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Introduction

Digital skills are essential in today's work, expected in virtually all jobs. Confident and accurate use of technology is vital to being able to accomplish tasks efficiently and communicate well (Goldstein et al., 2017). As a Sales Assistant at JD Sports in Cardiff Vardiff Bay Retail Park, I was constantly briefed on many different digital tools throughout the day. In retrospect, it is evident that I have gained a lot of useful digital skills in this experience. Reflecting on those skills, I feel I am the most confident in my skills of helping students develop a clear understanding of the material. My strengths in those skills are that I can help students develop a clear understanding of material, my weaknesses are that I need to improve my ability to diagnose and remedy issues within specific programs that are not in my strengths (Buchanan and Huczynski, 2019).

Digital Skills developed at JD Sports

I gained first-hand experience of a number of digital systems on the shop floor at JD Sports. The most important piece of equipment that I used was the electronic point of sale (epos) till. I used it to process transactions, accept payments by card and cash, give refunds, and use discounts while promotions. Initially it took some focus and attention, but eventually I got quicker and more accurate (McShane et al., 2010). I have been given many responsibilities within the system, for example opening and closing the till, which shows how much confidence I have gained in using the system.
In addition to this, I managed stock using barcode scanners (handheld) on a regular basis. These were vital for receiving deliveries, checking product availability and updating the inventory records. Their use enabled me to learn about something of great importance: the digital system is connected directly to what happens physically in the store. For instance, if the stock is not scanned properly, it can result in incorrect records and ultimately impact sales and customer experience. This helped me to be more aware of the need for accuracy when using digital technologies (West, 2012).
Operational systems were not the only thing I was using daily, I was also using digital communication platforms. The store had a messaging app within the store for communicating shift updates, reminders and sales goals. I also used an online rota system to view my rota and request changes to my rota if necessary. They helped me to develop my communication skills in a professional digital environment, a skill that I'm using in my career at the store and beyond, in most workplaces today (Taula, Brandão and Freitas, 2025).

Working with Data and Basic Computing

While I was at JD Sports, I also had a smidgen of exposure to some basic data handling. The sales data was taken at the end of some shifts, and it was compared with the daily targets. Supervisors primarily dealt with this, but I saw how the data was organised and how it was being used to make decisions, including changes to staffing levels, promotion planning, etc. This was my first experience of seeing how data can be used in the business and how crucial it is to be accurate (Buchanan and Huczynski, 2019).
In general, I can use the computer for everyday activities. I can compose and format documents using Microsoft Word, deal with e-mail, navigate the Internet effectively and organise files. Some experience of using spreadsheets, primarily to enter and sort data. These are fundamental skills, but are vital in many work and learning environments and are the basis of more complex digital skills (Goldstein et al., 2017).

Digital Skills Badges

The Digital Skills badges have been a very relevant experience to complete within this module. It helped me to acknowledge my existing skills and also offered me an opportunity to learn some new skills as well. The badges addressed issues of online communication, digital safety, cloud storage, and data literacy. I found it interesting that many of these skills were ones that I was already utilizing in practice but not formally recognizing as skills (Goleman, 1996).
For example, I didn't think about online safety in a specific way. But, I learned more about issues like using secure passwords, protecting personal information and data responsibly when working through that badge. It has been helpful to me in understanding how to be safe and be effective with digital tools.

Areas I would like to develop are:

I have many practical digital skills which I feel confident in, but there are some things that I would like to improve. An area in which I feel I need to improve is my ability to use the spreadsheet software at a higher level. I can do simple things, but want to learn more complex things like making charts, formulas and present data in a more professional and clearer way. These abilities are especially beneficial for jobs that require data analysis or reporting (McShane et al., 2010.
I would also like to improve my collaborative digital tool usage, such as shared documents, cloud-based tools. Many organisations are now using remote and team working, which is increasingly important to be confident of these tools. If I can improve in this area, it will enable me to be a more effective team member and adjust to other workplaces (Lencioni, 2002.

Conclusion

I have gained a good and practical understanding of digital skills overall, as a Sales Assistant at JD Sports. I have grown confident in my use of EPOS systems, stock management systems, digital communication systems and in general computing software in my day to day working (McShane et al., 2010). The digital skills badges have enabled me to build my understanding and formalisation of these skills and to gain a better understanding of what skills I can develop. I am now looking forward to further developing these skills as I know that it is important to have good digital skills in nearly every job that you do (Goldstein et al., 2017).
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Task 3: The Relevance of Microsoft Excel in the Modern Workplace
Student: Philippa Fitzgerald

Introduction
Among the software programs available today, Microsoft Excel could be regarded as the most commonly utilized program. The software, since its development in 1985, has transformed from a simple spreadsheet program to a full-fledged data management and analysis system that can be used anywhere (Microsoft, 2023). There is hardly a company that does not use Excel for managing data and assisting in making decisions. In almost every area, including healthcare, banking, retail, and education, the program is utilized and plays a crucial role. This paper aims to assess the importance of Microsoft Excel in the workplace and focus especially on my experiences as a Sales Assistant at JD Sports, Cardiff Vardiff Bay Retail Park.

