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Reflective Essay on the Development of Academic and Digital Skills

During my journey into digital skills, it was a remarkably interesting experience to come across the ribbon in Microsoft Word, Microsoft Excel, and Microsoft PowerPoint. It was very daunting at first as there were so many commands. As I started to find my way around. I could see that. This was an amazing opportunity to really become creative, not only as a writer, but also as someone who understands how to give presentations on PowerPoint, and how to control a spreadsheet that can analyse data and give you excellent predictions for the future. These three main powerful tools are the very backbone of digital skills. They all share the main 3 tabs in common as in File, Home and Insert, the operations of which I soon discovered were amazing tools, to help learn the basics of how the fingers can be the new source of strength in this new digital era. My journey will take a remarkably interesting course as I take these skills to a more advanced stage of understanding. This improvement I have discovered, is just scratching the surface, as, although there has been a lot of progress on my part, these newfound skills are by no means complete and are continuously under construction. The main thing that I have discovered is that it is an ongoing journey that never ends as you strive to keep up with the ever-evolving contemporary trends of digital skills and academic progress.

Before getting involved In the Digital skills Arena I was always interested in computer security. I was a little worried what if society ever became cashless? How would I be able to protect any monies that I might have, and to understand cybersecurity enough to be confident in this area? As a 63-year-old man I did think that I would never have an opportunity to encounter the skills necessary to deal with these kinds of issues, so I do feel very privileged to be on this course. During this experience, especially when encountering the ribbon in Microsoft Office Application, I was feeling rather overwhelmed and I felt like I could never get to grips with so much information in such a short amount of time, along with this I was worried about having to keep up with the youngsters around me, they seemed to have a clearer understanding, and far more active minds than mine. Saying this, when I started to take everything seriously and apply time to understanding these ribbons and their tools and commands. It became clear to me, that I was far more than capable of becoming proficient. It was that confidence that inspired me and made me feel good about myself. That is the point, where my feelings changed towards the subject, that is when I felt that I could master this new digital era, without the earlier trepidation that I felt in the beginning when I initially decided to embark on this journey.

As I embarked upon this journey, I discovered a new zeal for being educated. The new revelations that I was finding daily were inspiring me to go further forward. Each new task that I understood encouraged me further as I saw my digital skills becoming productive in the arena of academic skills. I realised that this was never beyond my achievement range. There were numerous occasions, that I first. encountered challenges that I considered myself not capable of solving. The simplest of things, like storing my files, seemed to be impossible to negotiate, I could not work out exactly where they were storing. There were other issues, like not being able to find commands on the ribbon, these tools and tabs were clearly stated in the learning videos, to be there. That is when I discovered that not only is there online version, of Word, Excel, and PowerPoint. But there is a desktop version too, which is far more superior. This version has a lot more commands, when encountered and I do not by any means think that I have mastered all these. To date my data analysis skills as in Excel really need some work too, to enable me to get to grips with the basic formulas and commands as this is all very new to me. It was a lot different with Word and PowerPoint as it felt comfortable and I seemed to get to grips with them exceedingly early on and enjoyed most of my time being creative in these areas. They both still posed various challenges of their own, in dealing with most of these issues, both positive and negative, I found my own solutions, and this was very encouraging. With some other issues I had to telephone the I.T. People, with others I had to speak to the lecturer to gain understanding, knowing that this type of support was constantly available helped me to understand that the university and its support network was there to make sure that I do become a success in these subjects.

As a student in this field, I can safely say. I have discovered a lot about myself. As a learner of digital information, and how it is portrayed. I find personally that watching videos then carrying out the same tasks for myself has been the most profitable way of learning for me. There is no substitute for putting the time in to understand the dynamics of digital skills. The most prominent skills I have been able to master so far are the creative functions of the ribbon and my confidence is growing. The LinkedIn learning opportunities suit my style of learning very well yet the vast array of information available is challenging, regarding finding a structure of how to organise my time and focus, to gain maximum benefit. Left to my own devices caused me to be a little disorganised this term but through the learning curve it has brought,  I am now able to see that I need to listen more carefully during lectures as a lot of my time was spent trying to navigate the basic workings of my laptop, retrieving my files and finding the appropriate material in my Moodle. With this new experience of being able to get to grips the new Digital tools available there was so much to learn and there were a few times I ended up down a rabbit hole of information which was all productive and of interest to me but was very unstructured this needs to change next term.

I think at this stage, I am slow at getting the basics right and need to seek extra assistance to bring me up to speed with the issues I struggle with. My knowledge of how to use the library is good but has been sidelined as I have tried to master the actual digital skills necessary to complete the tasks set. Overall, I think I have accomplished enough this term to keep me in line with the other students and I am inspired sufficiently to take on the next valuable lessons this course has to offer. There are a vast array of commands in the various ribbons that I am yet to use in my journey and I intend to make myself aware of these and learn how to use them by spending time with the video clips on LinkedIn learning and YouTube then putting them into practice. I would like to learn alongside what I need to learn for the course a basic understanding of creative skills that involve making 3D adverts and Website development to further a business idea I have been working on. The most important skills that I have learnt so far is the ability to navigate the internet to find the necessary tools I need to carry out the tasks I encounter and the ability to look at the tools critically to ascertain if they are going to be what I need and will be able to use effectively, the critical element also prompts an understanding of hidden charges and value for money on the many digital tools that are now on offer. Before the next term starts I really need to sit down with somebody from IT and organise my files and personal and student profiles and examine where my files are stored for easy access and to delete all the mistakes I made during my initial trial and error stage of unorganised storage. This will help me to focus on what is important for the rest of my studies and develop a structured plan for my own growth.

I have therefore set up a weekly structure for myself;
Monday; Approx 2 Hours of LinkedIn learning. 
Tuesday; Lecture/ go through Moodle that night to recap.
Wednesday; Lecture/ go through Moodle slides.
Thursday; At least one-hour quiet studying.
Friday; At least one-hour quiet studying.
Saturday; 2 Hours minimum Study.
Sunday; 2 Hours minimum Study.
This is based on a S.M.A.R.T. action plan as it sets out Specific aspects to work through, it is also Measurable and Achievable as it is set out in sections that can be measured and easily achieved, the topics covered will be highly Relevant to my studies, and it will be Time bound on a daily and weekly rotation. This is a basic idea and may have to be flexible with the next terms Lecture arrangements.
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