Reflective essay.
Over the past 4 weeks in this course, I have learned a lots of valuable knowledge and skills that are already helping me to improve my work and digital confidence. 
Reflecting on the weeks I’ve done already, I can see good progress on how I manage my time, how I understand things like AI, and how I use software’s tools like Microsoft office 365.
In week one, we had an introduction on how we will learn our skills, the rules for the campus such as smoking and vaping will not be allowed inside the building, drinking and eating is allow but drinks must have caps on them also we must try to be on time to our lecturer lessons as being late could affect our attendance.
In week two, we focused on outlook and task management, this was very helpful because it made me more careful and organised on my daily work. Before this I mostly relied on my memory or note’s witch sometimes I would lose. Learning on how to set reminder, tasks, and my work using outlook has helped me take more control of my time. I use the calendar to plan and not forgetting my plans and I use all tools in my advantage. This has made me feel more organised and less stressed and now I see how this will help in my future.
On week three we learned about AI (Artificial Intelligence), which I found very interesting because AI is becoming an important part of everyday life. Before this lesson, I mainly thought of AI as something you make fake pictures and videos from. Now I know that AI is everywhere, Learning about how AI works helped me understand a deeper meaning of the word AI, It is like a robot online with no body just a brain that knows everything, but we also learned not to use to for our assignment and exams because its classed as cheating and we will be caught if we use it.
On week four, we focused on Microsoft Office, Word and features available on Microsoft 365. I have use word before in high school and some places I use to work at, I have learned new tools on week 4, such as styles, templates, and collaboration features that made making documents easier and more professional. Learning how to save my work on OneDrive help me also because it means my work and files are safer and easier to get to from different devices. 

The first four weeks have helped me to grow my knowledge and academic skills. I have improved my time management, my digital skills though practical software’s, the ability to write my assignment and exam more professionally. I feel more prepared for the rest of the course and more motivated to keeping progressing my abilities, each week I have learned something new I can use for the rest of my life, I look forward to learning and unlocking new skills and knowledge that this course can help me with.
