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Introduction
Digital skills are basically the stuff you need to get by at university and in most jobs now not just knowing how to open Word, but being able to find good information, present it, protect your online profile and not burn out from screens. 

results
My Jisc profile shows I’m solid with practical tools and chatting online, okay at making digital stuff, and weak at finding and evaluating academic info and managing my online identity and wellbeing. In short: I can make a decent PowerPoint and join a Zoom, but I panic a bit when a proper literature search is needed

Strengths
· ICT basics
I can use Word, PowerPoint and Excel without freaking out. I know enough to format essays, make slides that don’t look awful and do basic spreadsheet stuff. It saves time and stress when deadlines are coming.
· Digital communication
I’m comfortable with email, group chats and collaborative docs. I can organise a group project, share files and not be the person who misses every meeting. That’s been handy for teamwork and getting things handed in on time.

Weaknesses
· Information and data literacy
This is the big one. I often just Google and pick the first thing that looks okay. I don’t always know how to use the university library properly, how to judge if a source is academic, or how to manage references without it turning into a nightmare.
· Digital identity and wellbeing
I haven’t sorted a professional online presence (LinkedIn is basically empty) and my privacy settings are a mess. Also, I spend way too much time scrolling, which wrecks focus and make study sessions less productive.

Action plan (SMART goals)
Goal 1 — Improve information and data literacy
- Specific: Do an online short course on academic searching and source evaluation, and practise by creating three annotated bibliographies for different assignments.
- Measurable: Complete the course; produce three bibliographies each with at least 2 credible sources and short notes on why each source is reliable.
- Achievable: Use university library workshops and free modules (e.g., the library, LinkedIn).
- Relevant: better essays and less time wasted.
- Time-bound: Finish the course in the next 6 months.
Goal 2 — Sort digital identity and screen-time habits
- Specific: Build a basic LinkedIn profile, tidy privacy settings on three social accounts, and set a daily limit for recreational screen time.
- Measurable: Publish LinkedIn with photo and summary; update privacy on Facebook/Instagram/Twitter; reduce non-study screen time to 90 minutes per day.
- Achievable: Get feedback from the university careers service and use a screen-time app to track usage.
- Relevant: A cleaner online profile helps with job applications; less screen time improves focus and wellbeing.
- Time-bound: LinkedIn and privacy tweaks done in the next 6 months.

Conclusion
 I will waste less time hunting for decent sources, and my essays should be better. Getting my online presence sorted will make me look less amateur to employers and help with networking. Cutting down screen time should make study sessions more effective and reduce stress. I don’t expect to become an expert overnight, but small, realistic steps will turn these weak spots into proper skills that help with university work and future job applications.
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Introduction
When I first started university, I thought Microsoft Excel was just for accountants or people working in offices. But after using it for a few assignments and personal stuff like budgeting, I realised it's super useful. Excel is not just about numbers it helps you organise your thoughts and make better decisions. In this essay, I’ll explain why Excel is still important today and how it can help with things like data analysis, budgeting, reporting, and decision-making. I’ll also show a simple spreadsheet I made about household income and expenses to prove how handy it is.

Why Excel Is Still Relevant
Even though there are loads of new apps and tools out there, Excel is still one of the most powerful and flexible ones. It’s used in loads of industries and business, education, healthcare. What makes it stand out is how easy it is to start with, but also how deep you can go if you want to do more advanced stuff. You don’t need to be a technology expert to use it, which is great for students like me who are still learning.

Data Analysis
Excel is great for analysing data because it helps you organise large amounts of information and spot patterns quickly. You can use features like filters, formulas, and charts to break down data and understand what it means. For example, if you have a list of monthly expenses, you can use Excel to calculate totals, averages, or even compare spending across categories. Tools like PivotTables also let you summarise big datasets in just a few clicks, which is super helpful for reports or projects. According to Microsoft (2023), PivotTables are especially useful for quickly analysing and comparing large amounts of data without needing advanced technical skills.

Budgeting
Budgeting is something I never thought I’d use Excel. As a student, money is tight, so keeping track of what I spend is important. I made a simple budget sheet where I list my income (like student loan, part-time job) and my expenses (like rent, food, transport). I used formulas like =SUM() to add things up and =IF() to highlight when I go over budget.

What’s great is that I can update it every week and see where my money is going. It helped me realise I was spending too much on takeaways, so I started cooking more at home.

Decision-Making
Excel isn’t just about showing data it helps you make decisions too. For example, one example can choose between two part-time jobs, made a table comparing the hours, pay, travel time, and flexibility. Give to each factor a score and used Excel to calculate the total. It helps see which job was better overall.

Conclusion
Microsoft Excel is way more than just a boring spreadsheet tool. It’s something that can help students like me with everyday tasks whether it’s analysing data for a project, managing money, writing reports, or making decisions. It’s easy to learn the basics, and once you do, you’ll find loads of ways to use it. I used to think Excel was just for office workers, but now I see it’s a life skill. If you haven’t tried it yet, give it a go you might be surprised how useful it is.
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	Income 
	Amount per month £££
	Expenditure
	Amount per month £££

	Wage 1
	
	Rent/Mortgage
	

	Wage 2
	
	Council tax
	

	Trust Funds
	
	Electric
	

	Stocks/Share payouts
	
	Gas
	

	Universal credit
	
	Water rates
	

	Student Finance 
	
	Food
	

	Other
	
	Car insurance
	

	
	
	Car Tax
	

	
	
	Fuel
	

	
	
	Child Care Costs
	

	
	
	Loans/credit cards 
	

	
	
	Other eg Birthdays/savings/holidays
	



Embed your excel here 
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Spreadsheet income and out.xlsx
Sheet1

						Income

						Source		Amount per month £

						Wage 1		1000

						Student Finance		1350

						Total		2350

						Expenditure

						Category		Amount per month £

						Rent/Mortgage		375

						Council tax		75

						Electric		150

						Gas		0

						Water rates		45

						Food		400

						Car insurance		80

						Car Tax		15

						Fuel		200

						Other e.g.		250

						Savings		300

						Total		1890
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     Microsoft Excel Essay and Spreadsheet        Task 3 was probably the most challenging but also the most rewarding. I had to write a 1,000 - word essay about the importance of Microsoft Excel and create a spreadsheet to track household income and expenses.           For the essay, I researched how Excel is used in different jobs, like finance, marketing, and project management. I learned that Excel is not just for making tables; it’s a tool for analysing data, creating budgets, and making decisions. I included real world examples, like how companies use Excel to track sales or plan projects. Writing the essay helped me understand why Excel is so important, not just for university but also for my future career.
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      Challenges and How I Overcame Them            faced many challenges during these tasks. Sometimes I felt frustrated, especially when my spreadsheet didn’t work or when I couldn’t find the right words for my essay. As a non - native English speaker, writing long texts and understanding technical instructions was hard. I often had to translate words or look up tutorials in my own language.          One thing that helped me a lot was setting small goals and celebrating when I achieved them. For example, finishing a LinkedIn Learning module or fixing a formula in Excel felt like a big win. This kept me motivated, even when things were difficult
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      Smart Goal  • By the end of this course, I will complete two LinkedIn Learning courses on Microsoft Office and add the certificates to my LinkedIn profile.     
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