[image: A close-up of black text

AI-generated content may be incorrect.]


Module Name: Digital Skills for Personal Development and Business Growth
Module Code: BMSW4008
Assignment Title: Portfolio
Student Name: Rosana Gomes
Student Number: 2518986
Lecturer: Scott James
Deadline: Monday 16th March 2026



AI Acknowledgement Statement:
Examples of statements If you have not used AI
I confirm that I have not presented any AI generated materials as my own work. 
I confirm that I have copies of my drafts, notes, and other resources I used, which I may be asked to provide in evidence.
Examples of AI statements if you have used AI
I acknowledge the use of Grammarly (https://www.grammarly.com/) on Date to check my work using the prompt(s): 
1. Please check the following text for readability, grammar and syntax. 
I confirm that I have not presented any AI generated text as my own work. I confirm that I have copies of my drafts, notes, and other resources I used before, and after the use of AI tools which I may be asked to provide in evidence.


Table of Contents
Task 1: Assessment of Digital Skills and complete the digital skills badges	3
Introduction: Significance of digital skills	3
Summary of the JISC Digital Capability Tool	3
Brief overview of the JISC outcomes	3
Reflection and conclusion	5
References	6
Task 2: 4 LinkedIn Learning Certificates	8
Outlook Certificate	8
Word Certificate	8
PowerPoint Certificate	9
Task 3: Relevance of Excel	11
Introduction	11
Uses of Microsoft Excel	11
Reflection and Conclusion	13
References	14
Task 4	15



[bookmark: _Toc224153281]Task 1: Assessment of Digital Skills and complete the digital skills badges
[bookmark: _Toc224153282]Introduction: Significance of digital skills
The term digital skill refers to one’s ability to use digital technologies for learning, work, and other purposes in daily life. In the academic domain, students rely on digital tools for having virtual learning experiences (Kovtoniuk et al., 2022). Also, the independent learning of students is supported by the use of digital tools. In the professional field, digital skills help promote one’s employability. In this era of digitalisation, employees are needed to communicate with one another through digital channels (Meier et al., 2022). Therefore, it is important that employees keep learning the use of digital technologies to progress in their professional journey. Overall, having digital skills may help one enhance one’s career growth and development (Stofkova et al., 2022).
[bookmark: _Toc224153283]Summary of the JISC Digital Capability Tool
One uses the JISC Digital Capability Tool as an online self-assessment portal to assess one’s digital skills (Jisc, 2026). With the completion of such an assessment, key skills required for digital learning and growth can be identified. I have used the same self-assessment tool to find out my existing digital skills and knowledge. In addition to this, I have come to identify areas where I need to put extra effort to improve my digital skills. In the online self-assessment, I discovered a few questions to answer regarding my confidence level in using digital tools. After I answered all the given questions on the JISC portal, outcomes were generated in the form of a graph.
[bookmark: _Toc224153284]Brief overview of the JISC outcomes
The results from the JISC portal showed that my strengths lie in areas such as information literacy, digital communication and productivity. These strengths signify that I am good at using digital tools for academic work. On the other hand, digital communication can help to communicate and collaborate effectively in a workplace where there is extensive use of digital tools. However, below is the graph generated from the JISC portal.
[image: ]
My strengths
As shown in the above figure, digital communication is one of my key strengths or digital skills. The ability to use digital tools, such as email and other virtual platforms for communication as well as collaboration, is known as digital communication (Putro, 2023). I use email and Microsoft Teams to hold interactions with my peers. Additionally, I take part in online debates through online platforms. The application of these tools makes sure that I can communicate quickly and accurately.
Information literacy is another strong point of mine, as depicted in the above graph. It is referred to as the ability to search, analyse and use digital information (Dadakhonov, 2024). In the field of academia, students need to have information literacy to be able to have success in their academic journey. As a student, I need to use Google Scholar and the library database of my university to look for different journal articles and books. I am sanguine that these practices have helped me improve my information literacy a lot.
Areas to work
I have found that digital well-being is one area where I need to pay attention. Digital well-being is referred to as the impact that digital technologies have on an individual’s mental health (Smits et al., 2022). Students are prone to face tiredness and irritation as they spent excess time on digital screens. As I need to spend hours on digital devices for study purposes, this often leads to mental fatigue and loss of focus. Apart from digital well-being, advanced digital problem-solving is another area where I need to improve. I have struggled whenever I tried to use any new digital devices. Therefore, to improve, I may consider using new tools for communication as well as collaboration.
SMART goals
	Specific
	Measurable
	Achievable
	Relevant
	Time bound

	Improving my digital wellbeing
	Use of a screen-time tracking app can help measure progress
	Taking 10 minutes break every hour during online study can help achieve this goal
	This goal is relevant to promote my focus, concentration, power and mental health
	It may take around 2 months to achieve this goal

	Strengthening my advanced digital problem-solving
	Frequent use of new digital tools and software may help gauge improvements
	Continuous learning and testing new digital tools may help achieve this goal
	It is relevant for my professional growth
	I may achieve this goal within 6 months by learning to use new digital tools, though it will be a lifelong process to keep learning new tools



