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Digital skills are important because technology is constantly changing. To keep up with technology both inside and outside the classroom, we should continually develop new digital skills. Good use of these skills allows us to thrive in our new tech focused world and opens the door to better jobs and opportunities. “Digital literacy is relevant to higher education, further education, schools, children and the workplace. At its heart it is a citizenship & inclusion issue, necessary for the full participation and achievement of potential of all in society” (Reedy and Parker, 2018, p.xxiii).

[bookmark: _Toc431815806]Summary of Jisc Discovery Capability Results

The Jisc Digital Capability assessment shows 16 key digital skills and rates your confidence levels as “Developing”, “Capable” or “Proficient” (Jisc, 2025). The table below shows my confidence level for each skill.
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The results of the table show that I am confident in most skills. For example, Digital Communication and Digital innovation, were all rated as proficient. I also have a good understanding of skills such as Digital Proficiency and Digital Skills for Work. These were rated as capable, showing I can perform effectively but could improve my skills further. Areas for improvement included Digital Wellbeing, which was rated as developing. Focusing on improving these digital skills will help me become a better learner because “essential digital skills are a step towards learning lots of other new things” (OpenLearn, 2022).


[bookmark: _Toc358967799]Strengths and Areas for Improvement

One of my main strengths is digital communication, which was rated as proficient. This shows I can use digital tools to communicate clearly. For instance, I use the class WhatsApp group to ask and answer questions, which helps me stay engaged and support others on the course.

Another key strength of mine is problem solving. “Digital problem-solving is the disciplined process of framing a challenge, gathering relevant data, and applying digital tools, methods, and thinking to reach a solution” (Jacobs and Castek, 2018). This shows I can use different digital tools to find the right solutions when I face challenges. For example, if I am unsure about how to complete a task on Moodle or fix a technical issue, I will look for guides, watch short tutorials or explore help pages until I figure it out. This allows me to work independently and feel confident when using new apps and when facing unexpected digital challenges.

My main weakness is digital wellbeing, which was rated as developing. This was my lowest score in the assessment. I struggle to manage my screen time and keep a healthy balance between being online and switching off. For instance, I often stay on my phone for longer than planned, especially when using social media. I also find it difficult to take regular breaks when working on assignments. Improving my digital wellbeing will help me manage my time better and stay focused when working online. It will also improve my mental health and give me more time for other activities, like going to the gym or meeting up with friends.

Another area I find challenging is digital creation, this was rated as capable. Although I feel confident designing documents and presentations, I find it difficult to record, edit and combine audio/video clips without following step by step instructions. Improving these skills will help me feel more confident when using creative digital tools. 
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Improve Digital Wellbeing 

Specific: I want to reduce my screen time and build a consistent routine for taking regular study breaks.
Measurable: I will reduce my daily screen time by one hour and use the Pomodoro Technique by studying for 25 minutes followed by a five-minute break.
Achievable: I will use tools such as, the screen time feature on my phone and the Pomodoro timer on my computer to support this routine.
Relevant: Improving my digital wellbeing will help me succeed at university by helping me stay focused, keep a healthier study routine and prevent burnout.
Time-bound: I will follow this routine for four weeks to see if my concentration and time management has improved. I will review my progress each week to keep myself on track.

 Strengthen Digital Creation Skills 

Specific: I want to improve my confidence in recording and editing audio and video material.
Measurable: I will complete two practice tasks, such as recording a one-minute video and editing it by adding transitions, text, and audio.
Achievable: I will use tools like, Canva, Adobe Creative Cloud and iMovie. I will follow one LinkedIn Learning tutorial per week.
Relevant: These skills will help me create stronger digital assignments and prepare me for any future editing and recording tasks.
Time-bound: I aim to complete the two practice tasks within three weeks. I will reflect on my progress after each task.
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Microsoft Excel is a tool used for managing finances, organising information, performing calculations and handling data. “Excel is one of the most popular and widely used spreadsheet software applications worldwide” (ExcelDelta, 2025). It is used at home, in studies and at the workplace. It is valuable in everyday life for tasks such as, budgeting, planning schedules and keeping track of information, while in a professional setting it is mostly used for creating reports, analysing data and organising large amounts of information. In addition, there are different ways tools such as Excel can help save you time. Examples within Excel include formulae, macros, and keyboard shortcuts. It also helps keep information in a clear and organised format. Microsoft has worked hard over many years to make these tools as accessible as possible to as wide an audience as possible. “Excel is an incredibly powerful tool for getting meaning out of vast amounts of data. But it also works well for simple calculations and tracking almost any kind of information”. (Microsoft, n.d). This essay will explain why Excel is so important and how it can be used both professionally and personally.

