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Figure 1 JISC Digital Capability Self-Assessment Results (January 2026)
[bookmark: _Toc223132472][bookmark: _Toc224452585]Digital Skills Reflection
In the modern education and working world, there is a necessity for digital skills. With the growing digitisation of society, one should not simply use digital tools but with critical, creative and ethical use. Online competency facilitates academic achievement, workplace, and long-term career advancement (Bulganina et al., 2021). It has been shown that digital Skills are closely linked with other 21st-century competencies, including problem-solving, communication and collaboration (Van Laar et al., 2017). Thus, it is essential to comprehend and prepare digital skills to achieve academic performance and be career-ready in the future. The findings of the JISC Digital Capability Tool (Figure 1) give a picture of my priorities and aspects that should be improved. The radar chart shows that it varies in a number of dimensions, such as digital communication, digital wellbeing, information literacy, data literacy and digital collaboration. The findings demonstrate that digital communication and digital wellbeing are my strongest domains, whereas data literacy and digital innovation are my weakest ones. Digital communication is one of my strengthening aspects. This implies that I have no hesitations when operating online tools like email, collaboration and online communication platforms. Digital communication is regarded as one of the essential skills of the 21st century since today the workplace environment is founded on digital communication and telecommuting (Van Laar et al., 2020). My strength here is that my competence facilitates teamwork, professional networking and academic involvement. 
Furthermore, the digital etiquette, such as the capacity to converse suitably on digital platforms, demonstrates sensitivity to audience, tone and digital etiquette, which are essential factors in digital society (Zervas et al., 2024). The other strength is digital wellbeing. It means that I am aware of how to cope with digital stress, online behaviour and responsible use of technologies. The importance of digital wellbeing is becoming a known required skill because of the dangers of misinformation, risks of digital overload and cybersecurity threats (Haddon et al., 2020). Being skilful in this area will enable me to control my habit of using online platforms, manage my online identity and use digital platforms in a responsible manner. This facilitates the sustainability of using technology in schools and careers. Nevertheless, the findings also reveal flaws in data literacy. Data literacy is the ability to comprehend the meaning of data, to analyse and manipulate it. It is a core competency in a data-driven economy (Stofkova et al., 2022). A lack of self-confidence in this section indicates that I should improve my skills in analysing spreadsheets, consuming statistical data and appraising quantitative observations. This is one of the skills that should be improved, as data processing is the foundation of decision-making in numerous sectors (Van Laar et al., 2020).
Another area that can be developed is digital innovation. Digital innovation is the readiness and capacity to discover new technologies and use them in a creative fashion. Zervas et al. (2024) suggest that digital society forces people to constantly adapt to new technologies. My emerging competency in this field suggests that I can be reluctant to explore new tools. This competency will be enhanced to make them more flexible and professionally competitive. The weaknesses necessitate SMART goals on my part. First, in order to become more data literate, I will take at least two advanced Excel training courses and practise analysis in spreadsheets at least once a week within three months, in terms of which I will create a working budgeting and analysis data spreadsheet by May 2026. Second, to increase my digital innovation, I will look into a new digital tool every month (e.g., AI tools or an online collaborative platform) and consider its usefulness in my academic work, which I will document in a reflective journal until the conclusion of the academic year. In general, this self-reflection has made me more aware of my digital competencies and gaps. An increased level of data literacy and digital innovation will help improve my grades and increase my chances of employment. Since digital skills are strategic to job growth and belonging to the society (Bulganina et al., 2021), consistent gains in these domains will make me flexible and career-ready in the changing digital landscape.
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I am grateful to LinkedIn Learning for offering a learning experience that is both informative and engaging. I found it enjoyable to investigate the courses and acquire valuable knowledge and abilities. I am confident that the knowledge I have acquired from LinkedIn Learning will be beneficial for my academic advancement and future professional growth.
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[bookmark: _Toc223132475][bookmark: _Toc224452591]Introduction
Microsoft Excel is among the most popular digital tools in education, research, and professional settings. As a digital competence, being able to organise, analyse and interpret data is critical in a data-driven society. Excel will help to develop analytical thinking, problem-solving and decision-making, which are key focuses of 21st century learning and employment demands (Kazika, 2025). It is a spreadsheet solution, yet a capability platform of statistical analysis, budget, forecasting and reporting. Due to the growing use of quantitative data in making strategic decisions by organisations, Excel competence emerged as a requisite skill in the workplace (Imam et al., 2022). This essay explains the significance of Microsoft Excel in the context of data analysis, budgeting, reporting and decision-making in academic and professional settings.
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[bookmark: _Toc223132477][bookmark: _Toc224452593]Excel and Data Analysis
