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Introduction 
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· Important activities are compiled in this portfolio.
· Three class activities are considered. 
· Description of their influence on personal development. 
This portfolio task, involved compiling a set of important activities completed during the module. In this case, Ive chosen to discuss about three portfolio tasks I did, and explain how they have aided in my personal and academic skill development. 
[bookmark: _Toc237705953]Portfolio Work 
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Week 1: Messy Folder Task
[image: ]
· Organised a set of different files, in suitable folders
Week 8: Presentation Slide Rectification Task 
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· Revised John’s Presentation Slide 3, and improved the Title, and re-sized the words, to make the slide look simple, professional and visually pleasing.
Week 9: Excel File and Report Formatting task
[image: ]
· Formatted the word file, with proper headings, text size and spacing, and also included Excel data in a table format and chart format, respectively. 
The set of three activities completed in this module, has been explained in the above slide. They have individually helped me develop a range of ICT, File organisation and editing skills, which I believe will be crucial for my future years as a student. The tasks involved activities such as systematic file organisation, presentation slide editing and report formatting. 
[bookmark: _Toc237705954]My Development 
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· Initially, I found organising files and formatting documents difficult.
· I improved my confidence using folders, Word, PowerPoint, and Excel.
· I became better at organising information systematically and efficiently.
· My attention to detail improved through repeated formatting activities.
· I developed stronger digital skills and greater independence.
When I initially started this module on Digital Skills, everything appeared new and unknown. File formatting and organisation was entirely new to me and I felt scared and anxious to a large extent. However, with the gradual exercises and class activities, I improved my confidence in file formatting, using PowerPoint, MS World and MS Excel and also file organisation. I understood how systematic organisation of information helps in attaining better accessibility to find data on time. The repeated formatting activities has improved my attention to detail skills and has made me stronger in digital practices and allowed me to complete tasks with independence. 
[bookmark: _Toc237705955]Reflection 
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· I learned the importance of organisation, accuracy, and professional presentation.
· Practical activities helped me understand digital skills more effectively.
· Feedback and practice helped me identify and correct mistakes (Yang, Chiu and Yan, 2021).
· I learned to approach digital tasks with greater confidence.
· These activities showed me the value of continuous improvement.
Organisation, accuracy and professionalism are essential components in a presentation. For this purpose I improved on John’s PPT Slide on my Week 8 activity to understand effective ways of presentation design. All the practical activities were really helpful and helped me to improve my digital skills. Also, the tutor feedbacks had also allowed me to improve on my mistakes and properly identify my shortcomings. I started valuing regular practice and continuous skill development, and overall the given set of steps allowed me to improve my confidence in using various digital tools. 
[bookmark: _Toc237705956]Conclusion 
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· These skills will support my future academic assignments.
· File organisation will help me manage coursework more efficiently.
· Presentation skills will improve my ability to communicate ideas.
· Excel skills will support future data analysis and reporting (Renz and Vogel, 2021).
· Digital skills will benefit my future workplace and daily life.
Thus, this assignment was extremely crucial as it prepared me for my future academic career as well. I was able to develop essential file organisation skills, which in future will help me organise my module lessons in a systematic manner. In addition, the presentation skill is an important employability skill, which will prepare me to develop simple and minimalist presentations. I intend to use the Excel software in my daily life, to keep an organised budget for my regular expenses. Overall all the skills developed through this module will largely equip me for my education, daily-life and future employment career. 
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                      WEEK 1: MESSY FOLDER TASK Organised a set of different files, in suitable folders
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                WEEK 8: PRESENTATION SLIDE RECTIFICATION TASK    Revised John’s Presentation Slide 3 , and improved the Title, and re - sized the words, to make the slide look simple, professional and visually pleasing .   
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                     WEEK 9: EXCEL FILE AND REPORT FORMATTING TASK     Formatted the word file, with proper headings, text size and spacing, and also included Excel data in a table format and chart format, respectively .        
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          MY DEVELOPMENT   Initially, I found organising files and formatting documents difficult .  I improved my confidence using folders, Word, PowerPoint, and Excel .  I became better at organising information systematically and efficiently .  My attention to detail improved through repeated formatting activities .  I developed stronger digital skills and greater independence .
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                REFLECTION    I learned the importance of organisation , accuracy, and professional presentation .  Practical activities helped me understand digital skills more effectively .  Feedback and practice helped me identify and correct mistakes ( Yang, Chiu and Yan, 2021 ) .  I learned to approach digital tasks with greater confidence .  These activities showed me the value of continuous improvement .   
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               CONCLUSION        These skills will support my future academic assignments .  File organisation will help me manage coursework more efficiently .  Presentation skills will improve my ability to communicate ideas .  Excel skills will support future data analysis and reporting (Renz and Vogel, 2021 ) .  Digital skills will benefit my future workplace and daily life .
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          INTRODUCTION   Important activities are compiled in this portfolio .  Three class activities are considered .  Description of their influence on personal development .


