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September this year (2025) I embarked on my university journey. Employability Skills was my chosen course. Digital Skills for Personal Development and Business Growth is one of the modules covered.
Digital skills - defined as the ability to use digital technologies to locate, evaluate, create and communicate information. These are now essential for students, workers and citizens to participate effectively in a knowledge-based economy (UNESCO, 2023). In today’s rapidly changing digital world, these skills have become crucial for meaningful participation in society, employment, and education. As Ball (2025) notes, graduates must develop strong digital competencies in order to succeed in a fast-moving and technologically advanced economy.
Although reading, writing and mathematics have traditionally formed the core of education, digital literacy has emerged as a comparatively new but increasingly important area, now recognised as a fundamental “fourth pillar” of modern educational systems (SET, 2017). Digital literacy is not only a key academic skill but also a vital life skill that supports social engagement, career readiness and lifelong learning. As technology continues to shape the everyday experiences of children and adults, the importance of developing strong digital literacy skills in students has become more evident than ever. From communication and entertainment to formal learning and workplace tasks, competent and effective use of technology is now regarded as essential for success in contemporary life (Learning.com, 2023)
After completing my digital capability report I could see that I was on average ‘capable’ but still needed to develop my understanding and confidence in other areas. Such as information, data and media literacies, problem solving and digital creation.
Following this I accessed the online courses on DigiSkills via Moodle and completed the learning activities on the topics where I needed the most improvement.
Please see below:
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From looking at the spider graph I could see my strengths lay within Digital Skills for Work, Digital Wellbeing, Digital Identity Management and Digital Innovation.
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Information, Data and Media Literacies
Specific: Improve my ability to find, evaluate and use academic and digital information effectively.
Measurable: Complete at least three additional DigiSkills modules and apply techniques in upcoming assignments.
Achievable: I will set aside regular study time each week to work through the tutorials and practice using academic search tools.
Relevant: Strong research and evaluation skills are important for university assignments and professional tasks that rely on accurate information.
Time-bound: Achieve this before returning after the Christmas holidays.

Problem Solving
Specific: Strengthen digital problem-solving skills, including troubleshooting, analysing digital tasks and selecting appropriate tools.
Measurable: Apply at least two new problem-solving strategies in coursework and document the improvements.
Achievable: Use existing tutorials, university support pages, and real assessment tasks to practice.
Relevant: Problem solving is essential for handling digital platforms, unexpected issues and independent learning.
Time-bound: Develop and implement these strategies within next term module.

Digital Creation
Specific: Improve confidence in creating digital content such as presentations, infographics, and multimedia work.
Measurable: Produce at least two pieces of digital content (e.g., infographic, video, or enhanced presentation) for assessment or practice.
Achievable: Use free tools recommended on Moodle (e.g., Canva, PowerPoint features, video editing basics).
Relevant: Digital creation is increasingly required in academic assessments and is highly valued by employers.
Time-bound: Create these two pieces of work before the Christmas break.


Developing my digital capabilities will have a significant impact on both my academic performance and future career prospects. By improving my information, data and media literacies, I will be able to produce higher-quality academic work based on reliable, well-evaluated sources. Enhancing my problem-solving abilities will enable me to work more independently, confidently handle digital challenges, and experience less stress when using new platforms. By improving my digital creation skills, I can anticipate being able to produce professional, captivating content for future work assignments and academic presentations.

