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[bookmark: _Toc224540296]Introduction
Students in higher education need strong digital skills. Technology is widely used in universities for studying, communication, teamwork and accessing learning materials. Good digital skills help students work more efficiently; think critically about the information they read and participate effectively in digital learning environments. In addition, many professions require the ability to use technology and communicate online, which makes digital skills essential for future employment.
The JISC Digital Capability Tool allows students to identify their digital strengths and areas for improvement. This digital self-assessment helps students understand their abilities and recognise areas that need further development. In this reflective essay, I will discuss the results of my JISC assessment, identify two strengths and two areas that need improvement, and explain my plan to develop my digital skills.

[bookmark: _Toc224540297]Summary of JISC Results	
After completing the JISC Digital Capability self-assessment, I received a graph showing my performance across several digital capability areas. According to the results, my main strengths include digital identity and wellbeing as well as digital communication, collaboration and participation. These results indicate that I am confident in using digital tools to communicate with others and manage my online presence responsibly.
However, the results also showed that I need to improve my skills in information, data and media literacy and digital creation. These areas require the ability to critically evaluate information found online and create digital content using different digital tools. Developing these skills is important for academic success, as students need to analyse reliable sources and present information effectively in digital form.

[bookmark: _Toc224540298]Strengths
One of my main strengths is digital identity and wellbeing. This skill involves understanding how to protect personal information and manage an online presence responsibly. When studying or communicating online, it is important to be aware of digital safety and privacy. This strength allows me to confidently use university platforms, manage my online accounts and present myself professionally in digital environments. Developing a responsible digital identity is also important for future career opportunities, as many employers review online profiles and digital behaviour when evaluating candidates.
Another strength identified in my results is digital communication, collaboration and participation. This skill reflects my ability to communicate effectively through digital tools such as email, online learning platforms and collaborative systems. In higher education, students often interact with lecturers and classmates through digital environments, which makes these abilities essential. Effective digital communication supports teamwork, participation in online discussions and the sharing of information. As digital communication is widely used in both academic and professional contexts, this strength will be valuable for my future career.
[bookmark: _Toc224540299]Areas for Improvement
Although I already have some digital skills, the assessment helped me identify areas that require further improvement. One of these areas is information, data and media literacy. This skill involves the ability to search for information, evaluate sources and verify whether the information is reliable. In higher education, students must be able to identify trustworthy academic sources and avoid misinformation when completing coursework. Improving my information literacy will help me conduct better research and produce higher quality academic assignments. In today’s digital world, where large amounts of information are available online but not all of it is accurate, developing critical thinking skills is essential.
Another area that needs improvement is digital creation. This capability involves creating digital content such as presentations, visual materials and other academic resources using digital tools. Although I am able to use some basic digital tools, I still need to develop my ability to create structured and professional digital content for academic work. Improving my digital creation skills will help me present ideas more clearly and communicate information more effectively. These skills are becoming increasingly important in both education and the workplace.
[bookmark: _Toc224540300]Action Plan (SMART Goals)
I will use SMART goals and a clear action plan to improve these weaker areas. Over the next four weeks, I will work on improving my information literacy by completing two tutorials at the university library on how to evaluate academic sources and by applying the CRAAP test when selecting sources for my assignments. This will help me identify reliable sources and improve the quality of my academic research.
I will also improve my digital creation skills by the end of this semester by using digital tools such as PowerPoint and Canva to create at least two academic presentations. This will help me become more confident in creating digital content and presenting information clearly.
[bookmark: _Toc224540301]Conclusion
In conclusion, digital skills are essential for success in higher education and in the future job market. The JISC Digital Capability Tool helped me identify my current digital strengths and the areas where I need further improvement. My results showed that I have strong abilities in digital identity and communication, but they also highlighted the importance of improving my information literacy and digital creation skills. By following a clear action plan, I will continue developing these abilities. Improving my digital skills will increase my confidence as a student and better prepare me for future professional opportunities.
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[image: The image displays a certificate from LinkedIn Learning, specifically for the Excel 2024 Essential Training course, completed by Sara Rivero Castillo on February 7, 2026.
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[bookmark: _Toc224540304]Relevance of Excel in professional and personal life.
[bookmark: _Toc224540305]Introduction 
Microsoft Excel is a widely used tool for analysing and presenting data. It is commonly used in business, education and many other professional environments. Excel allows users to store large amounts of data, perform calculations using formulas and visualise information through charts and tables. Because of these features, Excel is very useful for tasks such as budgeting, data organisation, reporting and decision-making. Developing Excel skills can improve productivity, organisation and analytical thinking for both students and professionals.
In academic settings, students can use Excel to organise, analyse and present data clearly. In the workplace, Excel is often used to manage financial information, monitor performance and support strategic planning. This essay will discuss the relevance and importance of Microsoft Excel, focusing on its role in data analysis, budgeting, reporting and decision-making.
[bookmark: _Toc224540306]Excel for Data Analysis
Data analysis is one of the most important functions of Microsoft Excel. Excel allows users to organise large amounts of data into structured tables, making the information easier to understand and interpret. By using tools such as formulas, sorting and filtering, users can quickly identify patterns and trends within data.
For example, companies often use Excel to analyse sales data and determine which products are performing well and which areas need improvement. Formulas such as SUM, AVERAGE and COUNT can be used to calculate totals and identify key trends within the data. Excel also allows users to filter information so they can focus on specific categories or particular time periods.
These data analysis tools help users understand complex information and support better decision-making. For students, learning how to analyse data using Excel is an important skill that can be applied in academic research and many professional environments.
[bookmark: _Toc224540307]Excel for Budgeting
Microsoft Excel is a very useful tool for budgeting and financial planning. Many individuals and organisations use Excel to track income and expenses because it allows financial information to be organised clearly.
For example, a household budget can be created in Excel by listing sources of income and different types of expenses such as rent, food, transportation and utilities. Excel formulas can automatically calculate total income and total expenses. This makes it easier to understand how money is being spent and whether there is a surplus or a deficit in the budget.
Creating a budget in Excel also helps individuals plan their spending and manage their finances more effectively. In businesses, financial managers use Excel to monitor budgets and control spending. This shows how Excel can support both personal and organisational financial management.
[bookmark: _Toc224540308]Excel for Reporting
Microsoft Excel is widely used for reporting and presenting data. Excel allows users to create tables, charts and graphs that help organise and visualise information clearly. These visual tools make it easier to explain complex data and communicate key findings.
For example, organisations often use Excel charts in financial reports to show income, expenses and performance over time. Charts such as bar graphs, pie charts and line charts allow users to quickly identify trends and comparisons within the data.
In academic settings, students can use Excel charts to present research findings or analyse survey results. By visualising information, Excel helps improve understanding and makes communication of data more effective.
[bookmark: _Toc224540309]Excel for Decision-Making
Excel is also crucial for decision-making. Excel lets people and businesses analyse data, compare it, and spot trends to make smart decisions. 

