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My Octopus Energy app. 
This image shows that I can navigate digital technology. I use my Octopus Energy app to monitor usage and identify ways to reduce energy waste. I am also able to budget effectively based on dual tariffs.
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Moodle scavenger hunt worksheet.
This image is of a task that I completed in class using the Moodle tool. I have learnt the skills to confidently navigate the Moodle app and screenshot my work to reflect on. Doing so consolidates my knowledge and allows me to apply these new skills throughout my education. This app is essential to furthering my studies. By accessing it daily, I can maintain steady progression and access the tools I need for this course.
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Jisc Discovery Tool. 
This reflective tool provides a personalised report to view an assessment of my digital strengths. I have used this tool in class to provide me with a baseline of my current skills and will continue to use it to monitor my strengths and weaknesses. 		
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Messy folder exercise. 
This screen shot shows an exercise involving having to reorganise a messy folder into something easier to access and navigate. This shows that I am now able to rename files, create folders, and file documents to enable fast and efficient retrieval.
I am now aware of how important precise folder names, dates and categories are in education and the workplace.
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Outlook Calendar. 
This tool enables me to properly prioritise my schedule and document tasks and deadlines. This shows that I can navigate the calendar and input valuable information. By utilising digital scheduling, I can establish a proactive workflow.
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Online Library.
This image shows an extract from the university’s online library. The online library tool is invaluable throughout my education as It allows me to find information from credible sources.
As a result of in class tutorials, I can now navigate to the university online library to access relevant literature. I use this to research module topics to improve my knowledge and produce quality work. I have recently used this to research the benefits of LinkedIn and set up a profile.
My Short Reflection
Digital tools have become essential in daily life. Every day I use many of these tools including WhatsApp to communicate, Calendar to check events and appointments, and Google to research information.
Although I am noticeably confident in those mentioned above, when using new apps, I can be very apprehensive. An example of this being I recently accessed the HWB app which has many integrated tools that I found to be quite daunting. 
I can now confidently use many of the tools within HWB, including Moodle to access my modules, Calendar to prioritise my deadlines and the Reflection page to keep a summary of my learning and progress.
Digital skills are vital for study and work because they improve productivity, communication, and online safety. AI is a tool that many businesses now use and I endeavour to become familiar with Copilot and use it to assist with my reading materials.
I have recently learned to create folders and subfolders, resulting in a more organised desktop with simple file names which are now easy to find.
This is the first time I have used word app to create a piece of work, and my confidence has increased by doing so. During a recent class session, I have learnt how to format documents and utilise a lot more of the word tools which will be invaluable throughout my studies and beyond.
I first found the university online library to be a challenge, especially how to download chapters and find material. I am now able to confidently carry out these actions. 
As this module progresses, I hope to continue developing strong digital skills that I can incorporate into the workplace, my university course and daily life. 
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Chapter 10: The Skills Section

.

‘This section allows for 50 skills, unlike a resume that may limit you to showing just the ten skills or, in summary, the specific skills
asked for. Your goal should be to have S0 skills listed because that increases the chance of the algorithms finding the 10 or so they are
Tooking for. You may fall short at first, but that is ok because you will find when you start job searching that job skills required often are:
ones that you have but dida’t list. OF course, you want to lit them once found because that is a skill for those types of jobs that the
algorithms are looking for. Remember, if those algorithms find you, they will bring the job posting they are working for to your attention
and, in some cases, 0 the potential employers attention even before you connect with them.

‘When searching for or researching a potential company or job, look at the skills Tisted by those with similar jobs o by the potential
supervisor you would report to. This is another way to find skills you have but didn’t list.

Even if you are not currently looking for another job, checking your current manager’s profle can show you the skills that person
has. For example, you can identify the skills you don't have and, in most cases, recognize that those are skills you should be gaining to
move up.

Ask your connections to endorse some of your skills so that anyone looking at the list will see that others agree that you have these:
skills. If you can show a broader range of skils, that will also help.

Soft skills are essential mainly as they refer to abilities related o interacting with others and working productively. Examples
include communication, problem-solving, time management, and leadership.

Hard skills are specialized knowledge and abilities that can be defined and measured, such as computer programming, web design,
data analyss, project management, financial accounting, and other types of specialized training
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Using digital tools

D)

Using digital tools is your ability to use digital
devices, networks, applications, software and
services. How quickly do you pick up new tools and
skills? Do you cope when technology doesn’t work as

expected?

Can you choose the right devices, applications,
software and systems for the job at hand? Can you
adapt the tools available to your own needs?

Adigitally productive learner uses organisational
tools such as learning environments alongside
personal devices and services to create their own
effective digital environment for learning.

Your confidence level: Developing
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