WHAT I HAVE LEARNED IN MY 5 WEEKS OF DIGITAL SKILLS 
I have learned a lot about digital skills in higher learning education in the past 5 weeks.
These tools and skills have shown me how to improve and benefit me for further education, and give me experience, knowledge and understanding, or how to use these skills correctly and effectively. So far, I have learned numerous skills such as LinkedIn reading, how to use Microsoft 365, how to create power point slide shows, using the ribbons to create posters, and adding music attach notes to get a good set up and a creative slide show. I have learned  to set up team meetings with efficiency, organizing and set up team video calls and record them, and organize my calendar effectively, also I know how to organize my emails into files and add new ones to keep them all tidy and easy to access  them easterly, the relevancy of Microsoft outlook is improving my ability so I can keep my deadlines and my work on track, I now know how to create professional documents using these tools, and using online privacy and data protection. Cloud storage and saving files has made my access to my work a lot easier to find, I know have a knowledge of how to design and present my work professionally, using online research and info to use in my work, creative poster skills and templates and adding images and visuals to create my work effectively, and using digital tool skills for my creative work, using these tool and skills I am able to create and structure my work affectively. LinkedIn reading has helped me understand the effective communication strategies in the workplace, and to help employees share ideas clearly and work as a team and we did that using outlook, so it's all good tools to use as part of that skill. As the weeks have gone by, myself I am learning so many skills to help we through my education and my studies, so myself I have missed one class and I am catching up by using these skills to improve my learning, also I am enjoying using these tools in Microsoft 365  to improve on my educational skills and my day to day usage of the digital era. Microsoft 365 has given me so many tools and skills and helped me improve my education in business studies and employability skills academically. Having all these tools gives me the skill set to not only improve myself, digitally and academically but also, gives me the opportunity to help others in need which will make not only me but those, I help feel more confident and capable of using the digital skills we have learnt in the past 5 weeks. I have really enjoyed using these skills, especially power point, making the slides, using different templates, adding different formats of writing, using diverse ways to add music and how to use diverse ways to make it visually professional.


 