A company may use Excel to analyse sales data and determine which products are most profitable. This data helps managers decide where to market and which products to upgrade or remove.


Excel can also help people manage their money by analysing their income and expenses. Excel enables users’ experiment and imagines multiple outcomes, improving planning and decision-making.



[bookmark: _Toc224540310]Conclusion
Microsoft Excel is a powerful tool for data analysis, budgeting, reporting and decision-making. It allows users to organise data, perform calculations and present information clearly through charts and tables. These features make Excel a valuable tool in both academic and professional environments.
Excel helps students and professionals analyse data, manage budgets and communicate results effectively. As technology continues to play an important role in modern workplaces, developing Excel skills can improve productivity and support better decision-making.
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[bookmark: _Toc224540313]Reflective Presentation
This PowerPoint presentation reflects on the digital skills I developed during this module. It summarises the key skills learned and explains how these skills were applied in Tasks 1, 2 and 3. The presentation also discusses how these digital skills will support my academic studies and future professional development.
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Digitil%20Skills%20Assigment.xlsx
Sheet1

		Income		Jan		Feb		Mar		Apr		May		Jun		Jul		Aug		Sep		Oct		Nov		Dec		Year Total

		Wage 1		£   700.00		£   700.00		£   700.00		£   700.00		£   700.00		£   700.00		£   700.00		£   700.00		£   700.00		£   700.00		£   700.00		£   700.00		£   8,400.00

		Wage 2		£   1,500.00		£   1,500.00		£   1,500.00		£   1,500.00		£   1,500.00		£   1,500.00		£   1,500.00		£   1,500.00		£   1,500.00		£   1,500.00		£   1,500.00		£   1,500.00		£   18,000.00

		Wage3		£   3,000.00								£   3,000.00								£   3,000.00								£   9,000.00

		Wage 4		£   250.00		£   250.00		£   250.00		£   250.00		£   250.00		£   250.00		£   250.00		£   250.00		£   250.00		£   250.00		£   250.00		£   250.00		£   3,000.00

		Total		£   5,450.00		£   2,450.00		£   2,450.00		£   2,450.00		£   5,450.00		£   2,450.00		£   2,450.00		£   2,450.00		£   5,450.00		£   2,450.00		£   2,450.00		£   2,450.00		£   38,400.00

		Expenditure		Jan		Feb		Mar		Apr		May		Jun		Jul		Aug		Sep		Oct		Nov		Dec		Year Total

		Rent/Mortgage 		£   600.00		£   600.00		£   600.00		£   600.00		£   600.00		£   600.00		£   600.00		£   600.00		£   600.00		£   600.00		£   600.00		£   600.00		£   7,200.00

		Council Tax		£   90.00		£   90.00		£   90.00		£   90.00		£   90.00		£   90.00		£   90.00		£   90.00		£   90.00		£   90.00		£   90.00		£   90.00		£   1,080.00

