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Zakir et al (2025) explains that having digital skills are beneficial in students' academic performance, gives students the chance to be able to access online educational material provided by their university and use digital tools such as email, work, PowerPoint, and excel and online resources to support their studies.
Digital tools also enable learners to be able to interact and collaborate by using an online platform such as Microsoft teams.
Digital tools enhance students learning outcomes and offers a more effective approach.
Platforms like LinkedIn enables students to take courses in different fields allowing students to gain experience and knowledge that are relevant to their professional career and academic work, for example you can learn more about the use of Microsoft Word document, Power Point and Excel for a better understanding and be able to use it for academic work.
Smith et al (2023) explains that not only having digital skills are essential but because it opens greater opportunities, it contributes to people’s wellbeing as it gives easy opportunities in studying, be able to communicate worldwide, gain digital literacy skills as many jobs nowadays its essential to know the basics of digital tools such as excel or word document and outlook as these are an everyday tools that are mostly recognised.
 Smith et al (2023)  also explains that in a  University of Canada they conducted a research project to understand the outcome and how students find using digital tools and the results have shown positive outcome on students in higher education from using digital tools, those who don’t have much experience have shown a negative impact, its important and essential to have these skills because now mostly in higher education digital tools are used for studying, researching, writing and submitting assignments and e portfolio available.
Sandhu (2020) says that in this generation now even governments made digital tools essential to be used in our daily lives, we use it for online banking, travel, healthcare, education and many more.
Universities have made essential part of learning and teaching and are successfully adopting digital tools.
Reedy(2017) says that this is a digital world, students are prepared for work life and a digital society, digital abilities are acknowledged as an important enabler for learners, learning digital skills leads to greater career opportunities,  there is an expectation that most of employment are going to offer digital jobs in the near future.
In the first week of Digital skills in personal development and personal growth we undertook an assessment that is called the JISC Discovery Tool.
The JISC discovery tool assessment has given me the results to help me understand and evaluate my strength and weaknesses and identify the areas I need improvement in digital skills for professional development.
 Reviewing the assessment, I will explain two of my strengths and two of my weaknesses in digital skills.
One strength is, preparing for digital learning, this consists of being able to set up studying environment from using devices, tools and online resources, being able to manage time and tasks.
Another strength is digital communication, and this consists of having good knowledge of the use of social media, texting, writing an email and video conferencing, good at using digital tools such as smartphones or tablets, sharing multimedia by use of digital tools.
One Weakness is digital creation, this consists of knowing how to create digital content to entertain, education purposes or to share your hobbies, create or edit images, use of platforms like YouTube, blogging for engaging with audience.
Another weakness is data literacy, this consists of understanding the use of your data which is your personal information online, how it’s saved and how it can be safe and secure. Understanding of online security, if the website you are using is safe.
Be aware of accepting cookies on each website because this allows to share your information with third parties.
A smart action plan is setting up the goals you want to achieve and what things you can do to achieve this.
Smart goal plan:
To improve my weaker areas in digital skills I will set a smart goal action plan, to do this my goal will be by the end of my last term of 2026 to achieve those goals and have a good knowledge and understanding and be able to demonstrate those skills.
To achieve this, I will do some research online and from libraries in regarding digital creation and data literacy to find more information about in how to use it, understand what these skills are and I will also ask for support from my university resource centre. I will also watch Tutorial videos from YouTube to get a better view of these tools and how they are used.
To be able to accomplish these goals by the last term of this year 2026 I will set a timetable, i will practice once a week and I will follow this to practice these skills until I have achieved my target, i will keep going and keeping my motivation up until i am able to achieve this, achieving this goals will help me with my future education and career.
These skills will be beneficial in my future professional career and academic work, and I look forward to achieving new skills that will also support my career and get better job opportunities as some of these skills are essential.
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Charlesworth (2024) explains that excel is not only a tool for spreadsheets, but also an essential tool for professional modern business. Despite of new technologies and software's arises, people are still using excel for many ranges of tasks.
Excel functions and features are always changing, making it to be able to use complex data analysis and be able to visualise results in an effective way.
Danny Weathers et al (2024) explains that excel is a very important tool for decision making and is the most required tool in many professional workplaces.
Excel can be used for a larger analysis data and has many functions that enables users to perform, identify trends and be able to make informed decisions.
There is a very useful and interesting feature that you can use, it’s the automate data processer, you can use automate repetitive tasks to increase efficacy and reduce risks of any error.

