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Reflective Essay

Introduction.
Nowadays, digital expertise plays an imperative role in learning. Learning activities involve using computers, online platforms, and digital tools. Academic students need to know how to use digital technology collaboratively in an effective way. Digital skills not only include searching for information online, but also communicating through digital platforms, creating documents, and working with others using technology. Reviewing digital skills in contemporary life helps people to understand what they can achieve and where they still need improvement. Developing these abilities allows students to study more effectively these days and prepares them for modern workplaces where technology is widely used.
In order to understand my current level of digital ability, I have completed the self-assessment tool provided by Jisc at the UWTSD, which measures different sections of digital competence. This assessment helped me with an insite to which digital skills I already possess well and which ones I still need to enhance. This reflection explains the importance of digital skills, summarises my assessment results, discusses two strengths and two areas that need improvement, and outlines a simple action plan using a SMART goal. Finally, it explains how improving my digital skills will support my studies and future career.
The importance of digital skills in academia.
Scholars believe that digital skills are essential for university students because universities rely heavily on digital systems. For instance, learning materials, lecture slides, and assignments are often shared through online learning platforms. Although students must not only search for reliable academic sources but also evaluate information, they must also present their work using digital tools such as Microsoft Word processing or using innovative presentation software like PowerPoint and Canva, for example.
Moreover, understanding powerful digital skills helps students work more efficiently and produce better academic work, which further leads to positive outcomes and results. In addition, it also helps them communicate clearly with others and manage their time effectively. To illustrate, employers nowadays expect graduates to have proficient digital capabilities because technology is used in almost every job sector. Therefore, improving digital skills is important not only for academic success but also for future career opportunities.
Summary of my JISC Digital Capability Results.
I had completed the JISC digital skills self-assessment online. After completing this profound assessment, I had an absolute insight into my digital capabilities, and I received feedback about my abilities across several digital skill areas. The results showed that I am comfortable using basic digital tools, especially when communicating or finding information online. For example, I regularly use Outlook email, online learning platforms like LinkedIn Learning, and digital library databases for my studies. This indicates that I have a good foundation in some digital areas.
However, the results also showed that there are areas where my confidence is lower. In particular, I need to improve my ability to create digital innovation using advanced tools and develop stronger problem-solving skills when dealing with technology. These results helped me understand that digital skills go beyond basic computer use and include many different abilities that support learning and professional work.
My Strengths.
One of my strengths is digital communication. I feel confident when using online platforms to communicate with lecturers and classmates. To illustrate, I regularly check my university email on Outlook, read announcements, and submit assignments through the Turnitin Link. I believe these practices help me stay organised and manage time effectively, bearing in mind that I do not skip essential facts about my studies.
Another strength is finding information online via the UWTSD library tile. I can search for academic articles, books, and other useful resources through digital libraries and academic databases. When completing assignments, I try to choose reliable sources rather than random websites. This skill helped me to improve the quality of my work because academic research is based on trustworthy information.
Areas That I Need to Progress
One area that needs improvement is producing digital content using advanced digital tools. I can create basic documents using Word and simple PPT presentations, but I am not very confident using advanced features such as data charts, spreadsheet formulas, or visual design tools. These skills are useful when presenting information at an advanced stage.
Another area where I think I need improvement is solving technical problems independently. When I face difficulties with digital platforms or software, I sometimes rely on help from others instead of trying to solve the issue myself. Developing better problem-solving skills would make me more confident when using digital systems.
Action Plan Using SMART Goals
In order to help me improve my weaker areas and project optimised outcomes, I have created a simple action plan using a SMART goal.
Goal: Develop confidence in digital design.
I. Specific: I will learn to use Canva for designing posters and Excel for creating charts and graphs.
II. Measurable: I will complete one LinkedIn Learning course for each tool and create one piece of work using each platform.
III. Achievable: These tools are free to access on an online learning platform, and the courses are suitable for beginners to advanced-level creators.
IV. Relevant: These skills will help me produce better academic posters, presentations, and assignments in the future.
V. Time-bound: I will complete both courses and create two digital pieces within four weeks.
Conclusion
In summary, digital skills are an important part of university education and modern workplaces. Without a shadow of doubt, the JISC digital competence evaluation helped me reflect on my existing abilities and identify sections where I need to improve in the future. My strengths include digital communication and searching for information, while my weaker areas involve advanced digital content creation and technical problem-solving. By following my SMART action plan and practising regularly, I can improve these skills over time. Strengthening my digital abilities will help me complete my university work more effectively and will also prepare me for future professional roles where digital competence is essential.
