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Assessment of digital skills
Digital skills are critical for academic success. The Joint Information Systems Committee (JISC) serves as an advisory organisation to education funding councils in England, Scotland and Wales, as well as the Department of Information and Communications Technology (ICT) in education and research. Through frameworks such as JISC, students can assess their digital competence to strengthen and pinpoint areas for improvement. Engaging in this framework has allowed me to evaluate my current digital skills, reflect on my abilities and develop strategies to enhance my expertise. JISC is a self-assessment which provides a detailed overview of digital competence across 6 elements. These elements are Digital identity and well-being, information data and media literacies, digital creation, problem-solving and innovation, ICT proficiency, digital learning and development and lastly digital communication, collaboration and communication. According to Hecker and Briggs, in an era where digital technology permeates every aspect of life, acquiring and developing digital skills have become crucial, especially for college students preparing to enter a highly digitalised workforce. (Hecker and Briggs 2021).  Existing research reveals a positive association between digital transformation and improved financial outcomes, including increased revenue and profitability (Singh et al., 2024)
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The results above indicate that I am confident in information, data and media literacy and digital communication. These strengths demonstrate my ability to identify, evaluate and utilise information accurately, ensuring that I can work with reliable sources and make informed decisions when completing academic or professional tasks while engaging successfully in online communication and collaboration. However, the assessment also highlights areas where I struggle, especially with digital innovation. Reviewing these results has helped me form a clearer understanding of my overall digital skills and what I need to improve on. 
One significant strength identified in the assessment is information literacy. I can navigate online platforms effectively, distinguish credible sources from unreliable ones and integrate digital information confidently.  These skills are crucial in university as direct access to sources supports academic integrity and enhances the quality of research. According to (Breen, Waters and O’Shea, 2022), The Open University’s Digital and Information Literacy Framework tells us that both digital and information literacy are “underpinned by critical thinking and evaluation. A second strength is digital communication and collaboration. I am confident participating in online group activities, and I feel comfortable using digital platforms such as emails and Teams to interact, share information and contribute to group tasks. These skills are increasingly important in university, as many learning activities rely on effective communication and the ability to collaborate using digital tools.
Despite these strengths, two weaker areas were identified. The first is digital innovation, which involves exploring unfamiliar digital tools. My results suggest that I tend to rely on familiar software rather than seek new, more innovative solutions. Improving this area would strengthen my adaptability and creative thinking, which are essential in a rapidly evolving digital world. My second weakness is digital identity and well-being. As digital engagement becomes more integrated into everyday life, the ability to manage well-being and protect online identity is increasingly important. Reviewing these results has given me a clearer and more comprehensive understanding of my digital capabilities. It has helped me recognise both my strengths and areas where further development is needed, enabling me to set more meaningful goals to improve my digital skills.
Firstly, to enhance my digital innovation skills, I plan to complete the digital transformation tips course on LinkedIn. The course focuses on transitioning to new systems and fixing any technology or skill gaps. Furthermore, I plan to complete the digital literacy and productivity learning pathway course. The course focuses on working and collaborating online safely. In the meantime, I will also review and update the privacy settings on all major platforms. I believe the learning course will strengthen my ability to maintain a safe professional online presence, protect personal data and develop stronger digital skills. By pursuing these goals, I will address important gaps in my digital competencies and enhance my ability for future academic and workplace challenges.
In the context of an increasingly digital educational landscape, understanding student experiences with digital learning tools is crucial for assessing the effectiveness of online education and identifying areas for improvement. (Mexhuani, 2024) Reflecting on this process has shown me the importance of ongoing digital development. Enhancing my innovation skills will help me approach digital challenges more creatively and better prepare me for technology-driven work environments. Strengthening my digital identity and well-being will enable me to navigate online spaces safely while maintaining a professional digital presence. Ultimately, developing these skills will support my academic progress, ensuring I am equipped to succeed in an increasingly digital world.
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Relevance of Excel in professional and personal life
Microsoft Excel was initially launched in September 1985 for Apple Macintosh computers and later became available for IBM-compatible PCs in November 1987. Excel has undergone extensive development. What began as a simple spreadsheet tool has evolved into a powerful application capable of handling complex calculations, data analysis and visual reporting. As technology has advanced, Excel has continued to adapt, ensuring its relevance in modern workplaces and supporting users of all skills.
