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Reflective essay about what I have learned in class up until the end of week 5 



Reaching the end of week 5 of this module, I’ve found myself reflecting on how much I have grown, academically and personally. At the beginning of this class, we set up some house rules, committing ourselves to follow them. I completed a self-assessment that helped me find my current digital capabilities and plan my development journey, discovering areas for improvement and building confidence in digital tasks.
 During these weeks, I’ve learned significantly about Microsoft 365 and how its utilities can improve productivity, organisation, and collaboration. 
Before this course, I had some basic experience using Microsoft programs, but now I understand how powerful and connected the Microsoft 365 system really is. I feel more confident using these tools effectively for university and future professional work.
In week 2, I learned about Outlook Email & Inbox Management, specifically how to send, organize and manage emails effectively. How to create and manage calendar events with reminders and invitations. 
At week 3, I’ve learned about LinkedIn and LinkedIn Learning. How to create an account, how to make improvements, search for others’ accounts and engage with them by looking at their profile and endorsing them. 
In LinkedIn Learning, I had access to a range of courses that are delivered by industry experts, with many new courses added weekly. Having a task to make the courses and get a certificate at the end of each one. 
At week 4, one of the most important programs we discussed was Microsoft Word. Generally used for essays, reports, proposals, and dissertations.
I have learned to create clear, well-structured, and professionally formatted documents.  
Another important tool we discussed was Microsoft PowerPoint. I learned how to design presentations that are clear, visually interesting, and engaging. Instead of overcrowding slides with text, I now understand the importance of using bullet points, images, and consistent themes. Learning how to add music and animations appropriately has also improved the overall quality of my presentations in the future.
We also explored Microsoft Teams, where I learned how Teams work for communication, virtual meetings, and file sharing, which makes group work much easier.
Overall, during these five weeks, I have developed stronger technology skills and a better understanding of how Microsoft 365 tools work together. I have learned that these applications are not just separate programs, but part of a connected system designed to increase productivity and collaboration. I feel more prepared to use these tools in my academic work and future career. This knowledge has helped me become more confident and efficient when working with technology.
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