiarise myself with more complicated functions, data visualisation, and analysis features that are becoming a part of both research and workplace assignments. This weakness relates to my inefficiency in analysing large volumes of data, producing informative results, and presenting data professionally. It is demonstrated that data literacy skills play a critical role in workplace performance in all kinds of industries, as workers are expected to comprehend and utilise digital data to contribute to the decision-making process (Digital literacy competency literature, 2025). Increasing my data analysis competence will become instrumental in future coursework and professional practice that needs data-driven information to make decisions.
The other insight that became a weakness was digital identity and personal branding. The LinkedIn profile I have at the moment is not detailed regarding achievements, relevant keywords, and professional visibility. With the digitally networked labour market, individuals are likely to be proactive about their online presence and portray expertise and connect opportunities. Research suggests that professional recognition and social capital in modern work settings are formed by digital competences, especially communication and social interaction via social media (Digital competences and social capital review, 2025). In the absence of a strong personal brand on the internet, I will run the risk of being less recognized by potential employers and professional contacts. This area will be a way of improving my employability and long-term career development.
SMART Action Plan
To reinforce these weak points, I have developed a collection of SMART goals. To begin with, I will enroll in two introductory Microsoft Excel classes on LinkedIn Learning in the course of eight weeks to enhance my data analysis and spreadsheet abilities. This is a specific, measurable, and directly linked goal to weaknesses identified. Secondly, I will revise and improve my profile on LinkedIn as I will include professional summaries, skills, certificates, and a list of accomplishments in the next four weeks to improve my online identity. Lastly, during the next eight weeks, I will commit at least an hour a week to digital project-management tools like Trello and Microsoft Planner to enable me to develop better organisational and task management skills.
Conclusion
Enhancing my digital skills will not only help me become more successful in my academic life but also make me more employable and flexible in the quickly changing digital world. Lifelong learning and career advancement require the creation of comprehensive digital skills because they allow one to interact, process data, and present themselves professionally online. The constant development with the help of assessment tools, pre-planned and reflective learning activities will help me stay competent and competitive in the academic and workplace setting in the future. The badges have been completed with screenshots of the completed ones to show progress. Reflection – Microsoft Word Certificate
The completion of the course in Microsoft Word in LinkedIn Learning helped me improve my skills in the creation of professional, competently structured documents that could be used in both academic and work settings. I also learned how to format long documents, style, table, and template creation, mail merge, and collaboration tools. These competencies have enhanced my productivity in the creation of assignments, reports, and official correspondence. Another concept that enhanced my knowledge during the course is accessibility features and version control that are essential in creating high-quality, inclusive, and accurate documents. On balance, such certification has boosted my self-confidence in using Word to produce professional, well-structured, and clean information.
Task 3 – Essay on the Relevance of Microsoft Excel 
Introduction
Microsoft Excel is one of the most popular digital tools that are applied in business, education, and personal settings due to the strong potential of managing, analysing, and presenting data. With digital transformation redefining workplaces, nowadays one has to be able to manipulate data to  decide and enhance organisational performance. Excel works 