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In today's modern society, people deal with enormous amounts of information every day. Whether it is in an office, a classroom, or at home, human beings often need to organise numbers, track records, and study data. One of the most popular tools used for these tasks is Microsoft Excel. This is a renowned program that primarily focuses on the spreadsheet application, which allows users to store data in tables, perform calculations, and create charts to present information clearly. Because of these abilities, Excel has become an important digital skill in both professional and personal life.
Many organisations around the globe today widely use Excel to handle business activities such as finance, business projection, and data reporting. At the same time, people use it at home to manage their daily accounts, manage their timetable, and track personal objectives. This essay explains why Excel is important in professional environments and also describes how it helps people manage their personal lives more effectively.
Importance of Excel in Professional Life
To begin with, scholars assert that Excel plays a major role in many workplaces because it helps employees organise information in a simple and clear format. Companies often deal with a large number of records, such as customer information, sales figures, employee data, and financial reports. A spreadsheet makes it easier to keep all this information in one place, for instance. Instead of writing numbers on paper or searching through many documents, workers can quickly find the information they need in an Excel sheet.
Secondly, Excel is valuable at work as it allows users to execute calculations automatically. In many workplaces, employees must add totals, compare values, or calculate percentages. Excel includes built-in formulas that complete these tasks instantly. For example, the SUM function can add a list of numbers in seconds. This saves time and reduces mistakes that may occur when calculations are done manually.
Moreover, Excel is also very useful for presenting information in a way that others can understand. Digits alone can sometimes be confusing, especially when there are many rows of data. These visual displays make it easier to explain trends and patterns. To illustrate, managers and team leaders often use charts to review business performance and to help make better decisions.
In addition, Excel supports planning and organisation within companies. Many professionals nowadays use spreadsheets to schedule tasks, track progress, and manage projects. For example, a project manager may create a spreadsheet that lists activities, deadlines, and responsibilities for each team member. This helps everyone understand their duties and keeps the project moving forward; as a result, it helps to optimise the outcome.
Thirdly, Excel is also helpful when analysing content online. Companies collect information about customers, sales, and operations. Excel tools such as sorting and filtering allow workers to examine this information in different ways. By studying the data carefully, organisations can discover useful insights. These insights may help them not only to improve services and reduce costs, but also to increase the company's gross earnings.
Besides this, another benefit to consider is that Excel can be used in professional life for teamwork. Through cloud services such as Microsoft 365, employees can share worksheets and work on them together. Several people can update the same file while working from different locations. This is particularly useful in modern workplaces where remote work and digital communication are common, for example.
Importance of Excel in Personal Life
However, Excel is widely known as a business tool; it is also extremely helpful in everyday personal activities. Many individuals these days use Excel to organise different aspects of their daily lives. The program can act as a personal planner, financial tracker, or record-keeping system.
First, one of the most common uses of Excel at home is household budgeting. Managing money is an important responsibility for individuals and families. By creating a simple spreadsheet, people can record their income, expenses, and savings. This allows them to see exactly where their money is going. When spending is recorded regularly, it becomes easier to control unnecessary expenses and plan for future needs.
The second reason people widely prefer to use Excel is that it also helps with planning and organisation. People often have many responsibilities, such as work tasks, family commitments, appointments, and personal goals. A spreadsheet can be used to create lists, schedules, or reminders. For example, someone planning a holiday might use Excel to record travel details, expenses, and activities for each day.
Furthermore, students can also benefit from using Excel. It can help them track assignments, manage study time, and organise research data. When working on academic projects, students may collect data that needs to be analysed. Excel makes it easier to organise this data and create graphs that explain the results.
Finally, a useful personal application of Excel is tracking patterns and making progress. Some people use spreadsheets to monitor exercise routines, diet plans, or daily activities. By recording information over time, individuals can see improvements and stay motivated to achieve their goals.
As a result, Excel also encourages better problem-solving skills. When users create formulas or organise information, they must think logically about how data should be arranged. This process helps improve numerical knowledge. In a world where technology is becoming part of almost every activity, digital literacy is an important skill for everyone.
Conclusion
To conclude, Excel is one of the most powerful tools that offers many benefits in both professional and personal life. In the workplace, it helps organisations save information, perform estimates, evaluate data, and present results clearly. Employees use it for tasks such as budgeting, reporting, project planning, and decision-making. At the same time, Excel can also improve everyday life outside the workplace. Individuals can use it to manage finances, organise schedules, track goals, and monitor personal progress.
Because Excel is flexible and easy to learn, it is suitable for people with different levels of experience. Whether someone is working in a large organisation or managing their own household tasks, the program provides practical solutions for handling information efficiently. As digital technology continues to grow, the ability to use tools like Excel will remain a valuable skill.