		Electric 		£   50.00		£   50.00		£   50.00		£   50.00		£   50.00		£   50.00		£   50.00		£   50.00		£   50.00		£   50.00		£   50.00		£   50.00		£   600.00

		Gas 		£   50.00		£   50.00		£   50.00		£   50.00		£   50.00		£   50.00		£   50.00		£   50.00		£   50.00		£   50.00		£   50.00		£   50.00		£   600.00

		Water rates		£   50.00		£   50.00		£   50.00		£   50.00		£   50.00		£   50.00		£   50.00		£   50.00		£   50.00		£   50.00		£   50.00		£   50.00		£   600.00

		Food		£   200.00		£   200.00		£   200.00		£   200.00		£   200.00		£   200.00		£   200.00		£   200.00		£   200.00		£   200.00		£   200.00		£   200.00		£   2,400.00

		Car Insurance		£   150.00		£   150.00		£   150.00		£   150.00		£   150.00		£   150.00		£   150.00		£   150.00		£   150.00		£   150.00		£   150.00		£   150.00		£   1,800.00

		Car Tax		£   60.00		£   60.00		£   60.00		£   60.00		£   60.00		£   60.00		£   60.00		£   60.00		£   60.00		£   60.00		£   60.00		£   60.00		£   720.00

		Fuel		£   250.00		£   250.00		£   250.00		£   250.00		£   250.00		£   250.00		£   250.00		£   250.00		£   250.00		£   250.00		£   250.00		£   250.00		£   3,000.00

		Child Care Costs 		£   600.00		£   600.00		£   600.00		£   600.00		£   600.00		£   600.00		£   600.00		£   600.00		£   600.00		£   600.00		£   600.00		£   600.00		£   7,200.00

		Loan/ Credits cards 						£   1,000.00																				£   1,000.00

		Saving		£   150.00		£   150.00		£   150.00		£   150.00		£   150.00		£   150.00		£   150.00		£   150.00		£   150.00		£   150.00		£   150.00		£   150.00		£   1,800.00

		Total		£   2,250.00		£   2,250.00		£   3,250.00		£   2,250.00		£   2,250.00		£   2,250.00		£   2,250.00		£   2,250.00		£   2,250.00		£   2,250.00		£   2,250.00		£   2,250.00		£   28,000.00
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Introduction

This presentation reflects on the digital skills I developed during this module. I will explain how my skills improved through different tasks and how these skills will support my academic studies and future career.

















During this module I developed several digital skills including:


Email management

Professional networking

Microsoft Office tools  

Data analysis

Presentation skills





















Task 1: JISC Digital Capability

My JISC assessment helped me identify my strengths in digital communication and identity, and areas for improvement such as information literacy and digital creatio











My Strengths








Digital identity and wellbeing





Understanding digital safety and privacy





Managing my online presence responsibly





Using university platforms confidently





Digital communication and collaboration





Communicating using email and online platforms





Participating in online discussions





Working with others using digital tools





Important for academic and professional environments









Areas for Improvement


Information, data and media literacy

Evaluating online information and sources

Identifying reliable academic materials

Improving research and critical thinking skills



Digital creation

Creating presentations and digital materials

Developing more professional digital content

Improving communication of ideas visually





















Action Plan (SMART Goals)







Improve information literacy





Complete two university library tutorials





Apply the CRAAP test when selecting sources





Improve quality of academic research





Improve digital creation





Create at least two presentations using PowerPoint or Canva





Practise designing clear and structured slides





Develop confidence in digital content creation







 LinkedIn Learning



LinkedIn Learning

Completed LinkedIn Learning courses on Microsoft Office 365

Developed skills in Outlook, Word and PowerPoint

Learned how to use digital tools for communication and organisation

How this helps my studies

Manage emails professionally

Create structured academic documents

Design clear and engaging presentations

















Microsoft Office Skills

Tools I learned to use

Word – Writing and formatting academic assignments

Outlook – Managing emails and professional communication

Teams – Collaborating and communicating with classmates

PowerPoint – Creating clear and engaging presentations



How these skills support my studies

Improve organisation of assignments                                     

Support collaboration with other students

Enable effective academic communication













 Excel Skills













Excel Skills Developed


Wrote an essay on the importance of Microsoft Excel

Created a household income and expenditure spreadsheet

Used formulas to calculate totals

Created charts to visualise data

Used Excel for basic data analysis

















Applying Digital Skills in My Studies







📧 Outlook → Professional email communication  





📑 PowerPoint → Creating presentations  





📊 Excel → Data analysis and budgeting  





👥 Teams → Collaboration with classmates







Key Takeaways





Developed essential digital skills for university study

Improved skills in communication, organisation and data analysis

Applied tools such as Outlook, PowerPoint, Excel and Teams

These skills will support my academic success and future care
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