[bookmark: _Toc1551725697]The use of Excel in Personal Organisation and Finances

Excel is very helpful for managing personal and household finances because it allows you to track income, expenses and savings in a clear and organised way. You can use simple formulas such as SUM to add up total income or spending and basic subtraction to work out how much money is left over at the end of the month. For example, a family can create a monthly budget to see how much money comes in from wages and how much is spent on rent, bills and shopping. As Scottish business news states “The core issue with budgeting is that it’s hard to master. Effective planning of your financial resources requires solid financial literacy, as well as good math skills” (Scottish Business News, 2023), using Excel to manage personal and household finances can make it easier to plan, save and avoid overspending.

In addition, Excel is also useful for organising schedules and keeping track of information. For everyday personal life, StatAnalytica explains that Excel offers easy computation of calculations, options for formatting and data organisation, and the ability to keep “all data in one place,” which makes it useful for budgeting, expense tracking, or organising personal information (StatAnalytica, 2025). For instance, you can create a weekly timetable to plan study hours, work shifts and appointments. This makes it easier to stay organised and manage your time better. You can also use Excel to keep track of things like shopping lists, wardrobe inventory and household tasks. Having the information laid out in a spreadsheet can help with planning and make everyday tasks easier to manage because everything is in one place.

For students, Excel can also support study tasks. It can be used to track assignment deadlines, plan revision timetables and store research notes. By using Excel this way, students can break tasks into smaller steps, calculate study hours and stay organised throughout the year. This helps reduce stress and improve time management. 
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Excel is also very important in professional settings because many organisations rely on it to manage information, analyse data and support decision making. From small businesses to Fortune 500 companies, Excel has become a cornerstone of workplace productivity (GeeksforGeeks, 2025). In places such as offices, schools, hospitals and businesses, Excel is used to create reports, track progress and organise large amounts of data. According to Lee, Kerler and Ivancevich (2018), Excel remains “the most frequently utilized software/tool” among accounting professionals and is considered the most important application for new hires. For example, a manager might use Excel to record staff attendance, plan budgets or keep track of project deadlines.

In addition, the ability to use formulas and filters help makes information easier to understand and saves time when working with large amounts of data. For example, formulas can calculate profit, find averages or identify the highest and lowest values in a data set. Filters make it easier to find specific information quickly, which is helpful when dealing with a long list of numbers or names. ExcelDelta notes that “its grid-like layout with rows and columns allows users to input, store, and manipulate data efficiently.” (ExcelDelta, 2025). Excel is also useful for creating charts, which help present information clearly during meetings or presentations. A simple bar chart or pie chart can show trends, compare results or highlight areas that need improvement. AceProject also highlights that Excel is effective for managing projects because it is easy to use, cost-efficient and works well for both small and large teams (AceProject, 2024). These points show that Excel is a tool that can support many different kinds of work. This makes Excel a valuable tool in many jobs because it helps improve accuracy, organisation and communication. 

[bookmark: _Toc171064533]Conclusion

In conclusion, Excel is important in both personal and professional life because it helps people stay organised, manage information and make tasks easier. In everyday life, it can be used to keep track of money, plan schedules and store important information all in one place. This helps people save time and stay in control of their responsibilities. Excel is also useful for students because it can help with planning revision, tracking assignments and staying organised throughout the year.
Excel is just as valuable in the workplace. It can be used to create reports, analyse data, manage projects and support decision-making. XlInExcel explains that Excel is useful not only for simple tasks but also for more advanced jobs like data analysis, automation and working with other software (XlInExcel, 2025). This shows why many businesses expect employees to know how to use it. 
Overall, Excel is a helpful and reliable tool that makes organising information easier in daily life, studies and professional settings. Learning how to use Excel well can improve productivity, save time and help people work more accurately, in both their personal and professional lives, which is why it continues to be such an important and highly sought after skill.
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familybudgetspreadsheet.xlsx
PHILLIPAEXCEL

		Category		Amount per Month (£)		Amount per Year (£)