Embed your Excel here 





[bookmark: _Toc211605242]References
Boateng, R., 2016. Effectively using spreadsheet tools for data analysis. International Journal of Information Technology, 12(2), pp.45–52.
Duffy, J., 2020. The growing importance of spreadsheet skills in modern workplaces. Journal of Digital Literacy, 9(1), pp.15–22.
McFedries, P., 2019. Microsoft Excel 2019 formulas and functions. Indianapolis: Microsoft Press.
Microsoft, 2023. Excel help and learning resources. Available at: https://support.microsoft.com (Accessed: 8 March 2026).
O’Day, V., 2017. Spreadsheet use and business decision-making. Business Information Review, 34(3), pp.150–158.
Panko, R., 2015. What we know about spreadsheet errors. Journal of End User Computing, 10(2), pp.15–21.
Walkenbach, J., 2015. Excel 2016 Bible. Indianapolis: Wiley.
Creswell, J., 2018. Research design: Qualitative, quantitative and mixed methods approach. London: Sage.
















[bookmark: _Toc211605243]Task 4 
[bookmark: _Toc211605244]7 Minute Reflective Presentation

Embed PowerPoint here





[bookmark: _Toc211605245]References
Beetham, H. and Sharpe, R. (2019). Rethinking pedagogy for a digital age: Designing for 21st century learning. 3rd edn. London: Routledge.
Bawden, D. and Robinson, L. (2022). Introduction to information science. 2nd edn. London: Facet Publishing.
Fry, H., Kitteridge, S. and Marshall, S. (2015) A handbook for teaching and learning in higher education: Enhancing academic practice. 4th edn. London: Routledge.
Jisc (2022) Building digital capability framework. Available at: https://www.jisc.ac.uk (Accessed: 9 March 2026).
Littlejohn, A., Beetham, H. and McGill, L. (2012) ‘Learning at the digital frontier: A review of digital literacies in theory and practice’, Journal of Computer Assisted Learning, 28(6), pp. 547–556.
Ng, W. (2012) ‘Can we teach digital natives digital literacy?’, Computers & Education, 59(3), pp. 1065–1078.
Selwyn, N. (2016) Education and technology: Key issues and debates. 2nd edn. London: Bloomsbury Academic.

image3.jpeg
Digital skills for work Digital proficiency

Digital wellbeing Digital productivity

Digital identity management Information literacy

Digital learning activities Media literacy

Preparing for digital learning Data literacy

Digital innovation Digital communication

Problem solving Digital collaboration

Digital creation Digital participation

Comparing the results between two completions.

M ‘ [AMarcnzuza,ﬂ:zz v ‘ Apply





image4.jpg
Linked [l Learning

Word 2024 Essential Training

Course completed by Samson Sovi
Jon 29,2026 01 OLOSPM TG+ 1 howr 36 minutes

Top sils covered

e Wt )





image5.jpg
Linked [l Learning

Outlook Essential Training (Microsoft
365)

‘Course completed by Somson Sovi
Jon 28,2026 01 09:35PM UTC » 2 hours 12 minutes

Top sils covered

)

Jr—





image6.jpg
Linked [l Learning

PowerPoint Essential Training
(Microsoft 365)

‘Course completed by Somson Sovi
Jon 30,2026 01 02:12PM UTG - 2 haurs 4 minutes

Top sils covered

==





image7.jpg
Linked [l Learning

Excel 2024 Essential Training (Office
2024/LTSC)

‘Course completed by Somson Sovi
Jon 30,2026 0L 04214PM UTC + 1hour 53 minutes

Top sils covred
G )





image8.jpg
Linked [l Learning

Learning Microsoft 365 Copilot for
Work

‘Course completed by Somson Sovi
a0 29,2026 01 02:43PM UTC » 49 minutos

Top sils covered

) (i)





image9.jpg
Linked [l Learning

Word Essential Training (Microsoft
365)

‘Course completed by Somson Sovi
Fob 05,2026 ot 0310PM UTC - 3 hours b minutes.

