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700 words on your assesment of digital skills Plus recommendations and badges you have completed because of this report 
(5 reference)
Digital Skills Assessment Report
 When I started this module, I did not really know how strong or weak my digital skills were. I use technology every day, but I never thought about it in a professional or academic way before. Doing the JISC Digital Capability Discovery Tool helped me understand myself more clearly. The JISC test gave me a big round diagram that shows my skills in different areas such as communication, learning, productivity, information and data. Seeing everything in one place really helped me understand which skills I am confident in and which ones I still need to work on.
From the results, I can see that some areas are stronger for me. The green and blue parts of the diagram show higher skills in things like Digital wellbeing, Digital identity management, Digital learning activities, and Digital skills for work. This makes sense for me because I already use many digital tools every day. For example, I use Facebook, Instagram, Teams, OneDrive, emails to communicate, organise my studies, and run my small nail business called Nails by Francesca. I am good at managing my accounts, keeping myself safe online and communicating nicely with people. I also feel confident learning new things online, and I am used to watching tutorials, researching and finding information I need.
Some areas of the diagram were in the middle. For example, Digital productivity and Information literacy. I know a little bit how to use Word, Excel and PowerPoint, but not very well. I sometimes don’t know what to do, especially with harder things.  This is why the digital badges I completed were helpful. I finished three LinkedIn Learning courses: Create brilliant documents with Microsoft Word, Learning started with Excel for Microsoft 365 and deliver a powerful message with a powerful presentation. These short courses helped me feel more confident in creating documents, starting simple Excel sheets and improving my presentations. They were easy to understand, and they supported my learning in this module.
My lowest areas on the JISC diagram were Digital communication, Digital collaboration, Data literacy, and Digital creation. The red and purple parts showed these weaker skills. This does not mean I am bad at them, but it shows that I have less experience. For example, I am confident talking to friends and clients, but I am still learning how to write academic emails or formal communication for university. I also don’t have much experience working in groups online, using shared documents or doing projects together with classmates. Data literacy was also low for me because before this module, I did not really understand spreadsheets, graphs or how to analyse information.
The JISC report gave me several suggestions for improvement. It recommended that I work more on Excel and understanding data. After completing the Excel learning badge, I learned basic things like how to use simple formulas and how to organise information in a spreadsheet. This is useful not only for university work but also for my daily life. For example, I can track my monthly expenses or plan my budget better. In the future, I can even use Excel to track clients and appointments for my nail business.
Another suggestion from the JISC report was to improve my online collaboration skills. During this module I used Microsoft Teams more often, and I tried to share documents and communicate with classmates. Even though I am still not perfect at teamwork, I feel more comfortable now and I understand why online collaboration is important in university and in future jobs.
One more thing I learned from doing the JISC assessment is how important digital skills are for my future career. Nowadays every job requires digital confidence, not only office jobs. Even in beauty or self-employment work, digital tools are important. Clients expect good communication, online messages, social media posts and clear information. At university, digital skills help me finish my assignments better, search for information, use online tools and create more professional presentations.
Overall, doing the JISC Digital Capability Tool helped me a lot. It showed me my strengths, like identity management and digital wellbeing, and also my weaker areas such as data literacy and collaboration. It also encouraged me to complete the LinkedIn Learning badges, which improved my Word, Excel and PowerPoint skills. I now feel more confident and I understand what I need to continue working on. This assessment supported my digital development and helped me understand myself better as a learner. 
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The Relevance of Excel in Professional and Personal Life
Microsoft Excel was first released in 1985 for Macintosh computers, and later in 1987 for Windows. It was created by Microsoft to compete with older spreadsheet programs like Lotus 1-2-3. Over time, Excel became the most popular spreadsheet software in the world because it offered more functions, a cleaner design and better compatibility with Windows systems. Since then, Excel has continued to grow with new features such as formulas, charts, pivot tables, conditional formatting and cloud sharing. Today, Excel is used in almost every industry, and it is considered one of the most essential digital tools for both personal and professional tasks. (Microsoft, 2024)
In today’s world, Excel is one of the most useful digital tools for both personal life and professional work. Before this module, I did not really understand how important Excel is. I only saw it as a program with many boxes, and I used to feel scared when I opened it. But after learning more and creating my own spreadsheet for a family budget, I finally understood how helpful Excel can be. In this essay I will talk about why Excel is important, how it helped me in my studies and my nail business, and how other people online also use Excel in their everyday life. I will also explain why Excel is relevant in many workplaces and why it is a skill that everyone should learn.
Using Excel in Personal Life
One of the first things I learned is that Excel is very useful for organising money. In my personal life, I sometimes felt confused about how much I spend every month. I always had ideas in my head, like “maybe groceries cost this much” or “maybe bills are around that much”, but I never calculated anything properly. When I created my family budget spreadsheet for this task, I was shocked to see how much clearer everything looks on Excel. For example, in my spreadsheet I added incomes (two wages) and all the expenditures like mortgage, electric and gas, groceries, subscriptions, car insurance and many other things
When I used formulas like SUM, Excel did the calculations for me. I did not need to use a calculator or guess numbers. Excel showed me the Monthly Total Income and the Monthly Total Expenditure. It also showed me the Annual Income and Annual Expenditure. This helped me see how much money is left each month. It felt very good, because Excel made everything clean and simple. I finally understood my financial situation better than before.
I also used Excel for something funny but very helpful. I am a nail Technician, and I run a small home business called Nails by Francesca. Sometimes I love buying new gel colours, stickers and decorations.
But when I used Excel to list my material costs, I realised I spend too much on new gel colours. After making my Excel sheet, I learned that for at least six months I should not buy any new gel colours, because I already have so many and they are expensive. It helped me make better decisions for my business. Excel showed me the truth in a simple way. 
Using Excel in Professional Life
Excel is also very useful in professional work. Many jobs today expect people to understand at least the basics of Excel. For example, in office jobs, people use Excel to store information, create tables, track progress, analyse data and make decisions. When I read online, many people said that Excel helped them organise their work better, remember deadlines, track customers, or plan big projects. Some people use Excel for stock control, some for salary calculations, and others for managing clients.
In my future career, even if I do not work in an office, Excel will still be useful. In my nail business I can use Excel to track appointments, calculate my income each month, organise my spending, plan offers and promotions, and see which services are most popular. Excel can also help me compare my prices with other nail technicians in my area. This makes my business more professional and helps me improve.
In the future, no matter what kind of job I will have, Excel will be important because almost every workplace uses data. Even small jobs like shops, cafés, salons, and customer service roles often require basic Excel skills. This makes me feel more confident, because now I understand Excel better than before.
How Excel Helps with Problem Solving
Excel is not only about numbers. It also teaches problem solving. When I first tried formulas, I made mistakes. But then I learned how to fix them. I tried changing numbers, and Excel immediately updated everything. This helped me think in a more organised way. I learned that if I make a mistake, it is easy to correct. This made me less scared of digital tools.
Some people online said that learning Excel changed the way they think about problems. They said Excel helped them look at information in a more logical way. For example, someone said they used Excel to compare their monthly car costs and find cheaper insurance. Another person said Excel helped them see which days they spend too much money. Reading these things made me understand that Excel is not only a tool but also something that improves your thinking.
Why Excel is Important for the Future
Excel is important for personal life, professional life, and also for the future. In many workplaces, Excel is a basic requirement. Employers often look for Excel skills because it shows that a person is organised, good with data and can learn digital tools. Even universities use Excel for assignments, research, and planning.
Excel is also important because it connects to other digital skills. When I used Excel, I learned about data literacy, formulas, digital organisation, and financial planning. These are skills that will help me in my studies and in my business. Even for simple things like planning holidays, tracking fitness goals, or organising house expenses, Excel is always useful.
Conclusion
Overall, Excel is a very helpful and important tool for both personal and professional life. Before this module, I did not understand Excel, and it made me feel nervous. But after working with it, I finally understand why so many people use it. Excel helped me see my money more clearly, make better business decisions, understand my material costs, and improve my digital confidence. It also helped me learn new skills that I can use in the future. With Excel, everything becomes more organised and easier to understand. I believe that Excel is a skill that everyone should learn, and I am happy that I finally started using it in my everyday life.