Data analysis is one of the main tasks of Microsoft Excel. Excel has tools like formulas, pivot tables, sorting, filtering systems, and statistical functions, which allow users to manipulate and analyse the datasets. Kumar (2023) states that the statistical tools of Excel are useful in research because the user can perform descriptive statistics, regression analysis and hypothesis testing. These tools would increase the level of analytical competence and aid in evidence-based conclusions. In addition, Brusco (2022) illustrates that it is possible to do intricate analytical tasks on Excel, like logistic regression modelling. This points to the fact that Excel can be used not only to make simple calculations but also to justify more complex quantitative analysis. Excel can be used in academic research to systematise data, recognise trends and graphical displays using charts and graphs. The skill of accurately interpreting data leads to a better score in academic achievements and research validity. Excel can also equip aspiring analysts with technical skills that can be transferred directly to professional jobs. As Imam et al. (2022) underline, even now, Excel is still one of the key tools of data-centric business environments, especially when incorporated with other systems like SQL. Hence, enhancing the skills of working with Excel reinforces digital literacy and analytical ability.
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Excel is significantly utilised in budgeting and financial planning in industries. It has formulas that work, such as SUM, AVERAGE and IF statements, enabling one to compute expenditure, income and financial projections effectively. In education, Excel is used to guide students to learn the financial literacy concepts with the assisted budgeting activities (Kazika, 2025). Excel is used in the business world to aid in financial predictions, cost management and budgeting. According to Ammons and Roenigk (2021), the spreadsheet tools are crucial to the local government and organisations' decision-makers since they help them to get organised financial models, which are essential in enhancing transparency and accountability. Excel will enable managers to determine areas where they spend money wastefully, evaluate risks, and enhance financial efficiency by grouping financial information systematically. Also, Rahman et al. (2025) established that there existed a strong correlation between Excel and the importance of spreadsheet functions that the student perceived during an accounting internship. It implies that pragmatic Excel can improve job preparedness. This is because budgeting exercises done using Excel not only enhance the technical skills but also the ability to think critically and the use of financial awareness.
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Another prominent use of Excel is that of reporting and visualisation. Excel allows those who are using it to transform numerical data to visual form through the use of bar charts, pie charts and line graphs. These graphical applications aid in the effective presentation of results to the stakeholders. As Lindquist and Sulewski (2024) note, Excel has become popular with operations research and defence since it allows organising complex data into friendly formats. Good reporting must be clear, accurate and organised. Formatting tools in Excel enable a user to form organised tables and dashboards, which promote professional presentation levels. Reporting with the use of Excel helps managers in business settings to track performance indicators and analyse organisational outcomes (Imam et al., 2022). Excel is also utilised in academic circles where students are able to visualise the research results, thereby enhancing the readability of the assignment and presentation. The combination of charts and clear tabular formats adds more analytical and argumentative functionality to the presentation. Excel skills make one more employable as digital reporting is becoming a more significant part of the professional practise.
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In contemporary organisations, data interpretation is very critical in decision-making. Excel facilitates the process of evidence-based decision-making because the tool gives users a chance to make comparisons between situations, to experiment with assumptions and analyse results. According to Ammons and Roenigk (2021), the centrality of spreadsheet tools to structured decisions is that they allow the systematic analysis of alternatives. Excel enables the simulation of various financial or business situations through its functions, such as the What-If Analysis and conditional formatting, which are a variety of functions. This facilitates the process of strategic planning and risk evaluation. As Imam et al. (2022) focus on, business decisions should also rely on digital tools, as Excel is essential to making decisions, especially among potential analysts and managers. In addition, Kazika (2025) opines that the incorporation of Excel in learning allows the promotion of 21st century skills, such as critical thinking and problem-solving. By working with data analysis activities, students get to know how to analyse evidence and to provide logic in support of a conclusion. Thus, not to mention the technical work, Excel enhances the ability of higher-order cognition.
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Microsoft Excel has been an essential digital tool in both scholarly and work-related settings. Its uses in the data analysis, budgeting, reporting and decision-making processes reflect its applicability and topicality. Excel improves analytical skills, financial literacy and communication skills, which are crucial in a digital society. It is shown that Excel skills can enable workforce preparedness and reinforce 21st century skills. Through mastering professional Excel, one enhances his or her skills of interpreting data to the letter, prepares professional reports and makes effective contributions towards the organisational decision-making systems. Excel skills will remain an essential part of digital competency and career achievement as businesses and organisations still focus on making data-driven choices.
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Over the last nine weeks, I've really enjoyed improving my digital abilities. The trip has been motivating, and I've learnt a lot from online tools and real-world situations that I can use in school and at work. Platforms like LinkedIn Learning and YouTube courses have been quite helpful in helping me learn new things and feel more sure of myself. I'm thankful for this chance to learn and look forward to growing further.
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Family Finance