Excel in the Retail Workplace
The first-hand observation of data use at JD Sports provided me with an opportunity to understand the important role played by data in ensuring effective operations within the organization. Even though most of the data used in the company were processed in the back office, the fundamentals involved in the process were basically the same as those applied while processing data in Excel. The managers at the store used the Excel sheets to measure the performance of different departments based on set objectives, compare the daily incomes, and establish staff requirements during peak periods like weekends and sale days (Mayes and Shankland, 2021).
Through my knowledge of Excel, I could have played a significant role in the above processes. For example, preparation of a simple Excel spreadsheet showing sales would help the members of the team to focus on their best-selling products (Harvey, 2022).




 


Example: Weekly Sales Tracker (Embedded Excel Data)
The table below illustrates a basic weekly sales log of the type that could be managed using Excel at JD Sports:
	Product Category
	Units Sold
	Revenue (£)
	Target (£)
	% of Target Met

	Footwear
	42
	£2,394
	£2,000
	119.7%

	Sportswear / Clothing
	28
	£980
	£1,000
	98.0%

	Accessories
	15
	£225
	£300
	75.0%

	JD Exclusives
	10
	£450
	£400
	112.5%

	Total
	95
	£4,049
	£3,700
	109.4%


Table 1: Sample Weekly Sales Tracker — JD Sports (illustrative data)

Why Excel Skills Matter for Employability
According to Burning Glass Technologies (2020), the knowledge of how to use spreadsheets is mentioned in millions of advertisements on a yearly basis in the fields of marketing, operations, project management, and finance. Nevertheless, even where it is not necessary for an individual to be capable of manipulating with data extensively, the employer will want the employee to be able to organize data, make reports and comprehend numbers (Sarkar, 2021). Here Excel becomes quite helpful.
It goes without saying that Excel not only benefits an individual but is also very useful for business. In particular, Excel is used for budgeting, payroll, inventory, and data related to consumers (Jelen and Alexander, 2022). As regards JD Sports, the spreadsheet will help identify which product lines bring the highest revenues and make projections concerning the stocks for the future.

Excel Skills I Have Developed Through This Module
Having earned the LinkedIn Learning Certificate for Excel throughout the process of this module, I am able to operate Excel in ways more complex than entering information only (LinkedIn Learning, 2024). The skills that I have acquired consist of creating organized sheets, formatting columns correctly, utilizing formulas, such as SUM, AVERAGE, IF, and COUNTIF, along with utilizing different chart types for data visualization (Frye, 2021). Moreover, I have been taught to sort and filter through large chunks of information efficiently.
This specific set of skills would be helpful to me regardless of my future occupation choices. Regardless of whether I decide on management in retail or some other profession, the ability to handle data in Excel would be quite useful to me (Reding and Wermers, 2020).


Conclusion
Microsoft Excel undoubtedly belongs to one of the most useful software products that can be applied in today’s working environment. As for data storage, organisation, and analysis, Excel does not have any competitors, and its mastery proves high levels of digital literacy (Alexander and Kusleika, 2022). I have had the opportunity to understand how significant the issue of managing data can be in the realm of retail through my internship experience with JD Sports, and by studying Excel within this module, I will definitely prove myself more valuable to potential employers in the future.
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How | Have Implemented My Learning

Applied Word Skills

Used improved Word
formatting skills to write
professional academic
reports and structure
my assignment
submissions more
clearly.

Used Excel at Work

Applied Excel formulas
(SUM, AVERAGE) to
organise weekly sales
data at JD Sports,
helping me spot
patterns in product
performance.

Created
Presentations

Built more polished and
structured PowerPoint
presentations, using
consistent layouts,
fonts, and colours — as
seen in this very
presentation.

Improved Digital
Confidence

Completed digital skills
badges and LinkedIn
Learning certificates,
giving me documented
proof of my
competencies for future
employers.
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Conclusion & Looking Ahead

This module has equipped me with digital skills that are directly relevant to the workplace. |
have grown from someone who used digital tools instinctively to someone who
understands them strategically.

Next Steps:

» Deepen Excel skills: pivot tables and advanced formulas
* Explore Microsoft Teams and OneDrive for collaboration

* Continue building my digital portfolio for future employers

Thank you for listening.
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About Me & My Role at JD Sports

My Role

Job Title: Sales Assistant
Location: JD Sports, Cardiff Vardiff Bay
Retail Park

My responsibilities included:

* Serving customers on the shop floor

* Processing sales using EPOS till systems
* Stock scanning and replenishment

» Maintaining product displays

* Logging daily sales data

Digital Tools | Used at Work

* EPOS till systems for transactions

* Handheld scanners for stock control
* Internal messaging for shift updates
* Electronic rotas and staff scheduling
* Basic Excel for daily sales logs

These everyday tools formed my digital
foundation before | began this module.