Excel is highly regarded for its ease of use and accessible design. Its clear layout allows users to enter data, create tables and perform basic calculations such as totals, averages and percentages with ease. Users can operate as per their comfort level in MS Excel (Jain, Bagga and Tripathi, 2022b). Although many tutorials are available online, including those on YouTube and the official Microsoft website, as well as various learning platforms such as LinkedIn Learning. Owens (2025) discusses that LinkedIn Learning covers a wide range of skills, from professionalism and customer service and core technology training on hardware, software, and network services. This support helps users build confidence and develop essential digital skills that can be used in both academic and professional contexts. The availability of structured course practice sites and guided tasks enables beginners to quickly learn how to navigate key features. 
Although Excel is mainly a desktop application, it allows multiple users to work on a spreadsheet at the same time. Users may need to save and refresh the files to see other changes made by others.  As a result, the process can lead to version control issues when multiple copies are created or edited simultaneously. In response to these challenges, Microsoft introduced Excel 365 online, which improves access, offers instant updates, supports simultaneous editing, and integrates with Microsoft Teams. These improvements have made Excel significantly more collaborative and better suited to modern digital workplaces where teamwork and remote access are essential.
Excel is a popular tool for managing, visualising and analysing data in many different industries due to its functionality and accessibility (Mahmud et al., 2024). Excel supports a wide range of functions that are valuable to both casual users and professionals for simple tasks. Users can create budgets, organise household expenses or track personal goals. For more complex work, Excel includes features such as pivot tables, filters, conditional formatting and built-in formulas that allow users to analyse large data sets. These tools help identify patterns, trends and values. For example, a sales professional can use Excel to track their monthly performance, analyse which products contribute most significantly to revenue and identify trends that support the achievement of sales, while a marketing team can analyse social media engagement to determine which posts are most effective. 
Beyond traditional spreadsheet functions, Excel provides advanced tools such as Power Query, Power Pivot and Visual Basic for Applications (VBA). Power Query allows users to transform and merge data from multiple sources, while Power Pivot supports advanced data modelling and efficient processing of large data sets. VBA adds programming functionality to Microsoft Excel. A Macro is a VBA program that can be recorded to auto-generate code in VBA (Uwtsd.ac.uk, 2025). Essentially, VBA enables the automation of repetitive tasks, greatly improving efficiency in professional environments. These features extend Excel's capabilities far beyond calculations, making it suited for complete data analysis. 
Excel is equally valuable in everyday life. Many households use Excel to manage a monthly budget plan for long-term financial commitments to track savings. Visual tools such as charts, graphs and dashboards allow families to identify spending habits and make informed decisions about future planning. In the view of Prakoso and Apriliani (2024), Personal financial management is an important aspect of achieving financial stability and success. The ability to convert data into a clear visual display also makes Excel an excellent tool for presenting information to others. Its flexibility means that users can customise spreadsheets for purposes ranging from planning a meal to a vacation. 
Despite its usefulness, MS Excel presents several security and data privacy concerns (Rosener,2024). Excel relies heavily on manual input. Mistakes such as incorrect data entry, flawed formulas, or broken cell links can easily cause inaccurate results. When multiple versions of the same spreadsheet circulate, for example, if multiple users use Excel or are saving copies, it can become unclear which version is correct. Access control and authorisation are key components of information technology systems in multi-user environments (Zdilar, 2025). The lack of clarity can lead to confusion, reduced productivity and incorrect decision-making. To mitigate these risks, security measures such as password protection, restricted editing or encryption features should be implemented.
In recent years, Artificial intelligence tools such as ChatGPT have become increasingly popular for supporting Excel users. According to Sbampato, Arruda, and Silva (2025), the introduction of ChatGPT to the public marked a transformative shift in productivity and workplace automation, with its long-term impact yet to be fully unfolded. Rather than manually writing formulas, a user can refer to ChatGPT to generate the appropriate formulas to manipulate the data accordingly. As a result, individuals without expert-level skills can perform data analysis and build advanced worksheets with minimal effort. Furthermore, Excel becomes less technical, allowing the user to simplify the desired outcome. The integration of AI support is particularly beneficial for beginners who may feel overwhelmed by Excel's more advanced features. However, there are limitations and risks to consider.  While AI may produce useful information, it may generate inaccurate or outdated information, especially when dealing with recently developed Excel functions or a highly specialised task.  AI cannot directly handle large data in the way Excel can, meaning that some tasks still require traditional spreadsheet knowledge. The user should therefore review AI-generated suggestions and ensure formulas and recommendations are correct. AI tools should be considered supportive rather than complete replacements for human judgment and technical understanding.

