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1. Introduction. 
The purpose of this report is to address or find out how digital skills are useful in the workplace and in studies. This report examines data collected through a survey and questionnaire distributed to students at the University of Wales Trinity Saint David (UWTSD). It has been shown that digital skills play a significant role in the world of work and education. The term digital skills "describes an essential set of skills in our connected world. These are the skills that you need to use computers and other digital devices to access and manage information. Basic digital skills are increasingly seen as being as important as basic literacy and numeracy skills, because they underpin so much communication and interaction in today’s world." Digital skills are also defined as the ability to find, evaluate, use, share, and create content using digital devices, such as computers and smartphones.  
College students and workers have the capacity to develop numerous virtual with a purpose to be beneficial to their studies and work. Examples of some digital skills may be cited as follows;
•	capability to apply Microsoft phrases for document writing.
•	Networking the usage of Microsoft groups
•	Information or record sharing the use of outlook.
While some virtual gear can be;
•	Microsoft word
•	Microsoft PowerPoint
•	Microsoft excel
•	Microsoft teams
•	Microsoft OneDrive
•	Moodle
•	Outlook
•	Zoom
•	WhatsApp
The above-mentioned tools are important in work surroundings and in universities. College students and employees can use this equipment to perform undertakings more correctly and effectively to satisfy required levels of requirements. The following phase will spotlight the significance of virtual competencies and tools to college students and employees. 

1.1 Importance of digital skills
•	The usage of digital tools boosts confidence in performing diverse within professional environments such as the workplace. 
[bookmark: _Int_xEoU1fSj]•	Due to technological modifications inside the enterprise and education world, the potential to apply digital talents makes workers and college students benefit new units skills that may lead them to employable in numerous jobs. 
•	Different types of complicated calculations may be done effortlessly using digital skills such Microsoft Excel.
•	Distance limitations can be broken with the use of connecting digital tools such Microsoft teams, WhatsApp, Zoom. 
· Lack of creativity can be managed by using digital tools such as Microsoft PowerPoint as it has a range of design and layout features.

2. Research design 

This research is primary research that objectives to research the importance of virtual abilities for UWTSD students. The research design adopts a quantitative research method to obtain the purpose and goals of this research. In the use of quantitative research approach, questionnaire changed into designed and dispensed to UWTSD students. Along with the purpose of understanding the research design for this research a definition of number one research could be supplied.
“Primary research is a research method that relies on direct data collection, rather than relying on data that’s already been collected by someone else. In other words, primary research is any type of research that you undertake yourself, firsthand, while using data that has already been collected is called secondary research.” (Tegan George 2023) 
Tegen George (2023) also describes secondary research as “a research method that uses data that was collected by someone else. In other words, whenever you conduct research using data that already exists, you are conducting secondary research. On the other hand, any type of research that you undertake yourself is called primary research.”
Some of the clear differences between primary and secondary research are:
	Primary research 
	Secondary research 

	Real time data- the data that you first find 
	Past research- data that has already been collected

	Accurate findings and conclusions 
	Bias and unethical results 

	Original data and sources 
	Used data 






2.1 Research question 
Which digital tool is most used by students at UWTSD? This is the aim of the research.
The most digital tool used by the students is OneDrive as everything that the students produce is stored there. 
Digital skills are important for any professional environment such as school and work. Learning essential digital skills is the first step towards new things. 
Digital skills are needed because they can boost your confidence in using technology for schoolwork, learning and daily life. 
Find information on the internet and understand and be responsible online how to be safe. Email, messaging, and social media are used to communicate socially and professionally.
  Digital skills are important for personal and academic tasks, using devices such as a computer, tablet, or a mobile phone.

2.1 Method 
Survey- to find out the most used tool by the students at the uwstd university, we have made a survey based on digital tools. The survey contains open and closed questions along with rating and scale options.
Quantitative research- " Quantitative research is expressed in numbers and graphs. It is used to test or confirm theories and assumptions. This type of research can be used to establish generalizable facts about a topic. "
Several types of quantitative research are:
· Survey research 
· Descriptive research
· Experimental research
· Correlational research
· Casual- comparative research
Raimo Streefkerk (2019) explains the difference between quantitative and qualitative research as Quantitative research is expressed in numbers and graphs. It is used to test or confirm theories and assumptions. This type of research can be used to establish generalizable facts about a topic. Common quantitative methods include experiments, observations recorded as numbers, and surveys with closed-ended questions. Quantitative research is at risk for research biases including information bias, omitted variable bias, sampling bias, or selection bias. Whereas Qualitative research is expressed in words. It is used to understand concepts, thoughts, or experiences. This type of research enables you to gather in-depth insights on topics that are not well understood. Common qualitative methods include interviews with open-ended questions, observations described in words, and literature reviews that explore concepts and theories. Qualitative research is also at risk for certain research biases including the Hawthorne effect, observer bias, recall bias, and social desirability bias.
[bookmark: _Int_LV6YGcSO]In quantitative research there are a variety of different data collection methods, but I have chosen to use a questionnaire to gather all the information that I need to analyze and draw a conclusion from. In order to create the questionnaire, I used office forms to design it. The questionnaire has closed, opened, rate and scale questions.

2.2 Ethical considerations 
•What are ethics?
•Ethics are " a set of moral principles: a theory or system of moral values". 
•Why are ethics used for?
•Ethics are used to decide if the procedure that will take place is comfortable and fair in all aspects for the participants that will take part in completing the tasks.
•Why is ethics consideration important?
•Taking ethics into consideration and applying them is important as the procedure deeds to be planned to respect the dignity, rights, and wellbeing of the participants. It is necessary to ensure that their privacy is protected.
3.Results 
This section will outline the results derived from the data collection for this research. Results will be presented using basic statistical analysis. These will be visualized in graphs, bar charts, pie charts and tables.

1.What is your age?
[image: ]
Figure 1 – as you can see, most of the people that have completed the questionnaire is between 25-34 years old. This is a good thing as we have the same age group at one place.


2. Do you use digital tools for your student work?
[image: ]
Figure2 – in figure 2 we can clearly see that all the students that have answered this question have declared that they do use digital tools daily for their schoolwork.

3. Which digital tool are you most confident in using and why?
This was an open question, but the most common answer was Microsoft word. In this question because it was opened, the students had no limit on what to answer or say and they could have listed any tool, but they chose to put up Microsoft word. This shows that Microsoft word is easy to use and access.

4. In your opinion, how important is the use of digital tools?
[image: ]
Figure 4 – figure 4 we can see that 90% of the students rated the importance of digital tools using a 5 which is the top mark you can rate.


5. Which digital tool do you use the most?
[image: ]
Figure 5 – in this figure we can see that outlook is ranked first, right after comes OneDrive, PowerPoint MS word and lastly MS teams. This suggests that outlook and OneDrive are the most used digital tools.

Conclusion 
After analyzing the data that I have gathered in this research I have concludes that all digital tools are important and used by students for their work but the digital tools that have a bigger capacity such as OneDrive comes first before any other as it is very important for its use of storage of files and documents.
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