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Introduction
This portfolio demonstrates my development of business digital skills and shows how I have used digital tools to complete tasks, solve problems, and improve my ways of working. It includes examples of my work that highlight my ability to use technology effectively in a business environment.
The examples I have chosen to show a range of skills, including communication, organisation, data handling, online collaboration, and the use of digital applications. I selected these examples because they demonstrate my progress, the skills I have developed, and how I can apply digital knowledge in different situations, both in education and in future workplace settings.
My Work
Example 1: Microsoft Excel Budget Spreadsheet Project
This example shows my ability to use Microsoft Excel to complete a business-related task involving budgeting and financial planning.
The skills I used included:
· Using formulas such as SUM and AVERAGE to calculate totals
· Organising financial data into clear tables
· Creating charts to visually represent information
· Checking accuracy to ensure data was correct and reliable
· Formatting spreadsheets to make them professional and easy to read
Through completing this task, I learned how Excel can improve efficiency when working with numbers and financial information. I also developed confidence in using formulas and creating charts, which helped me present data in a more professional and understandable way. This task improved my attention to detail and my ability to analyse information.
Example 2: PowerPoint Business Presentation
This example demonstrates my ability to apply digital skills to create a professional presentation using Microsoft PowerPoint.
The skills I developed included:
· Researching and selecting relevant business information online
· Designing slides with clear structure and visual appeal
· Using images, icons, and transitions effectively
· Summarising information into key points rather than long paragraphs
· Presenting information in a clear and confident way
This work helped me understand the importance of communication in business and how visual design can improve audience engagement. It also improved my ability to organise information logically and present it in a professional format suitable for a business audience.
Digital Tools I Can Use Confidently
Throughout my work, I have developed confidence using tools such as:
· Microsoft Word for creating professional documents such as reports and letters
· Microsoft Excel for organising, calculating, and analysing data
· Microsoft PowerPoint for creating structured and engaging presentations
· Google Workspace tools for collaboration and sharing work online
· Digital research tools and trusted online sources for gathering information
My Development
At the beginning of developing my digital skills, I found some areas challenging, such as using advanced Excel formulas, designing professional-looking presentations, and managing files in an organised way. I also needed time to become familiar with different software features and shortcuts.
With practice, guidance from teachers, and completing a range of tasks, I improved my confidence and ability. I became more efficient at using digital tools, more independent when solving problems, and more accurate when producing work. I also learned how to troubleshoot small technical issues without needing constant support.
Reflection
Through developing my business digital skills, I have learned that technology is essential in modern workplaces and plays a key role in improving productivity and communication. I have improved my ability to organise information, analyse data, and create professional digital content that meets business standards.
The things that helped me improve included regular practice, feedback from teachers, experimenting with different tools, and learning from mistakes. These experiences helped me become more confident, independent, and adaptable when using technology in different situations.
Conclusion
The digital skills I have developed will support me in my future studies, employment, and everyday life. Digital knowledge is important in almost every career, and being able to use technology effectively will help me work more efficiently, communicate professionally, and solve problems more effectively.
Overall, this portfolio shows my progress in business digital skills and how I am prepared to use these skills in further education and the workplace.

