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[bookmark: _Toc216059637]Assessment of Digital Skills 
I completed JISC assessment and  my strengths and areas for improvement are identified.
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Digital skills are abilities we develop to operate devices such as computers, smartphone, laptops, tablets as well as the use of the internet effectively for google search and social medias. Wyk (2023) states that “rapid advancements  in  technology have had a significant impact on teaching  and  learning”  and this I  on going These skills have become very essential both in ones personal and professional lives .According to Bejakovic et al,(2020) highlighted that ,"digital technology becomes more integrated into the daily life and production in many economic sectors, digital literacy becomes of critical importance for the majority of employees" . Having a strong foundation of this skill not only improve productivity but it enables individuals to adapt changes technology brings .

My JISC tool result was completed at the start of the semester (2025) with this it identified both my strengths and areas that need improving according  to  JISC (2023) this an  assessment for  “developing strong digital capabilities helps individuals to thrive in a technology-rich environment, enhancing both learning and employability”.My strongest areas aware digital skills and digital wellbeing . Digital wellbeing is a skill i use to in a very balanced way whilst digital tools involve using tools and software in daily tasks . In my professional life i use various Microsoft Word, excel, powerpoint , and outlook for emails, teams regularly for meeting Covid changed our ways of interactions , data update for circulation and distribution , including presentations. These skills have helped me stay organised , and communicate effectively to colleagues and outside organisations . and work effectively with confidence . These skills have also supported me in my journey to academic work by allowing me to research for my course work , plan , take notes during lectures and submit assignments confidently.

My JISC results also help me identify my weaker areas as digital participation and media literacy. I feel i have none I don’t  have  much practise in these skills as i don't use them , but i am willing to learn and improve this by enrolling in short courses online to improve my knowledge and skill in this area . Digital participation this is bout taking part in online communication and team work, while media literacy focuses on  understanding and  information. I believe i might already use these some of these skills without realising it , for instance searching for information on line or reading articles for my course work and my professional work. Technology keeps developing , with new programmes and names is constant revolution , it is very important for me to acquire this knowledge and build my confidence in the areas of weakness for me to be able to use these tools effectively, properly in the future , according  to  the  world economic  forum(2023)   it  states “digital skills are no longer optional they are critical to accessing better jobs and adapting to the changing nature of work”.
Overall, completing the JISC tool has helped me understand my digital strengths and areas that need improvement. It has encouraged me to reflect on how I use technology in my studies and professional life. I now feel more confident about developing my digital skills further and using different tools to support my learning. As technology continues to evolve, I recognise the importance of keeping up to date so I can work efficiently and confidently in the future.
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[bookmark: _Toc216059640]LinkedIn Learning Certificates for Office365
I completed the LinkedIn Learning courses for Microsoft Word, Excel, and PowerPoint.  Having  done  mock   practise  during  lectures  on  these courses , this  has helped me build on my existing digital skills and gain more confidence in using different tools for both academic and professional purposes. 
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[bookmark: _Toc216059641]Task 3 
[bookmark: _Toc216059642]Essay on Relevance of Excel in professional and personal life.
Microsoft Excel is a software program that forms part of the Microsoft 365 package, alongside other applications such as PowerPoint, Outlook, Word, and Teams. It is mainly used to organise, calculate, and analyse data through spreadsheets, formulas, and charts. As technology continues to develop, there is always new knowledge to gain and new ways to use digital tools effectively. According to Weathers et al. (2024), “with the growing importance of marketing analytics, there is a need to understand how to effectively develop analytics-related skills in students to prepare them for the workforce,” which highlights the increasing relevance of Excel and similar programs for the future workplace.
In this essay, I will discuss how Microsoft Excel, as a spreadsheet tool, can be used for data analysis, budgeting, reporting, and decision-making. Excel can also be applied for creating invoices, income statements, data reports, calendars, and to-do lists for better organisation. Each of these areas shows how Excel benefits not only students but also a wide range of industries, helping users make more informed choices in their work and daily lives,  as  quoted  by   Harvard  Business  review (2023) saying  “Excel remains one of the most widely used analytical tools across industries”.

