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Reflective Summary


             By the end of Week 5, the Digital Skills module has played a key role in helping me gain a better understanding of how digital tools support learning, organisation, and career development.
At the start of the module, I had some basic experience with digital technology, but I wasn’t entirely sure how to use these tools effectively or in a professional manner. Each week introduced   new skills that have slowly built my confidence, improved my productivity, and increased my awareness of digital tools.

Week 1 was about getting familiar with the module and understanding the digital learning environment.
I learned how to navigate Moodle, access course materials, and submit assignments through Turnitin. This was important because it helped me understand what was expected of me academically and how to meet deadlines. Completing the digital skills self-assessment made me think about my current abilities and where I needed to improve. This week laid a solid foundation for the rest of the module and helped me start building my digital skills.

In Week 2, the focus was on Microsoft Outlook and managing tasks.
I learned how to organise emails using folders, rules, and search features, which has made it easier for me to handle academic communication. I also learned how to write professional emails with clear subject lines, proper greetings, and well-structured content. Using Outlook’s calendar and task features has made it simpler for me to manage my time and keep track of deadlines and appointments.

Week 3 introduced LinkedIn and LinkedIn Learning, highlighting the importance of professional networking and ongoing learning.
Creating and updating my LinkedIn profile taught me how to present myself in a professional way online. Exploring LinkedIn Learning opened my eyes to how online courses can help develop new skills and support both academic and career growth. This week made me aware of how digital skills are connected to job opportunities.

In Week 4, the focus shifted to Microsoft Word and Microsoft Teams.
I learned how to create well-structured and professionally formatted documents using headings, styles, tables, and citation tools. These skills have helped me improve the quality and appearance of my academic work. Learning about Track Changes and comments showed me how collaboration and feedback work in both academic and professional settings. Using Microsoft Teams also helped me understand how to manage online meetings and work with others digitally.

Week 5 focused on Microsoft PowerPoint and presentation skills.
I learned how to create engaging presentations using layouts, images, animations, audio, and video. Recording presentations and exporting them in different formats has made me more confident in presenting online. I also learned how design choices can affect how clearly my message is understood and how well my audience engages with the content.

Overall, this module has helped me build essential digital skills that support my academic journey and prepare me for future employment.
I now feel more confident, organised, and able to use digital tools in a professional and effective way.
