
This assignment requires me to cover everything I have learnt in my digital skills class within five weeks. In this essay I will highlight the key skills I have developed. So far, I have enjoyed learning new skills every week. Digital skills are important because, it makes you prepared for the working world. 
 In week 1 the tutor went over what digital skills is and why it matters. He also went over our assignments and all the extra funds and bursaries the university has to offer. In class time, the whole class had to undergo a quiz to generate a JISC graph which helped us discover our digital knowledge. From this activity I’ve found out I should focus on improving my digital skills overall. I have found out that I lack in many digital skills some include, digital proficiency which basically consists of technical skills, knowing how to judge whether sources are reliable, virtual learning environments and troubleshoot basic issues.
Week 2 was all about because around and comfortable with Microsoft outlook. We focused on creating a professional email. For someone like me who have never sent a professional email before, this was a great opportunity for me to have a go and know how to do it correctly. We have been showed how to manage the inbox and how to create and manage a Celender.
By week 3, we were connecting to a LinkedIn account, the tutor showed us everything there is to get around that networking app. LinkedIn is a great tool to not only show case your hobbies and potential careers, but also to seek employment or to hire services or all sorts. A LinkedIn account allows me to stay connected not only my tutor and classmates, but also the whole world. 
By the end of week 4, the tutor made sure the whole class was able to use Microsoft word confidently and effectively. Microsoft word is a very useful tool to know how to operate, it is not only useful for schoolwork but, tutors can use it for their reflective writing. The class was also introduced to Teams. Teams is a great platform where students and tutors can stay connected. It is a great app where anyone with an account can schedule meetings. Teams allows you to share files, Images, and links directly in chat. It allows you to send instant messages to individuals or in groups. It is basically a hub for quick and easy access communication. The team’s app was in high demand due to covid 19, it allowed tutors and students to carry out lessons via video meetings.
 week 5 consisted of the class to create five slide PowerPoint presentations to get us operate with PowerPoint confidentially. Personally, I have used PowerPoint before and can say that I am even more confident in using Microsoft PowerPoint now than I was before learning about it on week 5. The tutor showed us how to record and export PowerPoint presentations in PPTX and PDF formats.