		INCOME

		Wage 1		2900		34800

		Wage 2		1850		22200

		Child Benefit		145		1740

		Trust Funds		50		600

		Stocks/Share payouts		30		360

		Universal credit		120		1440

		Total Income		5095		61140

		EXPENDITURE

		Rent/Mortgage		1250		15000

		Council Tax		190		2280

		Electricity		95		1140

		Gas		75		900

		Water Rates		50		600

		Broadband		35		420

		Mobile Phones		40		480

		Food & Groceries		600		7200

		Transport (Fuel/Bus)		180		2160

		Car Insurance		65		780

		Car Tax		20		240

		Car Maintenance		25		300

		Childcare		300		3600

		School Meals/Uniforms		70		840

		TV Licence		13		156

		Entertainment		120		1440

		Clothing		80		960

		Savings		150		1800

		Holidays		120		1440

		Birthdays/Christmas		60		720

		Loans/Credit Cards		160		1920

		Total Expenditure		3698		44376



		Yearly Remaining Balance				16764













































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Yearly Expenditure Breakdown

Rent/Mortgage	Council Tax	Electricity	Gas	Water Rates	Broadband	Mobile Phones	Food 	&	 Groceries	Transport (Fuel/Bus)	Car Insurance	Car Tax	Car Maintenance	Childcare	School Meals/Uniforms	TV Licence	Entertainment	Clothing	Savings	Holidays	Birthdays/Christmas	Loans/Credit Cards	15000	2280	1140	900	600	420	480	7200	2160	780	240	300	3600	840	156	1440	960	1800	1440	720	1920	

Monthly Income vs Expenditure

Total Income	EXPENDITURE	Rent/Mortgage	Council Tax	Electricity	Gas	Water Rates	Broadband	Mobile Phones	Food 	&	 Groceries	Transport (Fuel/Bus)	Car Insurance	Car Tax	Car Maintenance	Childcare	School Meals/Uniforms	TV Licence	Entertainment	Clothing	Savings	Holidays	Birthdays/Christmas	Loans/Credit Cards	Total Expenditure	5095	1250	190	95	75	50	35	40	600	180	65	20	25	300	70	13	120	80	150	120	60	160	3698	
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Developing my Digital Skills

Reflective Presentation

BMSW4008

By: Tanisha Thomas





Introduction







This module focused on improving digital skills needed for learning, work and everyday life.





I completed the Jisc Digital Capability assessment, earned Office365 LinkedIn Learning certificates and explored the importance of Excel.





This presentation reflects on what I learned, how my skills developed and how I will continue to improve.







Jisc Assessment Overview (Task 1)





    My results

Proficient: Digital Communication, Problem Solving, Information Literacy, Digital Innovation.

Capable: Digital Proficiency, Data Literacy, Digital Creation, Digital Skills for Work.

Developing: Digital Wellbeing.

These results helped me understand my strengths and areas for improvement.





















Strengths (Task 1 Reflection)



Digital Communication

Confident using digital tools to communicate clearly.

Example: Using the class WhatsApp group to ask questions and support others.

Problem Solving

Able to troubleshoot issues and find online solutions.

Example: Using guides/tutorials to solve Moodle problems and fix technical errors.

















Weaknesses & Challenges (Task 1 Reflection)







Digital Wellbeing





Difficulty balancing screen time and taking regular breaks.





Digital Creation





Confident with documents and presentations, but less confident with audio/video editing.











SMART Goals (Task 1 Action Plan)



Goal 1: Improve Digital Wellbeing

Reduce screen time by 1 hour daily.

Use Pomodoro breaks for 4 weeks.

Goal 2: Improve Digital Creation Skills

Complete 2 audio/video editing practice tasks within 3 weeks.

Use Canva, iMovie and LinkedIn Learning tutorials.







Office365 LinkedIn Learning Certificates (Task 2)



Completed Office365 LinkedIn Learning modules, which improved my skills in:

Word

Excel

PowerPoint

Helped me become more confident with formatting documents, creating professional presentations and using formulas in Excel.











Importance of Excel (Task 3 Learning)



Excel is useful for both personal and professional tasks.



Helps with:

Managing budgets (income, spending, savings)

Organising schedules and tracking information

Planning assignments and timetables

Analysing data and creating reports

Skills gained: formulas (SUM), formatting, layout, organising data.





















How I Will Use  These Skills







Using Excel for budgets, data tables and assignment planning.

Communicating more effectively in group work.

Managing time better using digital wellbeing strategies.



    In My Future Career:

Excel for organising information and analysing data.

Problem-solving skills to troubleshoot digital tasks.

Strong digital communication for teamwork and professional environments.







Conclusion







I have developed stronger digital communication, problem-solving and productivity skills.





I understand my weaknesses and have a clear action plan to improve.





The tasks in this module helped me become a more confident and capable digital learner.





These skills will support my academic success and prepare me for future employment.
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