Excel is a powerful and common tool used in many professional settings, having these skills is very valuable for employers when they are looking for a candidate, if they see you possess excel skills you will more likely be hired than someone who doesn’t
It provides essentials features such as formulas to calculate the total of an annual expenditure, pivot table, data charts and data analysis, calculating large data sets, this allows it to make it easier and quicker access, less time consuming.
The excel is also used for project management in a company.
Excel enables to be organised and structure data, easy access, sorting and analysing.
Having Excel skill is very beneficial as it leads you to greater opportunities in a professional career path.
Enables to make faster analysis and calculation, helps keep data accurate and easy to share.
Formby (2017) The Microsoft Excel has been launched in the 1985 and has grown since then in business industries and they have been using it for charts, graphics, statistical data and formula creation.
Formby (2017) explains that relationships building and communication are necessary in the workplace, middle-skilled jobs require to at least have a basic understanding of Excel skills.
For students studying in business there is more likelihood to be successful in the employment prospect.
80% of business students enter this course says that their purpose is to get a better paid job from completion of this course and gain basic skills.
Geiger (2015) explains that average job roles require you now to have basic excel skills, many employers in business industries get paid better for having these skills than someone with a bachelor's degree alone.
For example, in a professional setting you would use the features such as SUMIFS/COUNTIFS for finance analysis, or LOOKUP functions that allow you to combine data from different sources.

Excel reduces time on manual work, not only is efficient but also helps getting accurate results.
It’s important to take a course such as in LinkedIn learning excel courses to avoid confusion because you must understand what formulas you need to use for each data analysis.
After completion of my LinkedIn learning certificate has allowed me to demonstrate of the use of formulas, creating a data chart and a pie chart to show the percentage of the expenditure.
Good understanding of the use of pivot tables, table designs and how to embed excel into a word document.
Excel spreadsheet indeed it’s a very powerful tool and can be used professionally and in personal life, having this skill enables students and those looking for employment to receive better outcome in future career path, there is lots of courses to take and there is lots of features from excel to learn, I'm looking forward to do some more courses to learn more so i can get better job opportunities in the near future and i will also use the spreadsheet for doing calculation of my expenditure, writing a timetable for my son’s school activities and events.
Singh (2022) explains that Excel can also be used for time management.
Some of the common uses of excel for time management are daily planners and project rota.
Goal planning is a very essential task in every project management field, for example you can use it to make time trading tools, you can even also create a Pomodoro tracker in Excel to stay focused on your tasks.
You can also create a finance related tasks to enhance the report such as pivots, conditional formatting and formulas.
Excel integrated with multiple tools, and you can store endless rows of data within the sheets and combining multiple excel workbooks with Python.
Excel is a go to tool for people who want to perform different and complex calculations.
Kirsten et al (2025) explains that before Excel is integrated in students, they need to be trained in the basics of use of the tool with more complex problems.
The findings of this research, although based in a South African context, offers valuable lessons for learners around the world.
There is a large shortage of excel skills as well as other business intelligence and analytics competencies. The study’s focus on gradually integrating these skills and applying social cognitive theory is relevant internationally, giving learners useful guidance on how to strengthen students excel and related technology abilities in both academic and professional setting.
(Slayter & Higgins, 2018) says that integrating spreadsheets into finance courses helps students build critical thinking, awareness, and analytical skills. Along with these problem-solving abilities, students also gain a deeper understanding of finance concepts. This makes them more likely to apply what they’ve learned and continue using spreadsheets in other classes as well (MacDougall & Follows, 2006).
Excel spreadsheet for household expenditure.xlsx
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Word Essential Training (Microsoft
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Course completed by Farzana Begum
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Top skills covered

Microsoft Word

Shea Hanson, Head of Learning Gontent Strateay
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Microsoft PowerPoint

Shea Hanson, Head of Learning Content Strategy
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Course completed by Farzana Begum
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Top skills covered

Microsoft Excel

Shea Hanson, Head of Learning Content Strateay
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