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Digital Skills Portfolio Reflection

Hi, I'm Hajie M Sidibeh and I would like to talk to you about my digital skills portfolio. This collection showcases various works I have completed during the course of the module. These assignments illustrate the progress I have made in terms of my digital skills as well as showcasing the confidence and range of digital tools that I feel ready to use!
The first task in my portfolio is the Digital Skills Task 1 where I was asked to take screenshots of several digital tools that I use on a regular basis and explain their uses. These tools included, among others, WhatsApp, Google, YouTube, Google Maps and AI-based tools. I did a short reflection too, describing how these technologies facilitate my communication, learning, moving around, and finding of information. I felt that my life had benefited much from digital technology and that I still had a long way to go in terms of digital skills development.
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The second assignment was the Business Digital Task where I was to do a weekly sales report for the Valley Coffee Company. I used Microsoft Word to make sales data tables, analyse the results and write recommendations. According to the sales report, Latte was the most-selling item and Hot Chocolate the least popular one. In doing this task, I got a clearer picture of how digital documents can help to clearly and professionally transmit a business message.
[image: ]














Yet another feature of my portfolio is the Decision and Iteration Log where I have set out the reasons I went for MS Word, how I arranged the data, the aspects that I thought of getting better, and the ways in which feedback from the tutor and the classmates contributed to the improvements. It has proved that I am capable of reflecting on my own work and altering it in order to arrive at a better final product.
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During all these activities, I gained quite an array of digital skills. For example, using Microsoft Word for document formatting, tables building, and information management, I made huge steps towards producing professional documents. I also sharpened my ability to find resources online, use digital communication tools, and work with geolocation and AI tools, which are quite different aspects.
Moreover, these tasks helped me with my general organization, attention to details and problem-solving skills.
It was quite an easy-going part at the very start. When I first tried to format documents professionally or give a clear present of a topic, I felt very unsure of myself. The main issue to me was that I could not figure out how to do things correctly, particularly when it came to handling the layout of data and writing reports that were neat and attractive. It was something that took time to do: knowing when and how I could incorporate my own views into a discussion and taking feedback seriously.
At the present moment, a large chunk of these things that previously required quite a bit of help or support from colleagues can be undertaken by me on my own. Not only that, but I can also design nicely formatted documents, convert tables from the raw data, and highlight main points while simultaneously getting the most relevant and trustworthy sources online and using such services as Google Maps, YouTube, AI programmes, and digital communication platforms. On the whole I'm happy that, thanks to the regular practice, now I am quite confident of being able to use a word processor, MS Word, for both academic and business writings without much guidance!
Digital Skills will greatly help me in my school work by enabling me to prepare the work quickly, perform research, and show data in a clear way. They will be equally important when I enter the job market as employers are expecting employees to be able to work with digital technologies such as communication, reporting, and problem-solving.
At the same time, these skills also come in handy in my daily life by helping me stay in touch with my family and friends, travel a lot and even find information quickly and also keep up with new skills through the use of online sources.
To sum it up, this course has definitely contributed to making the student very at ease when utilizing the digital tech. The student has picked up hands-on skills that can be put into the learning, the job market, and also in everyday routines. The student also thinks that these improvements should keep on paying off as he/she advances both in personal and professional life.
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Part 1: Digital Artefact — Valley Coffee Co. Weekly Sales Report

1. Introduction

“This report details the weekly sales figures of Valley Coffee Co. I aims 1o explore
the performance of products and pinpoint the best and least seling items over the week
To back up the decision-making process and map ou the fuure, the data i laid out in an
easily understandable manner.

2.Weekly Sales Data

Sales Summary Table

[Product [Fotal Sales
Catie [z
[Cappuccino 5
e 5
[Amercano 27
ol Ghocolate [is

‘The weekly sales data were analysed in order 1o ascertain the fotal number of
products sold during the week. Results of the analyses show that Lafte was the most
favourite product a it achieved 42 sales. Cappuccino was the second mos popular fem
with 38 sales, folowed by Tea with 33 sales. Americano scored 27 sales, whereas Hot
‘Chocolate was the one wilh the lowest sales at 19. On the whole, coffee-based drinks
were the ones producing the highest sales figures which is an indication of strong
customer demand for these products.
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Part 2: Decision and teration Log

1. Why | Chose Microsoft Word

Iselected Microsoft Word s s incredibly user-friendly software that can help you
assemble lucid reports that blend text, tables, and straightforward formatting.

Word fumnished me with a neat medium to showcase the sales data of the week
such that Mr. Habib would be able to comprehend the sales figures at a glance. Besi
I referred to Microsofts Support documentation on how to work with tables in Word, which
explained how tables can facilitate the reading and comparison of data

s,

2. Information Used

The weekly sales data suppiied by Mr. Habib was used in the compilation of the
following:
> Late
Cappuccino
Americano
Tea
Hot Chocolate
I calculated the overall sales for each produ
figures from each day.
The result of the summing-up revealed that:
> Latte was the most popular selling product with 42 sales.
> Hot Chocolate was the least popular selling one with 19 sales.

>
>
>
>

the week by summing up the sales

3. How | Created the Digital Artefact

> Initially, | created an empty Word document

> I manually inputted the sales data in a table format.

> Subsequently, | summed up the individual daily sales figures of each product to
arrive at weekly totals.

> Forthe convenience of the readers, | marked the highest and the lowest totals for
easy identification.

> Abrief note regarding which product ran out of stock first and which product sold
the least was connected to the data.

> To sum up my day, | double-checked the numbers to confirm that they were
precise.

4. Changes and Improvements Made

« I videned the columns because the table initially seemed packed

« For easier reading, | formatted the main headings as bold

« o make the header row visually pop, | went with a shading color

« I rearranged the data so the totals were more visible

« lincorporated a summary part at the very end of the report to clrify what the main
conclusions were.

4 5. Feedback Received and Applied

My tutor advised me to enhance the reports readabilty.
One classmate thought it would be helpful to highiight the major results more
effectively.
Taking these comments into account:
« Irefined the table layout.
« I bolded the text of significant outcomes.
« I provided a more explicit summary of the results





