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 It is important to have digital skills to be proficient in the appropriate job. Having the correct technical skills is crucial today for the work industry. As you need to advance and continue to have up to date relevant skills. Digital skills are needed in personal life as well as it is required in professional fields by employers. (Ordonez, P. Lystras, M. Zhang, X.  
Wertz, claims work industries are feeling the pressure to find qualified employees equipped in digital skills to join their teams. They are seeking business minded individuals to take on roles such as, ‘digital literacy, data analytic skills, management skills, and web development skills.’ (Weritz, P. 2022).
There is a high demand for digital skills on a professional level. However, there is also the need by those who possess logical and questionable reasoning, who can work out complexed information. Also, those who are skilled in decision-making who can find resolutions. Potential employers must be equipped with digital knowledge and will be an asset to the company. (Polakova, M. Sulemanova, J. Madzik, P. 2023).
The digital world has taken over the workplace, and the majority of employment is based on digital knowledge. “The development of mobile technologies and cloud computing has made new work arrangements possible.” Being digitally savvy is in high demand.  It is agreed that not only is digital skills needed but also to be thought motivated and able to resolve issues as they arise. the importance of digital skills could mean teams working together combining all skillsets using the digital software and engaging in the expansion of “Artificial intelligence”. (Audrin, B.  Audrin, C. Salmin, X. 2024).
We are informed that students are being prepared by their lecturers to be digitally equipped for the work industry. These skills will consist in knowledge, good literacy skills, able to work in a team environment, be able to think productively, and able to come up with solutions to correct and manage hardware and software programmes. (Laar, E. Van Deursen, A. Dijk, J. 2019).


Jisc report
Overall, my Jisc report was very impressive, on every subject it showed I was confidant and showed a level of being proficient which was very clear. However, there were areas that I would need to make improvements. 
Strengths: The report showed that I am aware of my digital presence and capable of managing my wellbeing online. I can build a professional digital identity which would develop a healthy start to my university studies in helping me to make progress and prepare me for the future and whatever career path that I intend to pursue. For example, I am confident at searching information resources that will be relevant to my course and making sure I have up to date credible resources, this will become easier and I will know exactly what to look for.
Weaknesses: Although I have made a good start in using digital tools, Microsoft has been updated several times since using it in my previous years of study so I realise this is a skill which needs constant updating, especially, when new software has been created and which can be relevant to the job I want. for instance, I may need to seek advice from a careers advisor so they will be able to show me which skills and training I need to be doing. Digital creativity and problem solving, is another ongoing skill that I would need to develop in and be confident to tackle problems as they arise, this is definitely one of the areas I will concentrate on and it is what I have implemented in my action plan.
· Specific: I intend to read books, watch utube videos, get quick tips on google and take training courses on Microsoft 365. Then I would like to take notes and keep a journal on my progress. It will also be useful to take the necessary tests, to gain certificates. 
· Measurable: I will spend about forty minutes reading a book once a week and write down relevant information, then spend thirty minutes watching utube videos, keeping records and saving them on my mobile if I need to refer to them. Afterwards it would be a benefit to practice what I have learnt for a further ten to twenty minutes. 
· Achievable: The training will gain me knowledge in using Microsoft 365. Especially when I need to use a word document. It can give me the guidance on how to save files correctly. And practicing and creating slides for PowerPoint.
· Time-bound: I am willing to put in extra time on everything I have learned previously to test my understanding. Find relevant courses to fit around my studies every two weeks for an hour. I am looking to complete all the training within four months.
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Task 3
Relevance of excel in professional and personal life.
Today excel is a very important piece of software that is beneficial to the business organisations, and in education. This is a sophisticated tool and is useful to keep financial records in a table like format. It is also important to know how to operate and use it especially to check financial expenditure and incoming expenses and to accurately share information with others who are involved. (Kelly, K. 2025).
According to Adams excel has been running for over three decades, it is advancing in companies and is offering nearly three quarters percent of work in the employment sector. Adams claims being educated in excel is an essential skillset and it should not be overlooked. It is a skill that your potential employer should be informed. She believes employers are seeking those with excel skills. (Adams, 2022).
The writers agree of the importance in having training in excel for the workplace, for without it may mean you are unqualified for todays jobs. They believe it is necessary for companies to continuously hold up to date financial records which can be used to make plans and commitments for the companies present and future exploits. They strongly persist that this is one important aspect to have on your Curriculum Vitae, as the employees require it. It will also mean you can add value to the companies. (Yi, S. Deng, X. 2024). I do not totally agree with companies seeking employers to have excel skills, but I strongly believe that individuals would be most desirable to any company now adays in the digital world if they can use Microsoft 365, so they have a wider choice of job opportunities such as, knowing how to create PowerPoint presentations for there companies to increase financial revenue.
Charlesworth explains how being educated in excel can lead into job opportunities being educated can enable individuals to create a skillset for companies and various businesses. You can start your education upskilling. ‘Data management, data analyse, visualisation.’ Charlesworth believes it will develop individuals can be an asset to their teams. (Charlesworth, L, 2024).