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.
	Income 
	Amount per month £££
	Expenditure
	Amount per month £££

	Wage 1
	
	Rent/Mortgage
	

	Wage 2
	
	Council tax
	

	Trust Funds
	
	Electric
	

	Stocks/Share payouts
	
	Gas
	

	Universal credit
	
	Water rates
	

	Student Finance 
	
	Food
	

	Other
	
	Car insurance
	

	
	
	Car Tax
	

	
	
	Fuel
	

	
	
	Child Care Costs
	

	
	
	Loans/credit cards 
	

	
	
	Other eg Birthdays/savings/holidays
	



Embed your excel here 
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Income

Amount/month £ Expenditure Amount/month £

Wage 1 £1,600.00Mortgage £420.00

Wage 2 £3,200.00electric/gas £200.00

water rates £60.00

2 car insurance £200.00

fuel £300.00

loans/credit cards £450.00

phones/boardband bills £230.00

groceries £750.00

pet insurances £35.00

health insurance £45.00

car taxes £54.00

 streaming subscriptions £64.00

Other £300.00

Monthly Total Income

£4,800.00

Monthly Total Expenditure

£3,108.00

Annual income £57,600.00Annual expenditure £37,296.00


Sheet1

		Income		Amount/month £		Expenditure		Amount/month £

		Wage 1		£1,600.00		Mortgage		£420.00

		Wage 2		£3,200.00		electric/gas		£200.00

						water rates		£60.00

						2 car insurance		£200.00

						fuel		£300.00

						loans/credit cards		£450.00

						phones/boardband bills		£230.00

						groceries		£750.00

						pet insurances		£35.00

						health insurance		£45.00

						car taxes		£54.00

						 streaming subscriptions		£64.00

						Other		£300.00



		Monthly Total Income		£4,800.00		Monthly Total Expenditure		£3,108.00

		Annual income		£57,600.00		Annual expenditure		£37,296.00
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