In conclusion, Microsoft Excel remains an important tool for managing, analysing and presenting data across both personal and professional settings. Its long history, continuous development and range of features have made it adaptable to a wide variety of tasks, from simple budgeting to advanced data modelling. Although Excel presents challenges such as manual errors, version conflicts, and limited real-time collaboration, ongoing updates and the introduction of cloud-based tools have helped address many of these issues overall. The integration of modern technology with Excel ensures that it will remain a vital, reliable tool for data management well into the future.
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Excel spreadsheet
Excel can be used to track monthly household income and expenses. Helping families manage their budget and savings.
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Income January Febuary March April May June July August SeptmeberOctober NovemeberDecember

Wage 1 £2,100.00 £2,100 £2,100.00 £2,100 £2,100 £2,100 £2,100 £2,100 £2,100 £2,100 £2,100 £2,100£25,200.00

Wage 2 £4,500.00 £4,500 £4,500.00 £4,500 £4,500 £4,500 £4,500 £4,500 £4,500 £4,500 £4,500 £4,500£54,000.00

Student Fiance £5,400 £5,400.00

Child Benefit £166.00 £166 £166.00 £166 £166 £166 £166 £166 £166 £166 £166 £166 £1,992.00

Expendture

mortgage £900 £900 £900.00 £900 £900 £900 £900 £900 £900 £900 £900 £900£10,800.00

council tax  £120 £120 £120 £120 £120 £120 £120 £120 £120 £120 £120 £120 £1,440.00

electric £100 £100 £100 £100 £100 £100 £100 £100 £100 £100 £100 £100 £1,200.00

gas £100 £100 £100 £100 £100 £100 £100 £100 £100 £100 £100 £100 £1,200.00

water rates £50 £50 £50 £50 £50 £50 £50 £50 £50 £50 £50 £50 £600.00

childcare  £600 £600 £600 £600 £600 £600 £600 £600 £600 £600 £600 £600 £7,200.00

car finance £500 £500 £500 £500 £500 £500 £500 £500 £500 £500 £500 £500 £6,000.00

loans £250 £250 £250 £250 £250 £250 £250 £250 £250 £250 £250 £250 £3,000.00

fuel £100 £100 £100 £100 £100 £100 £100 £100 £100 £100 £100 £100 £1,200.00

food  £400 £400 £400 £400 £400 £400 £400 £400 £400 £400 £400 £400 £4,800.00

other £200 £200 £200 £200 £200 £200 £200 £200 £200 £200 £200 £200 £2,400.00


Microsoft_Excel_Worksheet.xlsx
Sheet1

		Income		January		Febuary		March		April		May		June		July		August		Septmeber		October		Novemeber		December

		Wage 1		£2,100.00		£2,100		£2,100.00		£2,100		£2,100		£2,100		£2,100		£2,100		£2,100		£2,100		£2,100		£2,100		£25,200.00

		Wage 2		£4,500.00		£4,500		£4,500.00		£4,500		£4,500		£4,500		£4,500		£4,500		£4,500		£4,500		£4,500		£4,500		£54,000.00