Some writers believe If students take interest in the digital world we now live in and be willing to be proficient and adaptable to the changes, it is possible, that they will be ready and equipped to perform the tasks needed in this digital world. The work industry is not predominantly reliant on accordance to professionals who will not shift from the normal way of using the excel software, but they refuse to update their skills. They are now interested in those in universities and colleges to take up the batten in the new digital era and take on new system tools to advance into software such as “Business Intelligence.”  (scmidt, P, Church, K, Riley, J 2020).
Verma says individuals may be aware of the importance of excel but, not many take advantage of the benefits. It is an excellent tool. To add your formulas. And is used by a majority for personal and corporate use. This tool does not just do the basics, but it is advanced and has some unique features. She recommends getting yourself educated. To make the mark with your colleagues, you can learn short cuts, but there are also the benefits to learn more and may give you the opportunity to get employment. (Verma, E, 2025).
What other ways can excel be used for? According to Stephans excel can be used to help a person/s to make financial commitment. Excel is helpful to keep an eye on building your finances. There are so many useful ways to use excel. For instance, you can upload spreadsheets from the internet and gain access on any smart devises. Steffans says you can let excel do the work for you, saving you time working out the sums manually. It is also able to show others who maybe involved with the home finances to discuss or make changes where necessary. 
Steffans encourages everyone to get started with excel on the internet and he teaches you step by step instructions on how to download document, input the formulas, and advises you to check it on a regular basis. Steffans encourages us by saying “Budgeting with an online spreadsheet is a simple and free, flexible way to manage your finances to keep track of income, expenses, and saving goals. You can gain a clear picture of your financial situation and make smarter decisions about how to manage your money.” (Steffans, S. 2025).
Jackson believes making plans to manage your spending by using excel sheets is a healthy way to keep on track with incoming and outgoing. He states, ‘Fifty-three percent’ believe in this method. Excel can take care of a business accounts and home expenses, work analyses, and education time management, any holiday bookings. He even goes as far as to say you can use it for seasonal planning.
Excel can be used in a variety of different ways, one of them could be for personal home budgets. You can also use it to track progress. Mower likes to use excel sheets to track his walking expeditions. He enjoys recording personal information that is unique to his lifestyle which gives him a snapshot of his progress. He would record his distances and how long it took on each experience. He claims, ‘Excel can do a lot more than just add up some numbers and spit out a sum,’ Mower has monitored his walking for a whole year and was fascinated when he looked over his excel progress. The information the graph showed positive results, and this has motivated him to set a higher goal for next year. (Mower, T, 2025)
Excel is accessible and can be used to take care every aspect of your life, whatever information that is important to you can be recorded and can help you view your progress, and it will enable you to make changes where necessary. Excel can tell the story of what’s happening now or what happened in previous years. (Jackson, T. 2024).
  








	
		INCOME


	
	
	
	
	
	
	2000
	2000
	2000
	2000

	Wages 1
	  2000
	2000
	2000
	2000
	2000
	2000
	2000
	
	
	

	Wages 2
	800
	800
	800
	800
	800
	800
	800
	800
	800
	800

	Student finance
	1600
	1600
	1600
	1600
	1600
	1600
	1600
	1600
	1600
	1600

	
	
	
	
	
	
	
	
	
	
	

	Trust Funds
	8000
	
	
	
	
	
	
	
	
	

	Child benefit
	204
	204
	204
	204
	204
	204
	204
	204
	204
	204

	Total
	12400
	4400
	4400
	4400
	4400
	4400
	4400
	4400
	4400
	4400

	
EXPENDITURE
	
	
	
	
	
	
	
	
	

	Rent
	570
	570
	570
	570
	570
	570
	570
	570
	570
	570

	C. Tax
	62.5
	62.5
	62.5
	62.5
	62.5
	62.5
	62.5
	62.5
	62.5
	62.5

	Electric
	90
	81
	85
	90
	79
	30
	20
	20
	32
	56

	Gas
	460
	470
	480
	370
	210
	105
	0
	0
	150
	375

	Water
	66
	66
	66
	66
	66
	66
	66
	66
	66
	66

	Car insurance
	66
	66
	66
	66
	66
	66
	66
	66
	66
	66

	Car Tax
	14.5
	14.5
	14.5
	14.5
	14.5
	14.5
	14.5
	14.5
	14.5
	14.5

	Fuel
	200
	200
	200
	200
	200
	200
	200
	200
	256
	270

	Birthdays
	50
	0
	0
	65
	0
	70
	0
	80
	0
	0

	clothing
	65
	65
	70
	65
	70
	100
	100
	150
	200
	80

	Holidays
	100
	100
	100
	100
	100
	100
	100
	100
	100
	100

	Food
	475
	475
	475
	475
	475
	475
	475
	475
	510
	550

	Total
	1744
	2170
	1714
	1669
	1438
	1384
	1199
	1329
	1517
	1660
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