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[bookmark: _Int_I6IJyT0v]During my time so far at University of Wales Trinity Saint David (UWTSD) I have been taught many digital skills that will help me academically but also through my day-to-day life. These skills help me become more organised and confident on how to use certain tools. These skills also make me more professional and presentable in my work. 
One of the first digital skills I have learnt was how to create and format an email. Though it seemed like an easy task, it was quite difficult being formal and professional in my writing. We had an activity where we had to send a constructed and professional email to our lecturers and our classmates. This task gave us the understanding of how to lay out an email and how to sound presentable through an email.
Another task we had on outlook was to look at the unique features it provides. For example, we learned how to use the  calendar feature. This feature allowed me to create a meeting with my lecturer and set a date, time and place for the meeting. This tool is helpful for organising meetings or deadlines through email. 
We then went to look at how AI can help us academically. We did this by using the ChatGPT engine. We had a task to search up famous people and see what the AI responds with. What we saw was an instant reply of information which was very time managing because I did not have to search and find the information myself. However, there were some concerns seeing that sometimes AI was relying on information from Wikipedia which is not a reliable source for information. This shows us that AI can be useful with research but also you must be careful that the AI gives credible and reliable sources.
[bookmark: _Int_Z7pnOAdh]Lastly, we looked at the different tools that Office 365 has to offer. We looked at Microsoft Word which was extremely useful to go over because this is the tool that will help me write essays and assignments through my academic journey. We went over how to create CV’s and reports. This will help me when I need to create a CV or a report so I can have the knowledge and understanding of how to create one. We also looked over Outlook and Microsoft Teams. These are great tools used for communications and creating meetings. 
 During the lesson we talked about the PowerPoint tool which was helpful considering I have an assignment to create a presentation. This was helpful to see how the tool works and the distinctive features it provides for me to create a professional presentation.
To conclude over the past 4 weeks, I have gained a strong amount of knowledge and understanding of the different digital skills that will not only  help me succeed in this course but also support my personal and professional growth in the future. These skills will help me stay organised, communicate constructively, and stay professional throughout my educational path.
