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AI statement
I confirm that I have not presented any AI-generated materials as my own work. 
I confirm that I have copies of my drafts, notes, and other resources I used, which I may be asked to provide in evidence.
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Today’s digital skills have become an essential part of studying. When starting my journey at university, I completed the JISC digital capabilities discovery tool. The jisc assessment was around 40 questions and focused on 16 different areas of digital skills. Digital skills encompass strategic technology integration not just basic computers. (Hakim 2025).  My strongest areas were digital communication and digital wellbeing. Digital communication is a way of staying in touch with people all over the world. Most organisations today use a wide range of digital communication channels. (Northeastern University, 2025) This area has given a significant insight that I have some type of ability and understanding to use social media platforms. Sending text messages using a mobile phone, as well as apps like Outlook and Teams, allows us to send documents and talk in real time. Digital wellbeing is another area where I scored higher, showing that I may be at a satisfactory score to show that I have a healthy online relationship and digital engagement. Digital well-being is about identifying the downsides of our habits. it is also about learning to make choices that work for you and not against you. Taking breaks and being mindful of how you're interacting online will stop burnout and stressful situations from happening. The effects of burnout can have a significant impact on students mental health and impede their academic performance. (Basel 2025). my assessment also highlighted my less confident areas where I need to improve the most which are digital creation and media literacy. My digital creation scores indicate that I am not confident in these areas and I am not able to produce projects that I may be asked to, may that be websites, digital art, sound design and producing presentations. My media literacy was the same it has a base of 4 core principles that we should apply when using online information access, analyse, evaluate and create. Keep in mind that not all sources online are not appropriate for your project. (Harvard University, 2025). These results also indicate that I lack the evaluation skill of understanding the reliability of online information and assessing credibility. A lot of information these days is taken from online and understanding that having good media literacy skills will help us identify and understand online bias.
Reflecting upon my results and researching each skill I can now understand the importance of knowledge of digital skills. They can play a very important part in everyday life. These results gave me a breakdown of my own strengths and weaknesses and have allowed me to identify where I need to improve my digital abilities the most. This will hopefully allow me to become a more confident user and have a better understanding when using digital tools.  Digital skills are not only used in the education setting but in employment settings, too. Workplaces heavily rely on digital skills and almost all business setting now use digital skills, it helps with keeping digital files emailing teams meetings allowing colleagues and clients to connect almost anywhere at any time. If we look at people who work from home they are using some type of digital skills and tools to allow them to work confidently and comfortably from their own homes. If we start from using the education setting and take full advantage of the learning and understanding of these skills, we can take them with us into the workplace and daily life. Recent research has shown that 52% of employees lack important digital skills. (Adams 2022). Going forward, I plan on using a smart plan to help me build and have a clearer understanding of digital skills. I plan on improving on all my digital skills over the holidays before next term taking a specific interest in my lower colour coded results if I set my self-specific goals and put time and effort into it then I’m hoping by the time I start term in January then I will have a better understanding of what each digital skills means and were best I can apply it to my studies.
SMART ACTION PLAN
SPECIFIC 
Improve my digital creation skills by learning more about graphics, audio and videos. 
Improve my media literacy skills by being able to create and analyse information responsibly.

MEASURABLE
Download an app for practising creating digital projects.
Take some time to review media articles and try to analyse fact-checking .
Try adding one new skill a week.

ACHIEVABLE
Always making sure my goals are realistic. 
Setting time-related goals 1-2 hours a week for digital creation.
1-2 hours a week for media literacy.
Set an extra 1.5 hours a week with the other digital tools.
RELEVANT
In the long run, my goals will help me excel in my studies. 
Improve, build, strengthen and become a confident digital tools user.