Microsoft Excel helps me see patterns and structure clearly, and it allows me to put the ideas that were in my head onto a spreadsheet in an organised way. Excel gives me a balanced outlook of the data and helps me create a positive forecast for looking ahead. According to Wallace et al. (2023), “data analysis refers to the process of examining, organising, and interpreting data to uncover hidden patterns, relationships or insights that can support decision-making and predictions.” One tool I use often is the SUM formula, which helps me add a whole set of data quickly using shortcut methods. I also divide between cells to compare profit and loss, and this helps me track numbers and percentages. If some cells are not quite 100%, I know improvement is needed, and I aim for a guiding range between 80–95%  on the next data report which  I can  share  with the team  as according  to  Trimmer  (2025) says  ‘’excel can enable better decision-making and bring people together through shared and easily accessed information’’. This shows how Excel helps me analyse weekly data, make comparisons, and plan better for the upcoming week. raw data into  useful  knowledge  and to  make  decisions in a more  practical  way.

[bookmark: _Toc214457060] In my  life never thought  excel  can  be  used  to  tracking  household income  and  expenditure , as  I  am  used to the  old  fashioned  way  by  pen to  paper  and calculator. The  lecture about excel  of  the  use  of  formulas was  a refresher for me  as  I  do  use  excel  in work  setting  but  I will  now be  using this  in  my  personal  life  as I  see  the  benefits  it  brings and  are  important  according  to Burns et al (2022) they say ‘’ there  is  an  abundance of education technology that are worth  using’’ as excel  is  one of them.

Overall in a working capacity  I do  see  the  benefits of excel  as this gives accurate data and  identifies  area that  needs  improving.  By  looking at numbers and percentages from  previous weeks, problems can  easily be spotted  and  understand  where  may  be  going  wrong. This  will  allow  plans  to  be  discussed  early  , with  aim  of  making  improvements  before  the next  data is  uploaded into excel. Having  this level  of detail  not only  will it  support  better  decision  making  ,but  it  will  also  build  and  grow  my  confidence  in  managing  information  in  both  academic setting  and  everyday budgeting. This  helps  to  know the importance  of  technologies as  according to  Cottrell (2024)  she  identifies that  ‘’universities and  colleges now routinely incorporate digital technologies into all aspects of the course’’, as  students will  held results  to  succeed in  the future. 
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family%20expenditure%20%20work%20book%20.xlsx
Sheet1

		INCOME 				Jan-25		Feb-25		Mar-25		Apr-25		May-25		Jun-25		Jul-25		Aug-25		Sep-25		Oct-25		Nov-25		Dec-25						total  wages

		WAGE 1				5000		5000		5000		5000		5000		5000		5000		5000		5000		5000		5000		5000		yearly income		60000		81600

		WAGE 2				1800		1800		1800		1800		1800		1800		1800		1800		1800		1800		1800		1800		yearly income		21600

		Student Finance																				4300

		Pension 

		child benefits 				220		220		220		220		220		220		220		220		220		220		220		220

				total		7020		7020		7020		7020		7020		7020		7020		7020		11320		7020		7020		7020

		EXPENDITURE

		rent/ mortage				1,000		1,000		1,000		1,000		1,000		1,000		1,000		1,000		1,000		1,000		1,000		1,000

		Council Tax				0		0		120		120		120		120		120		120		120		120		120		120

		Electric				90		90		90		90		90		90		90		90		90		90		90		90

		Gas				70		70		70		70		70		70		70		70		70		70		70		70

		Water  Rates				45		45		45		45		45		45		45		45		45		45		45		45

		Food				300		300		300		300		300		300		300		300		300		300		300		300

		Car unsurance				80		80		80		80		80		80		80		80		80		80		80		80

		Car Tax				70		70		70		70		70		70		70		70		70		70		70		70

		Fuel				150		150		150		150		150		150		150		150		150		150		150		150

		Loans/ Credit Cards 				300		300		300		300		300		300		300		300		300		300		300		300

