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Digital skills are important today because so much of our work, learning, and daily life happens online. Being comfortable with technology helps you find information quickly, communicate better, also to stay organised. It makes everyday tasks easier, whether you are making documents, looking at data, or working with other people. Having strong digital skills can help you do well in education and improve your chances of getting good job opportunities, as most careers now rely on technology.
Digital skills also help you stay safe online by spotting things like scams, false information, and privacy issues. Overall, they give you more confidence, independence, and efficiency in a world that’s becoming more digital each day.
As digital tools keep changing and learning becomes more important, it is essential to consider how students are supported in developing new skills. These skills not only help them navigate modern technology but also gives them the confidence to have more control of their learning and keep improving (McKinnon, 2023)
I completed the JISC Discovery Tool to get a better understanding of my digital skills, see what I'm good at, and figure out what I need to improve on. The tool gave me a personalised report along with learning resources that I can use to build my skills. My results were shown on a spider diagram, which made it easy to see my strengths and weaknesses clearly. When i looked at my results, I realised that I had a lot more weaknesses than strengths overall. Some of the areas showed that I only had a small amount of knowledge, which was surprising but also helpful because it showed me exactly where I need to improve. I also realised that I have a lot of opportunities to develop important digital skills that will really benefit me in my studies now and in my future career as well.
I was able to access a wide range of digital learning resources through my university's DigiCentre, which really helped me to build and improve my digital skills. As I completed different activities and toolkits, I was able to gain new knowledge and practical skills across several areas. For each section I completed, I received digital badges as proof of my progress and achievements, which I could use as evidence of my learning. Altogether, I achieved fourteen badges, starting with the standard digital skills toolkits and then progressing on to the advanced digital skills toolkits. Completing both levels helped me to develop my confidence, improve my understanding of digital tools, and prepare myself better for my studies and career.
As technology becomes an increasingly important part of further and higher education across the UK, having a thorough understanding of digital skills for students can be extremely valuable. This knowledge can help educators make more informed decisions about teaching methods, curriculum design, and how best to support learning, ensuring that technology is used effectively to enhance education rather than just being an add on (JISC News, 2023). 

Highlighting two of my strengths which I scored the highest on include Digital Identity and Wellbeing, having a good score in digital identity and wellbeing shows that I understand how to manage my online presence for example knowing what to share and what not to share, and how  my digital footprint can affect my future. It also shows I can use social media responsibly by being aware of privacy settings, online safety, and how to protect myself from scams, cyber bullying, or harmful content. Another strength was Digital Proficiency and Productivity which shows I have some understanding of using technology efficiently to complete tasks and assignments, adapt to new technology easily such as learning new software and apps, stay organised using calendars, files and folders, and work well with digital tools like Word, PowerPoint, emails, learning platforms, and online research tools. 
To ensure that learners succeed in an era shaped by digitalisation and artificial intelligence, it is essential to recognise digital wellbeing as a core 21st century skill. Students must be taught not only how to use technology, but how to manage and apply it effectively and responsibly (Heinonen and Doyle, 2025)
Moving on to my weaknesses, I scored very low on Digital Creation, problem solving and Innovation, also Information, Data and Media Literacies. Having a low score and weaknesses in Digital Creation, Problem Solving, and Innovation can make things harder both in education and in future jobs. It can affect how confident I feel when creating digital content like presentations, videos, or written work using technology. Poor problem-solving skills can make it harder to adjust to new technology, fix issues on my own, or think clearly in digital spaces. A lack of innovation can also limit creativity, motivation, and the ability to come up with new ideas or solutions. Overall, these weaknesses can knock confidence, reduce job opportunities, and make it more challenging to keep up with in today’s digital and AI driven world. Having a low score and weaknesses in information, data, and media literacies can make it tough to find reliable information or tell what’s accurate, which can lead to mistakes in research or decision making. It can slow down learning, limit problem-solving, and make a person more dependent on others instead of confidently figuring things out on their own.
Problem solving is a skill that influences nearly every aspect of life, from personal choices to professional challenges. Whether you are navigating a tough decision at work, managing conflicts, or striving to enhance your everyday experiences, developing effective problem-solving techniques can have a big impact. By learning to tackle problems in an organised way, analyse situations critically, and generate creative solutions, you not only overcome obstacles more efficiently but also build confidence and resilience in the face of uncertainty. (Rizvi, 2024, p.2)