		Typical Family of 4  Income and Expenditure (Year Overview)

		Category		Amount per Month (£)		Amount per Year (£)

		Income

		Wage 1		2600		31200

		Wage 2		1900		22800

		Trust Funds		150		1800

		Stocks/Share Payouts		120		1440

		Universal Credit		250		3000

		Student Finance		0		0

		Other		100		1200

		Total Income		5120		61440

		Expenditure

		Rent/Mortgage		1200		14400

		Council Tax		180		2160

		Electric		90		1080

		Gas		85		1020

		Water Rates		40		480

		Food		520		6240

		Car Insurance		75		900

		Car Tax		20		240

		Fuel		200		2400

		Child Care Costs		420		5040

		Loans/Credit Cards		160		1920

		Other (Birthdays/Savings/Holidays)		220		2640

		Total Expenditure		3210		38520

		Net Monthly Balance		1910

		Net Annual Balance				22920
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What I Have Learned (Task 1 – JISC)

During this module, I have gained a better insight into digital skills and their relevance in academic and professional settings.

My JISC Digital Capability assessment enabled me to discover my strengths in digital communication and digital wellbeing, and weaknesses in data literacy and digital innovation. 

This self-awareness mattered as digital skills are directly correlated with 21st-century competencies (problem-solving, collaboration and adaptability) (Van Laar et al., 2017). 

Bulganina et al. (2021) indicate that digital skills are necessary to address contemporary issues in society.

This reflection enabled me to develop a SMART action plan by enhancing certain areas of weakness.







During this module, I have gained a better insight into digital skills and their relevance in academic and professional settings. My JISC Digital Capability assessment enabled me to discover my strengths in digital communication and digital wellbeing, and weaknesses in data literacy and digital innovation. This self-awareness mattered as digital skills are directly correlated with 21st-century competencies (problem-solving, collaboration and adaptability) (Van Laar et al., 2017). I also knew that the digital capability goes beyond the usage of technology, but must be used critically and responsibly. Bulganina et al. (2021) indicate that digital skills are necessary to address contemporary issues in society. This reflection enabled me to develop a SMART action plan by enhancing certain areas of weakness.
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Skills Development through LinkedIn Learning (Task 2)

The LinkedIn Learning courses in Outlook, Word, Excel and PowerPoint have contributed greatly to creating confidence in my technical performance. 

