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Reflective Report on My Digital Skills:
It has become essential to develop strong digital skills for navigate through education , and on a daily base life in a world where technology has been rulling the world and where it’s developing sky rocket over the past decade. I have been engaged in activities with the purpose was tot understand more clearly and also improve my digital skills using digital tools to navigate more easier through out education to learn new skills and adapt into a world ruled by technology in order to achieve succes. This experience has helped me gain a more clearer view and understanding on my strength and weakneses, identify areas for development, and explore new digital tools such as JISC Discovery Tool that can improove my identity as an individual as acumulating new information and learn more knowledge.         The JISC Discovery Tool evaluates digital capabilities across several categories such as information literacy, data literacy, digital wellbeing, productivity tools and also employability skills. Before I started doing my work on the assessment, I was pretty confident in my digital skills until I faced the reality wich was not as I expected because over the past decade technology advanced and so does the digital tools aswell. However this tool provided me with a much more clearence overview of my skills and both my strengths and weaknesses that I didn’t even realised how important it is to be up to date with everything that is going on, especially education.								       Acording to my JISC Report, one of my strongest areas are digital comunication and collaboration, wich demonstrate that I have confidence when using digital platforms such as social media as in email, facebook, instagram, shared documentrs, and online discussion spaces. The tool also helped me improve my ability to adapt to new envoirments when using communication tools, wich are very important in this new era where the digital comunication and colaboration is essential.										            What is also based on my results, the JISC Discovery Tool recommended using and following several learning pathways wich helped me understand a little bit more of the importance on digital tools especially in this digital world we live in. I’ve only followed a few of introductory courses where I’ve got to get my certificates and badges wich represent my progress and give me a clear vision of my goals and of what I need to do in order to continue my digital development and achive succes. Completing this first assessment has made me be more aware of how essential and vital are all these digital tools wich is not only for academic success but also for long-termn employability as in being a good employer. In today’s new age employers expect individuals to navigate through out all the digital systems condifently and effectively, manage data responsibly, and adapt easy toemerging technologies. The JISC tool helped me reflect on where I currently stand, where and what I need to improve in order to remain competitive and capable in a world that keeps updating swiftly.									   As I am working on my assessment, looking ahead to the future, I plan to continue on the recommendations from the JISC tool, I am aiming for improvement on my digital skills by learning more informations about digital tools and how to properly use them, tools such as Excel, PowerPoint, Word, and basic working in developing much more healtier habits for my digital wellbeing. I also plan to complete more of the recommended JISC modules and earn more additional digital capability badges and certificates in order to strengthen my digital portofolio.                                       In conlcusion, using the JIST Discovery Tool has been a valuable and a revelation experience because of what it has to offer. It helped me see clearly my digital strengths, recognise areas where I should work on improving, and set practical goals for my future development. The personalised feedback and recommended resources have given me a clear direction of where I should be more focused on as in improving my digital capabilities as long as technology continues to shape our future, improving and working these skills is vital in order to achieve succes, and this tool has been providing me a strong foundation my digital development.

These are my BADGES:
[image: Digital_Communication,_Collaboration_and_Participation_badge][image: _Digital_identity_and_wellbeing_badge][image: Digital_learning_and_development_badge]
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These are my certificates from Linkedln Learning for Office365:
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Essay on Relevance of Excel in professional and personal life.

