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Introduction:
Digital Skills Are now Required Equiptment
"The digital skills required by Digital skill level, the Digital Skills you develop are critical elements of your success during your time in school, and Digital Skill Levels will be the same with regard to your future career.-- JISC, 2023
Digital skills enable individuals to use digital tools, create digital media, interact with other individuals via the Internet securely and safely.
As technology develops and the rate at which technology evolves continues to increase, individuals continue to develop their digital skills and use those skills throughout their lives.
In this reflective essay, I will present the findings of my JISC Digital Capability Assessment, my digital skills strengths and weaknesses, and the action plan I will use to improve areas of weakness. My development of digital skills will enable me to achieve and sustain success throughout my studies and, ultimately, my career."

Summary of My JISC Results:
When I took the JISC Digital Capability Tool, I received a summary of my strengths in various digital areas such as Problem Solving, Digital Creation, Communication, Data Management, and Online Safety. In addition to showing that I was most competent in Digital Communication and Information Searching, the results indicated that I need to improve my Data Literacy and Digital Content Creation skills.

Two Strength:
My assessment of my strengths confirms that digital communication skills were the most important to me. I feel comfortable utilizing various digital methods such as emailing, an online discussion platform, or utilizing video conferencing such as Teams or Zoom to communicate with both my classmates and lecturers with ease. According to JISC, (2023), effective teamwork through digital methods is essential in order to successfully collaborate on projects in the online environment, which I have gained valuable experience from with the group projects I have undertaken. My second area of strength was being able to search for information from the internet. I possess the ability to successfully utilize multiple types of online tools, such as search engines, online libraries, and academic databases, to locate sources for research. This is extremely important for achieving academic success as a result of being able to locate reliable resources, critically assess information, and cite sources appropriately (Beetham, 2022). The skills I possess within this area provide me with a level of confidence in completing assignments.
Two Weaknesses:
1. Data Literacy Even though I can easily locate relevant information, I do not have a solid grasp of data and numbers. I require assistance with improving the way I collect, evaluate, and understand data using various digital tools (e.g., Excel) according to my JISC results. Examples of jobs where understanding graphs, spreadsheets, and reports is necessary includes those cited in the OECD report (2021). I want to develop this area so that I have a better understanding of number-related tasks.
2. Content Creation Through the assessment results, it was revealed to me that I also need to improve my ability to create digital content such as presentations, digital documents, charts, visual aids etc. According to Martin & Grudziecki (2020), creating digital content is critical in regards to professional communications. By developing this skill set now, I will be better equipped to create improved academic records and professional documentation.

	Goal
	SMART Breakdown

	1. Improve data literacy using Excel
	S: Learn how to analyse data using Excel features such as formulas and charts. M: Complete three LinkedIn Learning Excel courses. A: I will use my institutional LinkedIn Learning account. R: This goal supports my academic work and future employment. T: Complete within 8 weeks.

	2. Improve digital content creation skills
	S: Practise creating better PowerPoint slides, Word documents, and charts. M: Create one presentation and two Word documents using new techniques learned. A: Follow LinkedIn Learning courses on PowerPoint and Word. R: This directly relates to my university assignments. T: Complete within 5 weeks.

	3. Develop online safety awareness
	S: Understand data protection, cyber safety, and responsible online behaviour. M: Complete one online safety module recommended by JISC. A: The course is freely available on the platform. R: Important for both academic and personal protection. T: Finish within 3 weeks.



Conclusion:
Taking the JISC Digital Capability Tool assessment enabled me to see both aspects of my digital ability very clearly. There are some things I do very well, such as communicating and researching digitally, and these are beneficial to my performance at University. On the other hand, I lack the necessary skills needed in terms of data literacy and digital content creation. In order to improve my digital skill set in those specific areas, I have developed a SMART action plan with a focus on targeted learning activities. Improving my digital ability, will not only assist me during my studies, but it will also make me a more viable candidate for employment in the high-tech workforce of the future.
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TASK 2 – LinkedIn Learning Certificates (Word, Excel, PowerPoint)
Instructions for you:
1. Log into LinkedIn Learning.
2. Complete all three courses:
· Microsoft Word
· Microsoft Excel
· Microsoft PowerPoint
3. After finishing each course:
· Download the certificate
· Insert them into your portfolio
Placeholders to insert:

1. 

2. 

3. 

TASK 3 –




Introduction:
Excel has become an essential part of many people's everyday lives; it can be used to develop numerous types of documents and perform multiple tasks all in one program.
Many professionals use Excel to Prepare budgets, analyze business trends, develop financial statements, analyze large sets of data, assist with making predictions, creating reports, assisting with more effective forecasting, and troubleshooting technical issues related to computers and other electronic equipment.

Main Body:
Excel for Data Analysis: 
Excel has a strong capability for analysis, which is one of its greatest benefits. Users can sort, filter, and use charts to visualize data; they can also apply formulas to identify patterns or trends in their data. By analyzing their data, companies can use analytical evidence to guide their decision-making and not just rely on guesswork (Winston, 2020). A business could track monthly sales data for a particular product to identify which products sell the best.
Excel for Budgeting:
Excel as a tool for budgeting, both personally and professionally. Individuals can keep track of their income, bills, grocery costs, transportation costs, and savings; Businesses utilize Excel to create and maintain a budget for the upcoming year, along with tracking their financial performance (Mohan, 2020). For my household, I made a spreadsheet that displayed my household's income and spending, and I used formulas, including: SUM (to add), AVERAGE (to compute averages), IF (to verify conditions).



Excel for Reporting and Visualisation:
Communicating Data in Excel Using Excel to communicate data clearly is easy due to the availability of chart types such as pie charts, bar charts, and graphs. Adding visual elements such as pie charts or bar charts will make reports appear more professional (Frye, 2019). I included a bar chart in my spreadsheet so the reader can see how much money has been spent in each category for easier understanding. 
Excel in Decision-Making:
Using Excel for Decision Making Excel allows users to make decisions based on comparisons of multiple scenarios. For example, if you are a manager looking to hire an employee, you will know from your budget whether or not you can afford to hire that employee. If you are a family, you should avoid spending money on unnecessary items, thus being able to save more money. As noted by Powell (2021), Excel is valuable in that it gives an individual the ability to organize large amounts of information and find the optimal solution.you should avoid spending money on unnecessary items, thus being able to save more money. As noted by Powell (2021), Excel is valuable in that it gives an individual the ability to organize large amounts of information and find the optimal solution.

Conclusion:
Excel is one of the most common ways in which users will analyze, budget, report and make decisions based on their data. This spreadsheet that I created demonstrates one of the many ways that you can apply Excel to manage your household income and expenses through the use of charts and formulas. Learning Excel is a critical component of doing well in school and to be successful in your career. Many employers prefer to hire employees who possess strong analytical and digital skills.
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		Category		Amount (£)

		Salary		2000

		Benefits		300

		Rent		-800

		Food		-250

		Transport		-120

		Utilities		-150

		Entertainment		-100

		Savings		-200
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