		Student Fiance																		£5,400								£5,400.00

		Child Benefit		£166.00		£166		£166.00		£166		£166		£166		£166		£166		£166		£166		£166		£166		£1,992.00















		Expendture

		mortgage		£900		£900		£900.00		£900		£900		£900		£900		£900		£900		£900		£900		£900		£10,800.00

		council tax 		£120		£120		£120		£120		£120		£120		£120		£120		£120		£120		£120		£120		£1,440.00

		electric		£100		£100		£100		£100		£100		£100		£100		£100		£100		£100		£100		£100		£1,200.00

		gas		£100		£100		£100		£100		£100		£100		£100		£100		£100		£100		£100		£100		£1,200.00

		water rates		£50		£50		£50		£50		£50		£50		£50		£50		£50		£50		£50		£50		£600.00

		childcare 		£600		£600		£600		£600		£600		£600		£600		£600		£600		£600		£600		£600		£7,200.00

		car finance		£500		£500		£500		£500		£500		£500		£500		£500		£500		£500		£500		£500		£6,000.00

		loans		£250		£250		£250		£250		£250		£250		£250		£250		£250		£250		£250		£250		£3,000.00

		fuel		£100		£100		£100		£100		£100		£100		£100		£100		£100		£100		£100		£100		£1,200.00

		food 		£400		£400		£400		£400		£400		£400		£400		£400		£400		£400		£400		£400		£4,800.00

		other		£200		£200		£200		£200		£200		£200		£200		£200		£200		£200		£200		£200		£2,400.00
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Tool

Strengths

Strong abilities in understanding and using information, data

and digital media.

« Able to identify reliable sources and use information
accurately.

« Confident with digital communication and collaboration.

Weaknesses

« Limited digital innovation - tend to rely on familiar tools.

« Need to improve digital identity and well-being (privacy and
safety).

What | Learned
« Helped identify what I'm good at and what | need to develop.

Goals for improvement
« Complete LinkedIn courses which will develop my digital
skills and build confidence for future studies.
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+ Chat GPT: | learnt how it can assist with writing
translation and creating content. | understand | need to
check its information carefully, as it can be Incorrect.

« Notebook LM: converts documents into podcasts. This
showed me how I can learn more effectively in a way that
suits my style of learning.

« Adobe Firefly: working with images, sound and : working
with images, sound and videos improve presentations.

+ Exploring these tool made me more aware of how Al can
support learning, creativity and communication while
highlighting the importance of critical thinking.
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+ lexplored Office 365 and gained a deeper

understanding of its tools and benefits.

Word, Excel, PowerPoint, Outlook and Teams:
Helped me create documents, manage data,
communicate and collaborate effectively.

Microsoft Publisher, Access and OneDrive: Support
creativity, data management and secure storage.

Using these tools has improved my productivity and
overall digital skills, showing how technology can
enhance learning.
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« Task: | recorded and analysed household expenses using
Excel, learning formulas to calculate totals monthly, quarterly
and yearly.

+ What I learned: Excel is an essential tool for businesses,
universities and other organisations to track and manage
finances effectively.

« skills gained: improved my ability to organise data,
perform calculations accurately and interpret results.

+ This activity showed me how financial analysis is valuable
both at home and in a professional setting.
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Task: | learned how to design a questionnaire to gather meaningful feedback, choosing
question types such as open-ended, rating scales, multiply choice and ranking questions.

What I learned: | realised the importance of clear, unbiased questions and ethical
considerations, such as consent and confidentiality.

Skills gained: Improved my ability to organise questions, think critically about data
collection and plan ways to evaluate responses.

Designing this questionnaire helped me see how feedback can boost retention and
increase awareness of audience interaction.
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LinkedIn Learning

+ Researched successful professionals to see how they
present themselves

+ Compared their profiles to mine to find areas for
improvement

« Learnt the importance of a professional online presence.

« Completed Linkedin tasks such as creating brilliant
documents, Learning started with Excel, and delivering a
powerful message with a powerful presentation.

« Realised Linkedin can support career development
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