In today’s days swiftly development of digital world, to be able to understand, and manage data is one of the most vital and essential skills for both professional and personal life as in individuals and organisations. Microsoft Excel is one of many digital tools that it has been developed to support these essential skills that we need to achieve success in our both professional and personal life and it has been one of the most used, helpful, and also powerful digital tool of them all.                  Its importance in the modern era stems from its accessibility, flexibility, analytical capabilities, and strong relevance across almost every sector of society (Frye, 2022). Since it has been launched, this digital tool platform has grown far beyound a simple spreadsheet program and has become the most needed digital tool because of it data analysis, financial planning, business management, and everyday problem-solving. 										    Its importance and the greatest strengths of Excel stand in its capability to organise and manage data efficiently in a world where’s constantly developing and updating by each day that is passing. Today’s modern world, information is produced at an very extraordinary rate, and individuals aswell as businesses needs something clear, practical, and effective to store and analyse all the information they need. This digital tool provides with a clear, very well structured grid system that allows its users to sort, and manipulate its data very easy, whether dealing with personal finance spreadsheets, school assignments, or large-scale company databases, Excel helps them organise information in a logical and accessible structure and format. It has features such as conditional formatting, data validation, and sorting tools that allows its user to highlight key patterns, and avoid errors for their work proccess. This ability to turn raw information into meaningful structure is essential in today’s data-driven environment (Powell, 2017).					                    Beyond the basic and normal organitation, this digital tools offers a wide range of analytical functions that make it such an important digital tool for decition-making. Modern businesses rely much on the data analytics to improve efficiency, and identify strengths and weaknesses in performance in order to achieve success. Excel suppoers this through hundreds of built-in functions including SUM, AVERAHE, COUNTIF, VLOOKUP, XLOOKUP, INDEX-MATCH, and PivotTables (Winston, 2016). All these functions mentioned earlier allows its users to break down on complex information into meaningful categories very swiftly, and reveals important patterns that they might to get go unnoticed and this this type of analysis is essential for big and important industries such as finance, marketing, education, logistics and many more others that can help overall the world to improve and organise more in order achieve success.						 Financial analysis is one of the many areas where Excel plays a particularly and very significant role. Its ability to link formulas across worksheets make it possible to create dynamic financial systems that update automatically whenever data changes (Reding and Wermers, 2019). Every organisation, they all are using Excel to create financial models, monitor their avenue cash flow, and plan future budgets and that is why it makes it such an important digital tool. 	 				 Another relevance that makes Excel to remain important even in the modern era is its role in data visualisation. Its increasing reliance on visual communication, charts and graphs have become the most essential tools for keeping information	organised quckly and clearly. Excel offers numerous visualitation options, includin bar graphs, line charts, scatter plots, pie charts, and advanced options like sparklines and heat maps (Powell, 2017). All these visuals allow students, and professionals to present their findings in a way that is very ease to understand and accessible for everyone. Effective data visualitation is essential in presentations, academic research for education, business meetings, and in public communicatiuon so therefor this digital tool is not only enablying its users to analyse their data but also enables them to communicate insights clear and effectively.						   In additional, Excel is a highly accesible and user firendly digital tools which is realy important in today’s new digital era. Its mostly part of the Microsoft Office suit, which is the most in educational institutions, workplaces, and actually even in homes. Students are more often learning Excel in school ore college, making it a foundational digital skill that supports future employability (Jisc, 2023). Its interface makes it suitable and prefect for beginners to learn more practical, while its deeper functions looks like it cater to advanced users and this broad usability has helped Excel maintain its relevance despite the emergence of more it as a standart digital tool for training collaboration. There are a lot of modern versions of Excel that also support automation and advanced data processing with tools such as Power Query, Power Pivot, and Visual Basic, for Applications, users can automate repetitively their tasks, combine large datasets, and create customised tools for complex processes. Thee advanced features allow this digital tools to compete with more complex data-analysis softwares, making it a very valuable digital tools for its users who need powerful functionality without the steep learning of programming languages or other tools. The educational area benefits a lor from this digital tool as in teacherss it is using Excel for grade tracking, lessons planing, and data analysis in order for students to progress, where students also use Excel in ordeer to complete their assignments, conduct research, and develop essential and vital digital skills sets that will support them and also helps them in their academic, profesional, and personal matters.							   In conclusion, Excel is one of the most important and relevant digital tool of them all and its continues to play a critical role in this new modern world where the technology is constantly developing due to its accessibility, analytical power, and relevence across multiple industries and areas. It allows users to organise data, analyse very complex information, and collaborate effectively. As technology continues to evolve, Excel’s adaptability ensures that it will remain an essential skill for education, employment, and lifelong learning (Zandbergen, 2013).
Embed Excel here:
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				January		February		March		April		May		June		July		August		September		October		November		December

		Income

		Wages		£1,675		£1,544		£1,877		£2,760		£1,750		£1,935		£1,875		£1,975		£2,225		£1,877		£1,776		£1,588

		Student Finance		£925		£925		£925		£925		£925		£925		£925		£925		£925		£925		£925		£925

		Total		£2,600		£2,469		£2,802		£3,685		£2,675		£2.860		£2,800		£2,900		£3,150		£2,802		£2,701		£2,513

