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Hello everyone.
I am Yanka Ivanova Dimitrova and in this presentation I will reminisce about my own digital skills portfolio as well as share the way my digital skills have evolved during this module.
There are two key works in my portfolio.
The initial one is my Digital Life Portfolio where I added some screenshots of how I apply digital technology in my daily learning. These include Microsoft Word, Google Search, Moodle, online assessment briefs and online news. The second one is my Business Digital Artefact, in which I made a professional PowerPoint presentation to GreenLeaf Grocers to analyse the stock levels and give some business suggestions.
I selected these examples because they reflect various digital skills that I have acquired during this module. One of them concentrates on daily digital literacy and the other demonstrates the possibility of digital tools to address the actual business challenges.
My Work
Portfolio 1 demonstrates my daily utilisation of digital technology.
As an illustration, I used Microsoft Word to write assignments and to plan my course-work. Another resource that I used to locate some credible scholarly information and enhance my knowledge in various areas is Google Search. Moodle is another crucial tool in which I download the learning materials, assessment brief and marking criteria to enable me to complete my coursework successfully. These illustrations demonstrate that I am sure that I can rely on typical digital tools in researching and learning to control my learning.
The second portfolio will be my business digital artefact.
To do this, I will be using Microsoft PowerPoint to prepare a stock level summary report of GreenLeaf Grocers. I have tabulated inventory information, made a bar chart to compare stock levels, colour coded low, high and normal stock items, and given a business recommendation on the findings. I did not just present numbers but I converted the data into information that will aid the business decision-making process.
This project has given me a lot of confidence in using PowerPoint features, which include, charts, SmartArt, formatting, layouts and visual design. I also developed the ability to arrange information in such a way that is easily comprehendible to users.

My Development
Early on in the module, however, I was primarily only utilising digital tools in order to perform simple activities, like typing documents or searching the Internet.
I did not feel sure about making professional presentations or presenting business information in a visual manner. It was also hard to make a choice on how to structure information to make it clear and appealing.
By doing the portfolio, I gained a lot of confidence. I also learned to enhance the design of presentations through the use of uniform layouts, colour codes, legible charts and meaningful headings. I also read my work again and did corrections after considering how the presentation would be read by the business users.
I am able to do these things on my own, without being provided with step-by-step instructions.
Reflection
The largest lesson I have realised is that digital skills are far more than the ability to use software.
Planning, organising information, communication, and presentation of information also qualify as good digital skills.
Another aspect that I learned in this module is the need to make a review of my work, tell my weaknesses and correct them before I present the final copy. These reflective competencies have enabled me to be a more confident learner.
Conclusion
In general, this portfolio demonstrates the way my digital skills have been enhanced during this module.
I am able to now confidently work with Microsoft Word, Google Search, Moodle, Excel and PowerPoint to accomplish academic tasks and solve business problems.
The skills will assist me in my university studies as I will be able to complete better assignments, place information well and express ideas more professionally.
The use of these digital skills will also aid my career in the future since nearly any workplace needs the workers to interpret information, develop professional reports, demonstrate findings and apply digital technology without any fear.

 

