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1. Introduction to Portfolio
The portfolio consists of four different assignments that I have completed while doing the Digital Skills module. As stated above, the above documents demonstrate my capability of using various digital tools.
The four different assignments are listed below:
1. Spread Sheet Assignment: Budget analysis and Financial Planning Spreadsheets created using MS Excel
2. Word Assignment: Marketing Plan for the café/restaurant in DS2 Assessment
3. PowerPoint Presentation: Digital Marketing Strategies Presentation for Small Business
4. Adobe Express Designs: Social Media/Marketing designs
The Digital Skills module enhanced my ability to use digital platforms.
2. Portfolio Piece 1: Spreadsheet Project
Project Overview
Title: Personal Budget Analysis & Financial Planning
Tool Used: Microsoft Excel
Purpose: To create a functional spreadsheet to help in the organization and analysis of financial data.
Description of Work
To this assignment, I have prepared an excel spreadsheet that involves budget analysis.
Below is what my spreadsheet includes:
· Income Groups with Amounts
· Expenditure Groups with Amounts
· Excel Formulas
· Charts & Graphs
[INSERT SCREENSHOT OF YOUR SPREADSHEET HERE]
Figure 1: Screenshot of my budget analysis spreadsheet
Skills Demonstrated
The spreadsheet assignment allowed me to demonstrate my skills in the following way:
	Skill
	Description

	Formula Usage
	Use of SUM, AVERAGE, IF, and VLOOKUP functions

	Data Organization
	Organization of structured data in appropriate tables

	Visualization
	Graphing for the purpose of finding the spending trends

	Analysis
	Data analysis and drawing appropriate conclusions

	Formatting
	Professional formatting of the paper


What I Learned
Initially, I had some ideas about Excel program, but I did not know about formulas. Main lessons that I have learned are:
1. The Precision of the Formulas: I have realized that any mistakes in the formula will result in huge changes in the final figure. Thus, it helped me to control my calculations.
2. The Visualization of the Data: I have understood that visualization helps to understand the information better. Moreover, it became obvious for me that I can see trends with the help of charts which cannot be seen in raw data.
3. Analysis of the Problem: When I faced problems with formulas, I needed to analyze them.
4. How to Apply My Skills: With the help of this assignment, I have realized how to apply my skills in practice. Thus, I started to use Excel to manage my expenses.
3. Portfolio Piece 2: Marketing Proposal (Word Document)
Project Overview
Title: The Daily Grind Café
Tool Used: Microsoft Word
Purpose: Creation of an attractive document that will have the marketing proposal inside
Description of Work
The marketing proposal has been created to assess DS2. The document comprises the marketing plan of the café/restaurant.
Sections of the document:
· Executive Summary
· Business Overview
· Market Analysis
· Marketing Plan (social media, email, and local marketing)
· Budget
· Action Schedule
· Expected Outcomes
[INSERT SCREENSHOT OF YOUR WORD DOCUMENT HERE]
Figure 2: Excerpt from the marketing proposal document
Skills Demonstrated
	Skill
	Description

	Document Design
	Professional style with headings and subheadings

	Formatting
	Uniform style of writing throughout the paper

	Visual Integration
	Tables and figures have been used to make the content clearer

	Structure
	Well organized information

	Professional Tone
	Business-like language


What I Learned
Preparation of this report helped me realize how important the professional appearance of the document is besides the content. Some of the points which I learned include:
1. Design is Important: Good designing not only makes the document clearer but also helps to convince the reader. Use of proper heading, bullet points and white spaces was achieved successfully.
2. Consistency is important: Consistent fonts, colors and formatting give an impression of a professionally prepared document.
3. Vision helps in Understanding: Use of tables and figures makes the document clearer and easier to understand.
4. Audience: Knowing the readers of the document is important while preparing the document.
5. Time Management: Professional preparation of documents takes time.
4. Portfolio Piece 3: PowerPoint Presentation
Project Overview
Title: Digital Marketing Strategies for Small Businesses
Tool Used: Microsoft PowerPoint
Purpose: Making an interesting presentation
Description of Work
For the current assignment, I have made a PowerPoint presentation on [YOUR TOPIC]. The basic purpose of making this presentation is that the information can be effectively communicated with the help of the presentation.
Elements used:
· Limited information on slides
· Color scheme
· Images
· Organizing information
· Professional look
[INSERT SCREENSHOT OF A SLIDE FROM YOUR PRESENTATION HERE]
Figure 3: Slide from my PowerPoint presentation
Skills Demonstrated
	Skill
	Description