		Expenditure

		Rent		£875		£875		£875		£875		£875		£875		£875		£875		£875		£875		£875		£875

		Council Tax		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

		Gas		£75		£75		£75		£75		£75		£75		£75		£75		£75		£75		£75		£75

		Electric		£75		£75		£75		£75		£75		£75		£75		£75		£75		£75		£75		£75

		Wi-Fi		£35		£35		£35		£35		£35		£35		£35		£35		£35		£35		£35		£35

		Home Insurance		£29		£29		£29		£29		£29		£29		£29		£29		£29		£29		£29		£29

		Car Insurance		£128		£128		£128		£128		£128		£128		£128		£128		£128		£128		£128		£128

		Fuel		£100		£100		£100		£100		£100		£100		£100		£100		£100		£100		£100		£100

		Phone Bill		£23,50		£23,50		£23,50		£23,50		£23,50		£23,50		£23,50		£23,50		£23,50		£23,50		£23,50		£23,50

		Food		£300		£300		£300		£300		£300		£300		£300		£300		£300		£300		£300		£300

		Cat Food		£125		£125		£125		£125		£125		£125		£125		£125		£125		£125		£125		£125

		Cat Insurance		£40		£40		£40		£40		£40		£40		£40		£40		£40		£40		£40		£40

		Savings		£200		£200		£200		£200		£200		£200		£200		£200		£200		£200		£200		£200

		Car Tax		£20		£20		£20		£20		£20		£20		£20		£20		£20		£20		£20		£20

		Total Expenditure		£2025.50		£2025.50		£2025.50		£2025.50		£2025.50		£2025.50		£2025.50		£2025.50		£2025.50		£2025.50		£2025.50		£2025.50

		Total Left Per Month		£574,50		£443,50		£776,50		£1,659,50		£649,50		£834,50		£774,50		£874,50		£1,124.50		£776.50		£675.50		£487.50
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» Infroduction: By the end of week 1 we got to be able to navigate through
confidently for course materials and subbmissions. We learned how to access and rmitfin
for assignment submissions, understand the module structure, assignments and as Nt

criteria, complete the JISC Discovery Tool assessment, set up and access Office 365 products
and understand the digital skills development pathway.

» Outlook & Task Management: By the end of week 2 we got to learn how to

navigate Microsoft Outlook efficiently and professionally, manage our inbox using rules, folders
and organisation strategies, how to create and manage calendar events with reminders and
invitations, how to use Outlook’s task management features effectively and how to add
assignments deadlines 1o our Outlook calendar.

» Artificial In’relligence: By the end of week 3 we got 1o learn how Artificial Inteligence

works and what are the pro's and con's. Three perfect examples of pro's are that some of
them Artificial Inteligence welbsites are free 1o use, they provide specific responses, can
generate long or short form texts and helps with problem-solving. Some of the con's are that
may occasionally generate incorrect information, may occasionally produce harmiul
instructions or biased content and there is imited knowledge of world and events after 2021
because it is updating constantly.





» Microsoft Office 365: Thorugh out the course we got to learn how to use
Word confidently and effectively, how to create clear, well-structured, and profe Ily
formatted document, how to apply formatting, referencing, and collaboration to support
academic assignemnts, how to prepare high-quality professional materials such as CVs, cover
letters, and reports, and also how to organize and present personal projects with clarity and
consistency.

oft

» PowerPoint: By the end of week 6 we went through PowerPoint and got tfo learn how to
use the key tools and layout options available in Microsoft PowerPoint, how to integrate
transitions, animations, and multimedia effectively into presentations, how to record and
export PowerPoint presentations in PPTX and PDF formats, and by the end of the session we
learned how to design a 5-slide presentation and present it using Presenter View and
PowerPoint Live in online settings.

» Excel: By week 7 we got to talk about Excel and what are the objectives behind this Digital
Tool such as how to understand the different types of data analysis and their uses within a
business context, how to use basic features in Microsoft Excel and how to interpret data for
strateqgic, tactical and operational decision-making.





» Microsoft Forms: By week 8 we digged in Microsoft Forms where we aime
about Questionnaire Design and how to increase knowledge of what is questio
design and how to create and use one affectively. We have covered question
question wording, question order, length, layout and formating, pretesting and ethical
considerations. We also had to make a feedback questionnare wich you can scan it
through the QR code from the last slide.

d out

» LinkedIn Leorning: By week 9 we got to get through Linkeldn Learning and learn that
it is an online educational platform offering a vast array of video courses across business,
creative, and technical disciplines;these courses are delivered by industry experts and are
designed to support both professional and personal development; and also the platform
provides users with acces 1o a wide range of courses taught by industry experts, with many
new courses added weekly.
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