		Others eg,birthdays / Savings/Holidays 				250		250		200		200		200		200		200		200		200		200		200		200

		Life insurance 				50		50		50		50		50		50		50		50		50		50		50		50

		dental  insurance 				20		20		20		20		20		20		20		20		20		20		20		20

		total				2425		2425		2495		2495		2495		2495		2495		2495		2495		2495		2495		2495		yearly  expences		29800
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 Reflective Learning Journey 

Lydia George 2516475



















Introduction

Returning to formal study after a long gap (since 2002).

Balancing full-time work, family  and studies.

Reflecting on weekly learning and personal growth.






















 Start  of  the Journey into  university 

Induction to  on  life as a student ,as lectures started, I began to feel overwhelmed and unsure about the direction of the Health & Social Care course.

Realised the career paths linked to the course (nursing, ambulance, etc.) this did not match my goals or who I am.

Wanted something aligned with my strengths and passion for admin and workplace skills.

Acted quickly   on  switching  course researched courses, contacted the module leader, had a mini-interview, and switched to Employability Skills course.

Felt relieved and excited again once I received my new timetable and modules.

Should be proud that I made the right decision for me.























Artificial Intelligence

Having  missed  two weeks  of lectures, this was  my first lecture in the new  programme on AI, worried about starting late.

 Excited but anxious .

Learnt that starting is not a failure as I can adapt quickly, asking for help to  catch  up.



















Word and Office 365 tools

All caught  up on  missed  weeks of lectures.  Practised Word and Office 365 tools advantages and  disadvantages.

Comfortable and confident as these are programmes, I use  for work.

Practising digital tools  builds confidence as am  familiar  with  these tools in my professional setting, making it easier for assignments.



















Reading week

Time  well  spent  researching  , reading  for  assignments and  going to  the library.

Planned  how to  use my  time  wisely for the  week using time management.

This  was a very  productive week  as lots  of information  collected in readiness for  the  assignment .

















Enjoying Learning


Attending lectures, participating  in group and individual tasks , asking questions and discussing with  my  peers.

Will Stay behind after class to catch up or speak with the lecturer.

Feeling relaxed and engaged  and  enjoying  the learning .

Lecturers are  approachable and  happy  to support  students.

Discovered  that enjoying the  learning  process has helped  me  to  gain  knowledge  and  got me  motivated .





















Learning  points

All  through  the weeks with  a new  day  of  lectures  I  found  myself  looking  forward  to  lectures, gaining  new knowledge on  how Microsoft programmes and the  importance.

These  knowledge  and skills can be  incorporated into  our homes, profession and studies.

Gained confidence, digital skills, time management, participation, applying learning to work and studies.

























LinkedIn Learning

LinkedIn learning  is important and as it enhanced growth .

This platform   provides certificates  that  with  strengthen  ,profiles, skills and cvs’.

Students can  take  the  relevant  courses  to  make  to  boost  knowledge , as I have  done . 

With  the  certificate  I will  be  able  to  add  these  on applications forms  for the  future.

"

















Challenges

The challenge was  work,  home and  study balance.

This was  a struggle but with the  help  of time management (Pomodoro), this was  able to  be  done and will  continue to  use  this process.

With  the  help  of  a drawn  plan  this  goal was  archived .





















Personal Growth 



Studying  will  open  new  opportunities  and  help me  grow as a person.

As I am  already in  employment ,taking on additional  task like  studies was very  stressful .

Shouldn’t have been stress as I was  developing  independence and  using  tools to  aid growth  for the  future.





















Next steps

With  these  knowledge  of  skills  and  Microsoft programmes, I will  continue  to  improve my knowledge and  participate in any  training  offered  to  widen  my skill

To incorporate this  not  only  in  my  personal  setting  but professional  as well.

















Feed back Questionnaire

please  can  you  provide  me  with your  feedback by scanning the  QR code. 

Thank  you 
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