Top sils covered

==





image10.jpg
Linked [l Learning

Canva Essential Training

Course completed by Samson Savi
Feb 19,2026 01 0225AM UTC -2 hours 23 minutes





image11.jpg
Linked [l Learning

Excel Essential Training (Microsoft
365)

‘Course completed by Somson Sovi
Mar 02,2026 ot 1:20AM UTC - 2 haurs 86 minutes

e —
(amonan)

Jr—





image12.jpg
Linked ] Learning

Learning Microsoft 365 Copilot for
Work

Course completed by Samson Salvi
Jan 29, 2026 at 02:43PM UTC - 49 minutes

Top skills covered

(AI for Business) <Microsoft Copilot ) [ Al Productivily)

Shea Hanson, Head of Learning Content Strategy

Certificate ID: 6a0b49ac26115c716bf306737c9719c0433{78ea06bBabe5726c 71220680354





image13.jpg
Linked [l Learning

Microsoft Forms Essential Training

Course completed by Samson Savi
Mor 05,2026 0t TLSIAM UTG - 1 hour 26 minutes

Top sils covered

o)





image14.emf
Excel%20DOC%2026. xlsx


Excel%20DOC%2026.xlsx
Sheet1

		Income		Amount per month £££		Expenditure		Amount per month £££

		Wage 1		£2,400		Rent/Mortgage		£850.00

		Wage 2		£0.00		Council tax		£140.00

		Trust Funds		£0.00		Electric		£50.00

		Stocks/Share payouts		£0.00		Gas		£50.00

		Universal credit		£0.00		Water rates		£88.00

		Student Finance		£3,000.00		Food		£300.00

		Other		£0.00		Car insurance		£60.00

						Car Tax		£20.00

						Fuel		£150.00

						Child Care Costs		£50.00

						Loans/credit cards		£150.00

						Other eg Birthdays/savings/holidays		£100.00

		Total		£5,400				£2,008.00
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Module Reflection







Presentation Overview









• Purpose of this presentation





• Reflection on digital skills developed during the module





• Links to Task 1, Task 2 and Task 3





• How these skills will support my studies and future career











About the Module











• The module focused on developing academic and digital skills.





• It introduced tools commonly used in higher education.





• It also encouraged independent learning and reflection.











Task 1 – JISC Digital Capability Assessment











• I completed the JISC Digital Capability self‑assessment.





• The assessment helped me understand my current digital strengths.





• It also identified areas where I needed improvement.







Task 1 – My Digital Action Plan











• After the assessment, I created a digital skills action plan to sharpen my skills and abilities.





• My goals included improving Microsoft Word, Excel, PowerPoint and online learning skills via LinkedIn Learning powerful platform.





• This plan helped and guide my learning during the module.

















LinkedIn Learning – Office 365 Certificates









• I completed LinkedIn Learning courses related to Office 365.





• These courses covered tools such as Microsoft Word, Excel, PowerPoint, Teams, Outlook, Canva and Microsoft Forms.





• The certificates demonstrate my progress in developing digital skills.

















PowerPoint Skills Developed









• I learned how to design clear and professional presentations.





• I practiced organising slides with headings and bullet points.





• I also learned how to present information visually and clearly.

















Task 2 – Excel Essay









• I wrote an essay explaining the importance of Excel in professional and personal life.





• This task improved my academic writing and research skills.





• I also practiced Harvard referencing and using academic sources.









Task 3 – Excel Spreadsheet









































• I created a spreadsheet to apply practical Excel skills.





• I used formulas, tables and calculations.





• This helped me understand how spreadsheets organise and analyse data.









Skills I Have Developed









































• Digital literacy





• Academic research and referencing





• Data organisation and analysis





• Presentation and communication skills









Applying These Skills in My Studies









































• Excel will help me analyse information in assignments.





• PowerPoint will support clear presentations.





• Research and referencing skills will strengthen academic work.







Future Career Benefits



• Digital skills are important in modern workplaces.

• In healthcare and professional environments, data management is essential.

• These skills will help me work efficiently and communicate clearly.





















Conclusion and References

• The module helped me improve important academic and digital skills.

• I gained confidence using tools such as Excel and PowerPoint.

• These skills will support my success in both education and career.
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Thank You For Your Time

Samson Salvi
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