TIMEBOUND
For the next 6 weeks, I plan to.
Complete source checking
Learn new tools to design and create using apps like Canva, Pic Collage and Cap Cut for videos
I will also add one new skill weekly on top of  my lowest areas
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For myself, at the beginning of university, I only felt like I had basic knowledge of digital skills when it came to using digital tools. I now feel less intimidated by  digital  Excel as I have completed the Excel Essentials training in Microsoft 365 with LinkedIn learning. The course offers content for both beginner and intermediate skill levels, allowing users to start with the basics and progress to more advanced topics (Garret 2025). I feel like I have gone from being able to complete a complex Excel spreadsheet, and going forward with confidence, I would be able to use the Excel app with ease and be able to produce spreadsheets for a potential workplace or at home for keeping track of my household expenses. When I first thought of Excel, I just thought of numbers, but Excel allows students to track almost anything, whether it’s making budget plans, meal prepping or even household chore routines. Excel surpasses more than just numbers. Excel helps you simplify tasks, track progress and make data decisions effortlessly (Williams 2025). Excel is a tool that can help you at work and home it can instantly recalculate any changes you need to apply to any spreadsheet at any given moment. The data stored is easily accessible on the go as you can use the phone app to edit changes the Excel app is like a digital filing cabinet enter the digital filing cabinet-a contemporary solution that transforms how we manage documents (Ronald 2025). Physical files no longer take over our time with endless hours of paper sorting and organisation. Gone are the days that  filing cabinets are used to store endless amounts of files, with the continuing advancements in the digital era, using a digital filing cabinet has become beneficial for homes, schools and businesses and paved the way for a stress-free data storage solution.  Excel also plays an important part in students studies. It can help keep on top of studies by tracking appointments deadlines and grades. Excel can help students stay on top of their workload and help navigate there way through there academic journey. Students can also analyse data and build their own formulas at the click of a button. Excel is a powerful software program that can do much more than just organise data in a spreadsheet it’s an essential tool for students of all ages (Reid 2025). Students can also use Excel to present presentations as Excel provides tools for generating presentations, using charts, tables, graphs and adding images, enabling them to showcase their  knowledge and understanding whilst tracking  progress. The way your Excel presentation turns out depends on how well you communicate your data to your audience (Pfaff 2025).
When thinking about how businesses handle such vast amounts of data, I believe there are many positives with Excel, but there can also be some negative sides that companies face when using digital databases. Almost all 99% of businesses with at least 10 employees handled digitised data of any type in 2024 (UK business data survey 2024). Excel is a key tool for solving problems, making informed decisions and working effectively with others to help your business run smoothly. It is an essential in the modern workplace, and knowing how to use it well can not only give you a career advantage but also really help your business with data tracking. What makes Excel so valuable is how accessible it is. Almost everyone in business has access to it, and its straightforward design makes it easy to learn. Unlike many specialised programs, Excel doesn’t require any coding experience, and its widespread use means your work will be compatible across different teams and organisations. More than just a spreadsheet, Excel can be a major boost to your professional growth, whether you're handling financial tasks, improving processes or presenting data clearly. There are tons of uses of Excel in business outside of simple spreadsheets (Boogard 2025). They include charting, inventory tracking, schedules and calendars, charts’ goal planning, task lists, checklists, project management, time logs, and so much more. The list is limitless. Excel helps you produce strong, reliable results for your business. As you begin to explore its more advanced features and integrate it with other tools. And this is why businesses understand why it is so beneficial to so many business operations. As stated above, even though there are a lot of positives, there are a few negatives that come alongside using Excel and understanding these disadvantages is a must for any business. If Excel files are not well protected and do not have proper security measures in place, files may be accessed by unauthorised persons, causing data breaches, jeopardising private, sensitive and personal business data information. It is imperative all staff are trained regularly, and internal guidance and signs of protocols are reviewed on a continual basis to ensure breaches do not happen  (Poole 2025). Many councils’ hospitals' major branded businesses have been victims of data breaches while using the Excel digital tool. Data breaches can cause catastrophic problems when data is leaked. Depending on what data is leaked and from what business sector the data is released from, it could cause harm to vulnerable adults and children, or, in general, cause thousands of pounds worth of losses to the business. The breach may come from a human error, manipulation of sheets or even bad quality data. Even though we see there are a few negative points that come with using Excel, it is down to each business to thoroughly research before committing and deciding whether Excel is the best tool for their company to use as their digital filing cabinet. Other factors that may be taken into consideration before selecting Excel as your choice are cost statistic tools collab capabilities, and tracking and analysing large amounts of data.

	Income 
	Amount per month £££
	Expenditure
	Amount per month £££

	Wage 1
	2100
	Rent/Mortgage
	1250

	Wage 2
	26990
	Council tax
	98

	Trust Funds
	0
	Electric
	130

	Stocks/Share payouts
	0
	Gas
	150

	Universal credit
	125
	Water rates
	27

	Student Finance 
	498
	Food
	250

	Other
	36
	Car insurance
	98

	
	
	Car Tax
	17

	
	
	Fuel
	36

	
	
	Child Care Costs
	0

	
	
	Loans/credit cards 
	0

	
	
	Other eg Birthdays/savings/holidays
	200



Embed your Excel here 
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