	
	
	



[bookmark: _top][image: A close-up of black text

AI-generated content may be incorrect.]

MODULE CODE: Digital Skills for Personal Development and Business Growth BMSW4008

ASSESSMENT COMPONENT: PORTFOLIO

STUDENT NAME: Natasha Wilson

STUDENT NUMBER: 2506841

LECTURER: Phillipa Fitzgerald
DATE: 12th December 2025









AI AKNOWLEDGEMENT


I confirm that I have not presented any AI generated materials as my own work. 
I confirm that I have copies of my drafts, notes, and other resources I used, which I may be asked to provide in evidence.



















Contents
Task 1	3
Assessment of Digital Skills	3
Reflective assessment on digital skills.	6
References	8
Task 2	9
LinkedIn Learning Certificates for Office365	9
Task 3	10
Relevance of Excel in professional and personal life.	10
References	13
References	14








[bookmark: _Toc1077469761]



Task 1 
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[bookmark: _Toc489876203]Reflective assessment on digital skills.

In today’s learning, working and business environments, digital skills play a crucial role in all aspects on how we communicate, problem solve and manage information. To get a better understanding of my abilities. I completed the JISC Digital Skills Assessment this has helped me see where my strengths are and which areas I need to work on, having a clear picture of my abilities has helped identify which courses would be beneficial. The results above showed that my strongest areas are in digital identity management, digital proficiency and digital productivity. Reflecting on these results has helped tailor a plan to support my learning to further develop my skills. 
Moving on to my strongest area, digital identity management. This skill highlights my confidence in staying safe online and making sure my online presence is safe by understanding how to implicate privacy settings and choosing what information I share helps me always present myself in a professional manner. As communication these days mostly happen online, it is particularly important to control how others see me so keeping my social platforms private, and mindful of what I post, and share helps me achieve this. Reflecting on this skill has made me see that I am already responsible with my online identity which in turn gives me the confidence to explore other platforms of communication.
Continuing to my second area digital productivity. This skill refers to how I use digital tools to organise how I manage tasks, time and complete my work within my schedule. An example of this, I use Calanders and alarms to keep me on track with deadlines, I use OneDrive to keep all my work safe and organised into pacific folders for each class. This skill helps me feel more in control. Having good digital productivity allows me to stay focused ensuring I complete my work on time whilst maintaining and managing my studies. 
Even though the results showed I was confident in these areas, there was still room for improvement. The way I achieved this was to take some short courses in the digital skills centre, I found these courses to be highly informative. I particularly enjoyed the meditation course. I found clearing your mind using controlled breathing techniques helps limit stress and promotes healthy working and learning environments.
[bookmark: _Int_dF4pi3aY]Although the JISC report shows I have some strengths, the report also reflects areas in where I need to develop my skills further. One of my weaker skills is digital literacy which means understanding and analysing information and using it effectively, I find this to be a challenge especially when I am dealing with large amounts of information at one time, I tend to lose focus and get stressed.
Digital collaboration is also another area in which I would like to improve, this means working with others through online communications and shared tools such as Microsoft teams, zoom, Trello, WhatsApp, and Moodle discussion boards. I find It challenging communicating in online groups. Developing this skill will help me actively share ideas and have the confidence to take part in group tasks. 
To improve in these areas, I plan to complete short online courses and activities to further develop my digital skills, some of which I have already completed as well as advanced courses in digital communication, collaboration, and participation. Secondly, I aim to practice participation on more online discussions to build confidence. And finally, I aim to use collaboration tools such as Microsoft teams and Moodle discussion boards when working with peers because the more I use these tools the more confident ill become. To ensure I do this efficiently I will be using the SMART strategy for example:
Specific - I will complete courses that will help build more knowledge in digital skills.
Measurable - Tracking progress by gaining certificates or badges.
Achievable - Firstly starting with basic skill courses making it more achievable.
Relevance - Choosing courses that are relevant to areas that need improvement. 
Time bound - Setting realistic time limits to complete them.
In conclusion, the JISC digital skills assessment helped me understand my abilities clearly. Improving on weaker areas helps build a solid foundation to grow as a confident digital learner, whilst my strengths leave room for further development.
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[bookmark: _Toc21243963]Task 3 
[bookmark: _Toc437776685]Relevance of Excel in professional and personal life.