[bookmark: _Toc224153285]Reflection and conclusion
I conclude that improving my digital skills can facilitate my professional growth. Having knowledge of advanced digital problem-solving, it may be possible to adapt quickly to new forms of digital tools. Improvement in the domain of digital well-being may help me improve my mental well-being. In this way, it may be possible to better handle my workload. 
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[bookmark: _Toc224153287]Task 2: 4 LinkedIn Learning Certificates
[bookmark: _Toc224153288]Outlook Certificate
[image: ]
Microsoft Outlook helps with sending and receiving emails while monitoring the progress of tasks. I have gained the knowledge that with this digital tool, I may easily create and schedule vital tasks. Now I use Microsoft Outlook to schedule my assignment submission while keeping track of my progress in studies. 
[bookmark: _Toc224153289]Word Certificate
[image: ]
This LinkedIn course, based on Microsoft Word, helped me realise that the same tool can be applied for writing and keeping notes. There are many formatting functions, starting from adding borders to page numbers in MS Word. I can use this application to submit my assignment online. I am sanguine that this knowledge will help me further improve the quality of my assignments in terms of presentation.
[bookmark: _Toc224153290]PowerPoint Certificate
[image: ]
I had knowledge of how to use PowerPoint, but this course helped me learn something extra. I was not aware of the techniques to add various designs to PPT slides. In addition to this, the formatting of background slides was something new to learn from this course. Learning from this will be used in my academic career to create attractive PPTs. 

[bookmark: _Toc224153291]Task 3: Relevance of Excel
[bookmark: _Toc224153292]Introduction
Microsoft Excel is an important digital tool used for calculations of various kinds. Being one of the software under Microsoft Office, Excel helps users to prepare balance sheets, create a spreadsheet showing expenditure and even make students’ mark sheets. One needs to know formulas in order to carry out calculations in this software. One special feature of M.S. Excel is that it can contain large volumes of data in a single sheet (Rebman Jr et al., 2023). Also, calculations can be real quick with the use of functions and formulas. Apart from calculations, visualisation is also another feature of Excel. This digital tool allows one to present data and statistics using graphs and charts (Kumar, 2023). There are options for bar charts and pie charts for the visualisation of data in Excel. In this essay, there is a discussion on various uses of Excel using practical examples. 
[bookmark: _Toc224153293]Uses of Microsoft Excel
Major usage of Excel is found in data analysis, budgeting and reporting. In many cases, decisions are made on the basis of the outputs received from Excel analysis. Thus, case-specific use of Excel is highlighted below with examples.
Data Analysis
Excel is used mostly for the purpose of data analysis. This can be an analysis of household income and expenditure, sales data for companies and organisational operational expense. A large amount of data can be inserted in Excel and analysed for meaningful findings (Simaremare and Siregar, 2024). There is a function called pivot table that can be taken into use to sort and filter data. On top of this, the feature of conditional formatting in Excel helps highlight certain datasets for viewers (Singh et al., 2023). Besides, there is a data cleaning feature in Excel. Using the remove duplicate feature, it is possible to clean and sort a large dataset. 
The use of Excel for data analysis can be understood with an example. A beauty care brand sells three products: perfume, sunscreen, and deodorant. With monthly sales data for all these products, charts can be created in Excel. This may help the brand to understand which product is being sold the most and which is not performing as expected. Based on such analysis, the brand can take necessary steps to promote sales of its underperforming beauty care products. A quarterly analysis of sales data can help with measuring the progress of the firm in terms of boosting its sales. 
Budgeting and Financial Management
Budget and financial management is another domain where Excel is used (Diamant, 2024). This tool helps prepare comprehensive financial budgets for households and corporate offices. In such budgets, there can be highlights of income and expenses. There are formulas that can be applied to automate the calculations for income and expenses. One can also use Excel to keep track of financial expenses (Rosener, 2024). Graphs or charts can be generated showing differences between desired spending and actual spending in a household or company. Nonetheless, it is necessary to insert data regularly into Excel in order to update budgeting and finances. Users need to manually input data in Excel to keep track of expenses and income. However, with the application of AI tools, it may be possible to automate the data input process in Excel. 
A household may use Excel to create a monthly budget. Desired spending can be set against different areas, such as the purchase of groceries, paying of electricity bills, and room rent. Any unwanted expenses can also be recorded on Excel and adjusted with the total monthly income. Thus, the household can manage its finances better. Nonetheless, it is essential to ensure accuracy in the input of data in Excel. There can be a wrong analysis showcased by Excel in case there is inaccuracy in terms of the insertion of data in the Excel sheet. However, readily available Excel templates can be considered for budgeting and financial management to reduce the chances of inaccuracies.
Reporting and Decision-Making
In Excel, there are features, such as data visualisation and dashboards. These functions help with reporting and decision-making. Using dashboards, one can monitor KPIs in a corporate setting. Hence, Excel can make this task easy by applying interactive dashboards. Also, there is a feature called what-if analysis in M.S. Excel (Shiku et al., 2025). Utilising this feature, one can evaluate different scenarios and make the right decisions. Furthermore, based on insights data, businesses can make strategic decisions with their products or services.
This can be explained with an example. A food and beverage brand launches a new drink item in the market. After six months, the company can analyse the monthly sales data of that beverage product using Excel. Application of the visualisation tool may also help point out whether sales grew, fell or remained stagnant over the period. In case of growth in sales, the company can decide to increase production and distribution of the new product. On the contrary, production can be halted in case sales of the beverage products fall. Thus, Excel can help with reporting and decision-making in an organisational setting.
Practical Spreadsheet Task

[bookmark: _Toc224153294]Reflection and Conclusion
This essay concludes that Excel is an important digital tool that can be used for academic and professional domains. This software can assist with complex calculations, creation of a budget, tracking expenses and presenting insights from data through charts and graphs. In a corporate setting, Excel can be used to carry out data analysis on the basis of sales data of products. Moreover, using Excel, it is possible to make strategic decisions in businesses. However, this essay has also shown that it is important to remain accurate in terms of inputting data into Excel sheets. Wrong or inaccurate inputs may lead to wrong decision-making. 
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