             Reflection on my learning 


During my class on Digital Skills for Personal Development and Business Growth I start to have a clearer view of digitals skills and understand how easily some of the applications are useful in daily life but also business growth. I was quite confident in my digital skills at the beginning of this course. Daily usage of technology I think I had a good understanding of, but I was halfway on it to developing my career. However, I realised that although I know how to use a device and its applications, there are still some gaps in my knowledge on how to turn these to progress my skills and knowledge in a professional way.

The course had provided resources to help and cover the spots that were missing. Outlook makes me understand more about managing my inbox using rules, folders, and organisation strategies. We all know how to write an email, but here I improve my actability in a professional way, how to look formal or informal, how we start and end our email, to be direct on the subject and organised and what needs to include an email.  Also, this is the create and manage calendar events with reminders and invitations which help me also in personal life with family organisation, planning and managing the daily activities and tasks we have, improving our time management. This is a useful tool, and very important, in both personal and professional because in a busy life we must prioritize our time and use it the best we can by setting clear goals, using a planner and eliminating distractions or confusion. Word Essentially Training (Microsoft 365) makes me understand how to work smarter and in a professional look on my essays and reports. How need for formatting text, working with paragraph text and illustrating documents was easier to understand watching the video how they explain and do it example on a real text, followed the steps and practise. This makes me feel more confident about what I must do on my assignments and help me work more on my personal developing, grow step by step on education. In tutorials on how to craft a LinkedIn account, even I had an account before on this application, I learn much more  like how my account need to looks professional, put all my skills and describe my professional journey , of my compatible job in a clear view and easy to see by companies and future employers by designed in a glaring way.

In conclusion, choosing to start this course has demonstrated that digital skills are fundamentally transformative, make the connection, and cover the gab, between simply technology and leveraging it for personal and business success. Even though I have more to discover, explore and learn, I am now more confident in navigating the digital word, more productive in my career development, and better prepared for the future start in work.