SMART Action Plan
· Specific: I want to get better at finding, checking, and understanding reliable information, data, and media online. 
· Measurable: I’ll do 4 exercises where I evaluate sources, analyse data, and fact check online content.
· Achievable: I’ll use DigiCentre resources, library, Google Scholar, and online guides to practise these skills.
· Relevant: these skills are important for doing research properly, making good decisions, and feeling confident online.
· Time-bound: I’ll aim to see improvement within 6 weeks and track how much faster and more accurately I can work. 
Working on my weaker digital skills, like Digital Creation, Problem Solving & Innovation, and Information, Data & Media Literacies, will help me feel more confident, independent, and efficient both in my studies, and everyday life. Getting better in these areas will help me create better quality digital work, make better decisions using reliable information, and handle new technology or challenges more easily. At the same time, improving these skills will build on my strengths in Digital Proficiency and Digital Identity/Wellbeing, making sure I can work safely, responsibly, and effectively online. Following this SMART action plan will help me do well in my studies. 
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In today’s digital world, being able to manage, analyse, and understand data is an important skill in education, work, and everyday life. One of the most popular tools used for working with data is Microsoft Excel. First released in 1985, Excel has developed into a powerful spreadsheet program that is used by millions of people around the world. Its importance continues to increase as more organisations depend on data to make decisions and improve how they work. Microsoft Excel is useful because it helps users organise information, carry out calculations, create professional reports, manage budgets, and make informed decisions. This essay will explore the relevance and importance of Microsoft Excel and explain how it can be used for tasks such as data analysis, budgeting, reporting, and decision-making, using practical examples to support the discussion.

Released for the Apple Macintosh in September 1985, Excel showed up at a key moment in tech history. Personal computers were becoming easier for people to get, graphical interfaces were starting to replace command lines, and giving everyday users the ability to work with data visually was a huge step forward. Excel’s simple grid, strong formulas, and handy chart tools gave everyone an early look at what modern productivity software could become (Maguire, 2025)

Microsoft Excel is important in both education and the workplace. In schools and colleges, students use Excel for assignments, research tasks, and maths-based work. For example, a business student might use Excel to enter survey results, work out averages, and create charts to show customer trends. In science subjects, Excel can be used to record experiment results and quickly calculate changes, percentages, or relationships between results. Learning how to use Excel also helps students build digital skills, improve problem-solving abilities, and feel more confident when working with data. In the workplace, Excel is seen as an essential skill by many employers. Industries such as finance, marketing, healthcare, retail, engineering, and education all regularly use Excel. For instance, an administrator might use Excel to keep track of attendance, staff schedules, and important deadlines, while a sales assistant could use it to monitor stock levels and daily sales. Because Excel is used so widely across different jobs, having good Excel skills can help improve job opportunities, increase productivity, and support future career progression.

Excel has become a key part of how many businesses run, and for good reason. It’s flexible, powerful, and does way more than just crunch numbers, which is why companies everywhere rely on it every day (ElHady, 2024)

One of the main ways Excel is used is for data analysis. This simply means collecting, organising, and looking at data to find useful information, patterns, and trends. Excel offers lots of tools to make this easier, such as formulas, functions, sorting, filtering, conditional formatting, and pivot tables. For example, a marketing team might collect customer details like age, location, what products they buy, and how much they spend. Using Excel, they can sort this information into age groups or locations, apply filters to look at specific types of customers, and use formulas like AVERAGE, SUM, and COUNT to work out total sales or average spending. Conditional formatting can be used to highlight the best-selling products in green and the lowest-selling ones in red, making trends easier to spot. Pivot tables are another powerful feature used for analysing data, as they allow large amounts of information to be summarised quickly. For example, a retail manager might use a pivot table to compare monthly sales from different store branches, helping them see which stores are doing well and which need improvement. Without Excel, working with large amounts of data like this would take much longer and would be more likely to include mistakes.

In 2024, Microsoft put a lot of effort into making Excel even better at what it already does well, helping people understand, share, and act on their data. With Copilot and Python built in, working with data became quicker and more advanced, even for people who aren’t familiar with Python. Excel’s AI can now handle everyday tasks, point out key information, fix problems, apply formatting and formulas, and give helpful insights into your data (Maguire, 2025)

Excel is commonly used for budgeting and financial planning by individuals, families, and businesses. A budget is simply a plan that shows how much money is coming in and how much is being spent over a certain period. Excel makes it easy to create a budget, keep it up to date, and track spending accurately. For example, a university student could set up a monthly budget in Excel by entering their income from a part-time job or student loan, then listing their expenses such as rent, food, travel, and social activities. By using basic formulas, Excel can automatically work out total income, total spending, and how much money is left over. If spending increases in one area, like food, the remaining balance updates straight away. This helps the student manage their money better and avoid overspending. In a business setting, Excel is even more important for budgeting. A small business owner might use Excel to plan yearly costs such as staff wages, rent, marketing, and supplies. By using forecasting and “what-if” tools, they can see how changes in sales or costs might affect profits. For example, they could test how a 10% rise in rent would impact their overall budget. This helps businesses stay financially stable and make smarter financial decisions.