well in meeting such requirements as one can store, manage and process information through formatted spreadsheets and analytical applications. Excel can empower students in the field of education to gain data literacy, calculate, and visualise results, which enhances the ability to conduct academic research and understand numerical reasoning. Likewise, during personal life, Excel assists one to taking care of their finances, budget, and keeping track of their long-term targets. Excel is a significant part of data management, analysis, and decision-making in various fields of the contemporary world, with its diverse features and convenient interface (Microsoft, 2024; Fernandes et al., 2023).
Importance of Excel in Data Analysis
One of the most important advantages of Excel is the possibility of data analysis as the user can read the information, distinguish the patterns, and make meaningful conclusions. Excel has a rich set of formulas and functions, e.g., SUM, AVERAGE, COUNTIF, VLOOKUP and IF statements, which enable users to automate calculations and perform complicated data operations. The tools minimise manual labour, enhance accuracy through consistent and repeatable analyses. Excel also has filtering and sorting options that assist the user in organising massive amounts of data so that they can isolate the useful information and discover patterns. Fernandes et al. (2023) state that Excel has been one of the fundamental instruments to analyse data due to its affordability and capacity to process structured data quickly.
In real-world contexts, such tools have become highly popular towards analysing the performance of students by computing an average across multiple assessments, finding students who are struggling or even class results. Sales teams in businesses usually use Excel to assess sales performance, key performance indicators, and measure target progress. It is also possible to analyse surveys in Excel through categorisation of responses, trend summation, and statistical assessment. Excel presents data analysis in a flexibly and intuitively way, which links critical thinking and provides the ability to make evidence-based decisions in academic, professional, and personal settings.
Excel in Budgeting and Financial Management
Excel is also useful in budgeting and financial management, both on individual and organisational basis. It can enable users to develop financial plans, trace their expenses, and predict future tendencies regarding past tendencies. In the case of individuals, Excel assists in monitoring monthly budgets, cases of expenditure, and calculation of disposable income. With formulas like SUM, IF, the user can automatically compute totals, establish spending limits and months where expenditure is higher than revenues. Mohamed et al. (2023) provide evidence that Excel increases financial literacy because the software enables users to learn about spending patterns and make more sound financial choices.
Excel is used in organisations in more advanced financial operations, such as forecasting cash flows, calculating payroll, budgeting costs, and long-term budgeting. Excel also has forecasting features, such as trend lines and forecasting formulas, which allow managers to determine the future revenue or costs with reference being made towards past data. Another use of Excel by businesses is in scenario planning where the business may build best-case and worst-case financial scenarios. Using the Excel sheet generated in order to create the household income and expenditure example, which is part of this assignment, it was possible to divide the income sources and spending areas and have a clear picture of the financial health. Excel can be used to promote transparent and informed financial decision-making by showing totals and values of comparison.

Excel in Reporting and Visualisation
Excel is an effective reporting and visualisation platform, which has the advantages of charts, dashboards, and formatting that can convert raw data into meaningful and understandable insights. Examples of visual tools that simplify complex information to enable the user to make conclusions with less time include bar charts, pie charts, and line graphs. Conditional formatting enables users to emphasize significant data (e.g. spend increments or departments with expenditure surpassing a budget limit) by automatically colour-coding it under pre-established guidelines. As Vyas and Vyas (2024) note, these visual components enhance communication and allow users to deliver findings to the decision-makers more efficiently.
Pivot tables are the most sophisticated reporting tools available in the Excel package, as it allows users to generalise large volumes of data and manipulate the data to look at different angles. The given functionality is commonly applied in business reporting to evaluate sales per region, generate total profits, or compare performance over time. It can also be supported by dashboards which combine several charts and metrics into one interactive report; therefore, enhancing managerial decision-making since they present a real-time organisational performance picture. Excel visualisation tools in academics aid students to showcase research findings in an understandable manner enhancing the quality of presentation and written work. All in all, the reporting and visualisation features of Excel qualify it as a crucial tool in the process of data analysis and data communication in any industry.
Practical Example: Household Income and Expenditure
This assignment was done using an Excel spreadsheet to analyse household income and expenditure. The data sets cover three clusters, namely income, expenditure, and general total. The income constitutes salary, benefits, part time job, and the expenditure constitutes rent, food, and utilities, transport, entertainment and other expenses. The formula used in computing the total income and total expenditure was the SUM formula to the respective ranges. As a case in point, we obtained the total income =SUM(B2:B4) and the total expenditure =SUM(C2:C9). These equations made it possible to compute automatically and correctly and refresh in case values are altered.
Along with this, the bar chart was created to make a visual comparison of income and expenditure categories. This chart assists in determining the areas in which spending is the most and variations in the size of income sources. Visual analysis is also applicable especially to determine financial imbalances like high rent or food expenses against total income. The table was also designed in a way that it is understandable; bold headings and currency format were used on financial values. This enhances the readability and enables users to make interpretations on the data at a short time.
Using this practical experience, Excel proved to be effective in terms of handling financial data, automation of calculations, and presentation of findings in the form of visual appearance. This file has been incorporated into the portfolio to demonstrate the skills applied during this module.

Conclusion
Excel is a vital digital device that facilitates academic, professional as well as personal experiences enabling to effectively manage data, analyze it perfectly and visually present it. The capabilities and applications in the Excel aid users to comprehend complicated information, make a sound judgment, and present findings using professional style. Excel skills improve employability, as organisations are progressively basing their decisions on data and require employees to have the expertise of working with spreadsheets. Having fulfilled the practical Excel task in the context of this assignment, I have improved my belief in working with formulas, drawing charts, and analyzing financial data. These abilities will assist me in my studies and help me prepare to future job demands that will demand the use of digital skills and a critical mindset.
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