	Visual Design
	Colors, fonts, and layouts used

	Content Organization
	Organized data in a logical way

	Audience Engagement
	Developed presentations that were likely to grab the audience's attention

	Professional Presentation
	Clean design

	Digital Communication
	Visual communication


What I Learned
From this assignment, I have learned a lot about visual communication:
1. Less is more: Firstly, I had too much information in my slides. It was very useful for me to keep only the necessary information.
2. Design principles: The information about color harmony, typography rules, and white space was useful for me while preparing my slides.
3. Purpose of each slide: I realized that each slide should have some purpose, otherwise it should not exist.
4. Visual information: The visual information should be related to the main concept of presentation.
5. Audience centered: Any good presentation is audience centered.
5. Portfolio Piece 4: Adobe Express Designs
Project Overview
Title: Brand Identity & Social Media Graphics
Tool Used: Adobe Express
Purpose: Marketing Graphics & Social Media Graphics
Description of Work
I have made a couple of marketing graphics and social media graphics using a certain application referred to as Adobe Express. This marks my first professional experience using any design software and it was quite challenging and enjoyable.
These graphics were as follows:
· Social media posts (Instagram, Facebook, Twitter)
· Branding elements (logos, colors)
· Marketing graphics (Flyers)
[INSERT SCREENSHOT OF YOUR ADOBE EXPRESS DESIGN HERE]
Figure 4: Example of my Adobe Express design
Skills Demonstrated
	Skill
	Description

	Design Principles
	Color Theory and Typography in Design

	Brand Consistency
	Branding Consistency in Different Design Works

	Tool Proficiency
	Proper Use of Adobe Express

	Creativity
	Originality in Designs

	Practical Application
	Creating Marketing Material


What I Learned
Skills Acquired using Adobe Express, Adobe Express is something new to me. Some of the skills I gained include:
1. Accessibility of Design: Adobe Express is quite user-friendly and can be used by anyone for professional designs irrespective of any previous experience in it.
2. Theory of Colors: Knowledge of color psychology and use of bright colors.
3. Typography: Knowledge of typography of fonts used while designing.
4. Importance of Consistency in Branding: From the knowledge about the creation of consistency in various designs for branding, I was able to learn its importance.
5. Acquiring skills which have surprised me: One of the skills which have surprised me is the fact that I enjoy designing.
6. Significance of the acquired skills: These skills are very significant skills in today’s era of design and marketing.
6. Reflection on Learning Journey
Overall Progress
When reflecting on this portfolio, it becomes clear that I have made tremendous improvements in relation to my digital skills. Initially, I only had a grasp of how to use the basic features of the Office program while having very little knowledge about any other technology.
Key Learning Moments
Spreadsheet Challenge: During the initial phase of working on my spreadsheet assignment, it was hard for me to deal with formulas. In fact, once I wasted an hour trying to fix a sum formula with an error in cell range.
Word Document Discovery: It took me nothing less than working on my documents with formatting and styles to understand their importance.
Presentation Breakthrough: There has been a great transformation in my perception about making slides when I came to know the purpose of making a presentation is to make the information understandable to the audience.
Design Revelation: The way I surprised myself during my design task is by enjoying doing it in Adobe Express despite not considering myself to be creative.
Skills Developed
Throughout the entire duration of this module, I have developed the skills in the following domains:
1. Technical Skills: I am competent in using Excel, Word, PowerPoint, and Adobe Express.
2. Problem Solving: I am aware of the things that should be done in case of any software issues.
3. Design Skills: I have knowledge about design and its application.
4. Professional Communication: I can prepare professional documents, presentations, and designs.
5. Learning Independently: I have acquired the art of self-learning through tutorials.
Application to Study, Work, and Daily Life
Studies:
· I keep all the data of my studies through spreadsheets.
· The quality of my assignments has improved, as they look much more professional now.
· I became a good presenter during group activities.
Work:
· I can develop professional documents and proposals.
· I have some special skills that make me better than any other applicant.
· I know how digital technology increases people’s productivity.
Daily Life:
· I keep all my personal data through spreadsheets.
· I can develop my own graphics for social media sites.
· I am proficient in digital technologies.
Conclusion
This portfolio consists not only of four assignments written by me, but also of my experience of learning and development through digital literacy. Each of these assignments was unique, and I acquired valuable experience from every single one of them.
There is one main thing that I learned from all the assignments that I completed – digital literacy is accessible to everyone. All you need is patience and enough practice to become a digital literate individual.