Excel’s flexibility makes it suitable for managing a wide range of tasks, from client bookings and expense tracking to project timelines and file management. Its intuitive interface allows users to organise workflows efficiently, even without a technical background (Bloomskillz, 2025)

Reporting is another important area where Excel is very useful. Reports are used to share information clearly with managers, team members, and clients. Excel allows users to turn large amounts of raw data into easy-to-understand tables, charts, and graphs.
For example, a school might use Excel to create attendance reports. Teachers can enter daily attendance, and Excel can automatically work out attendance percentages. Charts can then be made to show attendance patterns over the school year. These visual reports make it much easier for school leaders to spot trends and identify any problems, such as increasing absenteeism. In business, Excel is often used to create sales, performance, and financial reports. A sales manager might use Excel to produce a weekly report comparing how well different team members are performing. Bar charts and line graphs can clearly show who is meeting their targets and who may need extra support or training. Excel reports look professional, are easy to update, and can be shared online, which makes communication quicker and more effective.

PowerPoint presentations let you show your data in a way that’s easy to understand and more interesting to look at. By adding things like charts, graphs, and images, you can explain complicated information more clearly and keep your audience engaged (Ciszek, 2024)

Good decision-making depends on having accurate and reliable information. Excel plays an important role in helping people make decisions by allowing them to analyse data, compare different options, and predict possible outcomes.
For example, a company thinking about launching a new product can use Excel to compare production costs, expected sales, and marketing expenses. By testing different scenarios in a spreadsheet, managers can see how profits change in different situations. This type of scenario testing helps reduce risk and increases the chances of making the right decision. Another example can be seen in healthcare, where hospital managers may use Excel to track patient numbers, staff availability, and equipment use. By analysing this information, they can make better decisions about staffing levels, shift patterns, and how resources are used. This helps improve efficiency and supports better patient care. Even in everyday life, Excel can help with decision-making. For example, a family planning a holiday might use Excel to compare travel costs, accommodation prices, and daily spending. By adding up the total costs for different destinations, they can make a well-informed choice that fits their budget.

Microsoft Excel is useful for making decisions based on data. It gives you the tools to look at information, spot trends, and understand what’s going on. By using Excel’s features, businesses can make smarter choices that help them grow and stay competitive (Charlesworth, 2024)

One of Excel’s biggest benefits is how it helps improve accuracy and save time. Doing calculations by hand can easily lead to mistakes, especially when working with large amounts of data. Excel reduces the chance of errors by using automatic formulas and functions. Once a formula is set up, it can be copied across lots of cells instantly, which saves time and keeps calculations consistent. Excel also makes working more efficient because data can be updated quickly. If one value changes, all connected calculations update automatically. For example, if a business changes its expected sales figures, Excel will immediately update profit forecasts and financial summaries. This saves time and helps organisations react quickly when things change.

In today’s data-driven business environment, accurate data is the foundation of sound decision-making. For many organizations, big and small, Microsoft Excel remains one of the most widely used tools for data processing, analysis, and reporting. When properly used, Excel helps standardize data, automate calculations, and provide checks that reduce manual mistakes, playing a crucial role in improving data accuracy and minimizing costly business errors (Abayomi, 2025)

Microsoft Excel is still one of the most important and useful digital tools today. Its ability to organise information, carry out accurate calculations, analyse data, create professional-looking reports, manage budgets, and support good decision-making makes it valuable in education, work, and everyday life. Through practical examples such as analysing sales figures, creating personal and business budgets, producing reports, and planning financial decisions, Excel plays an important role across many different sectors. As the world becomes more focused on data, Excel continues to give users the tools they need to work more efficiently, make better choices, and succeed in both academic and professional settings.

Excel Spreadsheet.xlsx
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What I have learned throughout the module





























Outlook & Task Management; 



Email and Task Management I found very useful as I have learned how to organise tasks and how to organise my emails, which is great for me as an organised person. 



I also found Outlook Callendar useful and now use this regularly.









































Artificial Intelligence;



ChatGPT, I have used to design some new kitchen ideas. However, I  do not use AI for information as I have learned it can occasionally generate incorrect information, biased content and has limited knowledge of the world and events after 2021



















































Office 365, Word, PowerPoint and Excel;



Word I have always been somewhat confident with as this was something I often used in both school and college, I have now learned so much more it has to offer. 















PowerPoint I am a lot more confident with and have enjoyed playing around with different transitions and animations, and images with a shape over, then made transparent like I have done throughout my slides for today.



Excel I am still trying to navigate and get used to, as there are so many options and it is completely new to me. I have completed courses to better my skills and understanding.









I completed a JISC Discovery assessment of my digital skills to understand my strengths and weaknesses;











I then worked on my weaknesses to gain skills and more of an understanding, I earned many different badges such as;









I also gained some advanced badges;

















I also gained some digital skills by taking LinkedIn learning courses such as Office 365 Word, PowerPoint & Excel, which I obtained certificates from once completed. 



The certificates I achieved altogether are; 























I have applied my skills by completing two PowerPoint presentations and I am sure I will complete more for future studies, as well as utilising more of Word, and bettering my understand of Excel as much as I can to complete my spreadsheet required in my portfolio. I will also use some of these skills in everyday life as well as in the future. 













Any questions?









Thank You
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