	
	
	



   
[bookmark: _Int_z0to04M1]     I want to share my portfolio for this assessment which shows a spreadsheet, word document, a power point slide, a simple example of the outlook calendar, and the university app.
[image: ]      1.the first picture shows the university app which I use here to communicate with the support team to solve a problem, also I use it in different ways that help me in my studies like research,    contacting my teachers and submitting my work.          [image: ]     2.Second tool and skill used is a picture of my outlook calendar      app, and really this tool helps me a lot in my daily basis activity and I am very happy because I am new in using it and it makes my life easier by letting me organize my daily appointments, events and dairy. 
[image: ]           [image: ]               3.The third picture is a part of my work in charts and schedules which I used as an Excell tool.
This tool helps me in my work in numbers and calculations in a very easy and simple way which saves me a lot of time and effort.
[image: ]   4.The fourth tool is my favorite one because with this tool I can easily do my reports, edit and organize my work in my chosen way. This tool is Microsoft Word for me. It is a magic tool and one of the best Microsoft tools.
[image: ]5.The fifth tool used is the power point, also this tool is very useful because it can do the same work of the word tool and in addition, we use it also in adding pictures and making presentations.
Finaly I can say that using this tools was very hard for me in the beginning of my study, but now I feel more confident using it helped me a lot now in my academic studies and in my daily basis life activities, I will not forget to tank my teacher who helped me a lot to reach this stage in my digital skills studies.  
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You 19
To Birmingham Student Engagement Team

Hello dear,

Yes please | wish you to continue processing my
request about moving from group 4 afternoon sessio
to the morning sessions same days Sundays and
Thursdays,yes please do.

Thank you so much for your help.

Kind regards.

New Message |

Birmingham Student
20
Engagement Team
To You
Hi Tarek,

Thank-you for letting us know about this,

You will in this case remain on the timetable waiting
list.
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In n, good communication in
an organization between managers and
employees  reduces  wasting time,
work problems, and making work go smoothly
and easily.

According to (workplace communication,179-
192,2019), that in

workplace communications such as feedback,
social support and relational competence,

working through these Levels of
analysis supply the necessary information to develop a
good working environment. (Leena Mikkola,

Taria Valkonen,2018).

And according to (European journalist 2023), good
communication methods boost staff performance and
team building. (Bates,2023).

Atso, according to
European journalists with good communication,
companies establish a peaceful and diverse wor
Wwhere workers of all generations can flourish.
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Staff Training and Development

1. Overview
The organisation has carried out a review of its current approach to staff training and
development following recent changes to working practices. The review focused on how
new staff are supported during their first months in the organisation and how existing staff
access ongoing training opportunities. Feedback collected internally suggests that while

training resources exist, they are not always easy to locate or clearly structured.

The review also examined how training responsibilities are shared across teams. In some
areas, managers take an active role in supporting development, while in others
responsibility is less clear. This inconsistency can lead to uneven experiences for staff

and may affect confidence, performance, and retention

2. Training access and materials
Another area explored during the review was the use of digital systems to deliver and
record training. Staff reported that some systems are difficult to navigate and that
guidance on how to use them is limited. As a result, some training activities are not

completed consistently or recorded accurately.

Internal data collected over the last six months highlights the most common areas where
staff have requested additional training or support. These requests relate to both
technical skills and workplace processes and suggest a need for clearer communication

and better access to learning materials.

Figure 1- Number of Requests
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