Nevertheless, formal education helped me to improve my knowledge in terms of formatting, data processing, professional communication and presentation design. 

This is consistent with the studies regarding the idea that digital competency is formed under the guidance of practice and implemented instruction (Zervas et al., 2024).

According to Stofkova et al. (2022), one of the key factors in human resource development is digital skills.

All these certifications have enhanced my employability and boosted my confidence in the application of the tools in the Office 365 in the workplace.







The LinkedIn Learning courses in Outlook, Word, Excel and PowerPoint have contributed greatly to creating confidence in my technical performance. I was using these tools on the simplest level before this module. Nevertheless, formal education helped me to improve my knowledge in terms of formatting, data processing, professional communication and presentation design. This is consistent with the studies regarding the idea that digital competency is formed under the guidance of practice and implemented instruction (Zervas et al., 2024). I have already used these skills in my papers by enhancing the layout of the document, reference accuracy, and presentation clarity. According to Stofkova et al. (2022), one of the key factors in human resource development is digital skills. All these certifications have enhanced my employability and boosted my confidence in the application of the tools in the Office 365 in the workplace.
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Application of Excel Skills (Task 3)

In Task 3, I came to know that Excel assists in the analysis of data, budgeting, and decision-making.

I also understood that Excel could be used not only as a means of calculation, but also as a system of analytical thinking and organised decision-making (Ammons and Roenigk, 2021). 

Excel is capable of facilitating analysis of research and handling of professional data (Kumar, 2023).

I am looking to use such skills in any future coursework that includes any research data, and when it comes to my future profession, these skills will be crucial in decision-making that is driven by data. 





China has experienced one of the greatest economic changes in contemporary history since 1978. Economic reforms ushered in the market mechanism, promoted the growth of individual enterprises, and opened the country to foreign investment. These reforms brought a change in the way of China from a centrally planned system to a socialist market economy. The establishment of Special Economic Zones (SEZs) has caught the attention of multinational companies and has enhanced the growth of exports. Consequently, China has had a growth rate of an average 9% of GDP per year over a few decades and saw more than 800 million people come out of poverty (World Bank, 2022). This accelerated change made China the second biggest economy in the world. Nevertheless, concerns have emerged that it is questionable whether this classical model of growth can be sustained in the contemporary global economy.
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Smart objectives

Specific: Improve my subject understanding online.

Measureable: Finish LinkedIn Learning courses and watch YouTube tutorials.

Achievable: Weekly skill-building time.

Relevant: The information will help my academic and professional goals.







I have delineated my SMART targets for enhancing my learning. I want to enhance my comprehension of the topic using online learning tools like LinkedIn Learning and instructive videos on YouTube. I assess my advancement by finishing courses and consistently using these educational resources. I am certain this method is attainable since I want to allocate time weekly to enhance my abilities. These aims are pertinent since the information and skills acquired will facilitate both my academic pursuits and future professional advancement.
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Conclusion

The module has changed my perception of digital skills. 

The assessments, including those of LinkedIn Learning, application of Excel, through the JISC assessment, have enabled me to become more technologically, analytically, and reflectively diverse. 

In this direction, I am going to keep on refining my data literacy and digital innovation skills in accordance with my SMART action plan.

In contemporary society, digital skills hold central positions in professional development and workforce preparation.





The module has changed my perception of digital skills. The assessments, including those of LinkedIn Learning, application of Excel, through the JISC assessment, have enabled me to become more technologically, analytically, and reflectively diverse. I have now understood that digital competence is an ongoing learning process which helps with academic achievement and career preparedness. In this direction, I am going to keep on refining my data literacy and digital innovation skills in accordance with my SMART action plan. In contemporary society, digital skills hold central positions in professional development and workforce preparation.
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