Overall, these skills will make me a more competent and confident learner, while also helping me stand out in a competitive job market where digital proficiency is essential.
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Microsoft Excel has a history that begins with Microsoft’s earlier spreadsheet program, Multiplan, which was introduced in 1982. By the early 1990s, it had become the dominant spreadsheet application and helped establish Microsoft as a major leader in personal computing software (Britannica, 2025). Over many years, Excel has developed into much more than a spreadsheet. It is now a flexible tool that can be used by almost anyone, regardless of their profession or personal needs.
Excel plays a vital role in a wide range of professional environments. In fields such as business, finance and accounting, it is commonly used to prepare budgets, forecast future financial outcomes and develop detailed financial models. Its built-in functions, including SUM, PMT and IRR, enable users to perform calculations efficiently and with a high level of accuracy (GeeksforGeeks, 2025). Because these tools are intuitive and accessible, employees are able to analyse and interpret data effectively without needing specialised programming knowledge.
Managers, marketing teams, and data analysts also use Excel. They can better understand trends and make decisions by sorting, cleaning, and summarising vast amounts of data with the aid of tools like Power Query and PivotTables (School of Coding UK, 2025). Excel can be used, for instance, by a sales team to monitor customer data, compare sales outcomes, or identify the top-selling items. It can also be used by those who work with inventory to monitor stock levels, spot shortages, and project future product requirements (GeeksforGeeks, 2025).
Another strength of Excel is its ability to create charts and visual reports. Excel's graphing tools, dashboards, and sparklines allow businesses to create easily readable visuals that aid in the explanation of complex data (Microsoft Support, 2025). This is helpful for managers who need to show data to senior leaders or teams. Visuals frequently help people comprehend the true meaning of the numbers (10XSheets, 2024).
Microsoft Excel is not just a business tool, many people find it highly useful for managing everyday tasks and personal data (Baba-Mail). One of the most common and practical uses of Excel is personal finance management. Excel's built-in templates and its capacity to classify income and expenses make tracking household budgets, savings, and expenditures simple. For instance, Excel provides free personal-budget templates that enable users to enter income and outgoings, classify expenses, and summarise monthly spending, providing a clear picture of their financial health. Users can automatically calculate totals for several categories (food, rent, and utilities), monitor their spending over time, and compare it with their income by utilising formulas like SUM or SUMIF (Advanced Excel, 2025). Through such tracking, individuals gain insight into spending habits, recognise where money might be wasted, and can plan savings or reduce unnecessary expenditures (Bevwo.com, 2024). It enables planning for events or projects: you may make spreadsheets to coordinate travels, list jobs or supplies for home upgrades, or plan social gatherings – recording what has to be done, by when, and what it will cost (Singh, A., 2022).
Microsoft Excel is an essential tool for improving education and academic development. Beyond its fundamental spreadsheet capabilities, Excel educates students with analytical, organisational, and problem-solving skills, which are crucial for academic achievement (ExcelDelta, 2025). By working with formulas, functions, and built-in tools, students can look into data linkages, do sophisticated computations, and draw evidence-based conclusions, encouraging critical thinking and logical reasoning (AdvancedExcel, 2025). It is very helpful for data analysis and research. Students studying areas such as mathematics, physics, business, or social sciences can record, arrange, and evaluate enormous datasets quickly. Features like PivotTables, conditional formatting, and charts help learners to detect trends, compare results, and visualise findings, making complicated data easier to grasp and analyse (10XSheets, 2024). These abilities not only increase academic achievement but also prepare students for real-world activities that rely on data-driven decision-making.
In conclusion, Microsoft Excel has grown from a basic spreadsheet application into a powerful and versatile tool that supports professional, personal, and academic development. Its wide range of functions has made it essential across many industries, where employees use it to perform calculations, analyse data, create reports, and make informed decisions. Excel’s ability to organise, sort, and interpret large amounts of information, along with its strong visualisation features, enables organisations to understand trends, communicate findings clearly, and plan effectively.
Beyond the workplace, Excel is equally valuable in everyday life. Its templates and organisational tools support personal budgeting, financial tracking, event planning, and general household management. By helping individuals monitor spending, manage savings, and organise tasks, Excel makes day-to-day responsibilities easier to handle and encourages better decision-making.
Excel also plays an important role in education, helping students develop analytical, organisational, and problem-solving skills. Its functions allow learners to work with data, carry out calculations, and present information clearly, making it easier to understand complex topics and complete research-based assignments. These skills not only strengthen academic performance but also prepare students for future careers where digital and data literacy are increasingly important.
Overall, Excel’s flexibility, accessibility, and wide-ranging capabilities make it a key tool for modern life. Whether used for work, personal organisation, or academic learning, it supports productivity, enhances understanding, and empowers individuals to manage and interpret information with confidence.
Microsoft Excel has been referred to as “the best application ever written for Windows” (Excel in a Nutshell).

Below is a budgeting sheet for my family:
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Household 2024 Budget.xlsx
Sheet1



		Month		Income		Wages		Benefits		Other Income		Total Income		Expenses		Rent		Utilities		Food		Transport		Hobbies 		Occasions 		Clothing		Childcare		Subscriptions		Total Expenses		Balance

		Jan-24				200		1436		459		2095				514		170		200		600		150		200		200		240		35		2309		-214

		Feb-24				200		1436		459		2095				514		170		200		600		150		100		200		240		35		2209		-114

		Mar-24				200		1436		459		2095				514		170		200		600		150		100		200		240		35		2209		-114

		Apr-24				200		1436		459		2095				514		170		200		600		150		200		200		240		35		2309		-214

		May-24				200		1436		459		2095				514		170		200		600		150		500		200		240		35		2609		-514

		Jun-24				200		1436		459		2095				514		170		200		600		150		100		200		240		35		2209		-114

		Jul-24				200		1436		459		2095				514		170		200		600		150		200		200		240		35		2309		-214

		Aug-24				200		1436		459		2095				514		170		200		600		150		200		400		240		35		2509		-414

		Sep-24				200		1436		459		2095				514		230		200		1000		150		200		400		240		35		2969		-874

		Oct-24				200		1436		459		2095				514		230		200		150		150		400		300		240		35		2219		-124

		Nov-24				200		1436		459		2095				514		230		200		150		150		600		150		240		35		2269		-174

		Dec-24				200		1436		459		2095				514		230		200		150		150		400		150		240		35		2069		26

		TOTALS				2400		17232		5508		25140				6168		2280		2400		6250		1800		3200		2800		2640		420		28198		-3058





Household income & expenditure for my family -  2024
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As technology continues to change how we live and work,
being digitally competent is becoming essential rather than
a luxury.

Good Things Foundation (2025) Digital Futures for Good: Research Series. Good Things Foundation. Available at:

: 24 November 2025).
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Thank you!

Looking forward to receiving your feedback.