Microsoft Excel remains an essential digital data tool used in all aspects of life, whether it be for professional or personal use Excel remains a highly sort after tool. It can be used for many things; from planning a budget, keeping on top of shift schedules, staff attendance, crunching numbers, school timetables, managing stock, analysing forecasts of sale reports and much more. Excel provides a flexible and assessable platform that even someone with a basic digital skill set could use it at ease, Excel’s adaptability supports its relevance in a digital driven world. This essay will explore the relevance of Excel in both professional and personal life and demonstrating why it is still widely used and highly favoured by many.
In professional life Excel plays a significant role across many sectors including business, education, accounting, healthcare and many more. Excel gives professionals the ability to visualise, analyse and process data at anytime and anywhere with ease.
Excel has many features, one of the most valuable in a professional environment is the use of formulas and functions. Most professionals apply formulars such as SUM, AVERAGE, IF and VLOOKUP, using such formulas helps streamline calculations and reduces room for human error. Accountants for example use Excel for budgeting, forecasting and financial reporting where accuracy in this profession is paramount.
Another of Excels advantages is its ability to change data into charts and graphs. Professionals like to use bar charts, pie charts, and line charts during meetings, staff appraisals and presentations because it enables employees to understand the data more clearly, a more advanced chart professionals use is the scatter plot chart, this chart allows you to compare two variables of data comparing sales and staff performances, having a visual insight helps managers when making strategic decisions by revealing patterns, trends and relationships with data.
Data validation is another feature Excel supports; this is a feature that controls the values that can go into a cell, when used correctly it reduces the risk of errors. This is an important feature when checking accuracy and consistency of data put into the data base, using data validation will ensure that inserted data conforms with specific criteria such as correct data type, elements with appropriate length and values within a specific range. This improves data quality preventing inaccurate values being stored reduces eventual errors whilst enhancing the meaningfulness of data analysis.
[bookmark: _Int_VoKWFl3q]Furthermore, Excel improves efficiency using macros and pivot tables that summarise large datasets in seconds organising data formats with minimal effort. Macros help automate repetitive tasks saving time on manual work weekly. When used within office 365, Excel boasts a feature that provides real time collaboration allowing multiple employees to work on the same document at one time promoting teamwork and access to the most current up to date project data. Because excel integrates seamlessly with other software it remains a versatile indispensable tool in almost every workplace.
Beyond the workplace, excel is equally valuable in personal life. Many people use excel to track spending habits, set progress goals, saving and manage budgets. Whatever the reason there is a spreadsheet that fits all purposes, having clarity on how much someone earns and spends allows individuals to visualise and monitor spending allowing room to improve financial wellbeing. 
Excel is extremely useful for monthly budgeting, by creating  spread sheets listing sources of income like fixed expenses such as rent and council tax and variable expenses such as food, utilities and entertainment, finances are easier to maintain, with the use of formulas, Excel can calculate balances automatically giving users a clear visual of financial health which in turn encourages better spending decisions limiting the risk of overspending.
Excel is also beneficial for tracking long term financial planning whether it be saving for a family holiday, managing dept repayments, saving for a mortgage or house upgrade to even tracking family schedules excel boasts adaptability ensuring use for most everyday tasks The use of graphs can illustrate progress, keeping motivation high.
[bookmark: _Int_O58HXkzT]Students frequent excel creating a spreadsheet to track study hours, plan revision timetables and managing deadlines. This helps students stay on track of their studies. Excel can also be used to track people’s fitness goals, individuals can create a spreadsheet to track food plans, workout schedules and using weight tracking charts using visual tools to monitor progress. Excels flexibility means it can be used in almost every personal need. Whether it is used for saving, setting budgets, tracking schedules, planning a wedding, or setting personal goals, Excel offers a structure that most apps lack.
[bookmark: _Int_AWjNDH7V][bookmark: _Int_kXMtoQwh]Microsoft Excel remains relevant today despite the rise of advanced software such as Power BI, R, or Python, Excel continues to dominate due to its flexibility, simplicity, accessibility, and its widespread availability. Almost anyone with a smartphone, laptop or computer can access Excel without any training, the layout is straightforward with easy access tools boasting its user-friendly interface no matter your digital skill set. In today’s business world major companies such as Cartier, The Coca-Cola company, Deloitte, Hermès, and Chanel still depend on Excel for their everyday operations. Businesses prefer Excel due to its compatibility with several types of software making data transfer straightforward, it’s also cost effective compared to other soft-wear tools. In short users from all backgrounds appreciate Excels ability to seamlessly integrate with existing workflows and simplify everyday tasks.
[bookmark: _Int_WN5uIgMq]In conclusion, excels relevance in both professional and personal life is undeniable. It enhances productivity and offers tools that help people stay both organised and informed. Excel bridges basic task management, project planning, and complex data analysis with its blend of simple and advanced features. It’s more than just a tool for numbers and data; Microsoft Excel has evolved into a robust and versatile platform highlighting its popularity across many project scenarios. Excels reliability and flexibility shows it can accommodate novice users, as well as data analysis experts, emphasising how it fits smoothly into various work settings and adapts to a variety of different project needs making excel a universally assessable tool that is still dominates today's data driven world.
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