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   The first week was busy and full of emotions, considering that everything that followed was completely new to me. I had the pleasure and honor of meeting both my lecturer and my colleagues. We introduced ourselves and learned a few things about each other, after which we talked about the digital tools we use daily. From this discussion, I found out which ones I already know how to use and which I would like to improve in the future. In the end, we talked about what we would like to achieve from this course and what our expectations are.
   The second week was a bit more relaxed but also full of new information. I learned more about Microsoft Outlook and how to manage as best as possible all the options it offers us. Although it wasn't my first time using it but I didn't know many things, and I had the chance to learn them and even put them into practice. I also had my first activity in which we worked in teams, where I learned how to create an event. I also learned how to create a formal email, organize my inbox, use the calendar, and create an event.
   In the third week, I learned how to create a LinkedIn account and how much it can help me in the future in finding a job suitable for me. The courses that I can take and add to my profile can be a big plus when applying for a job. At the same time, I was able to connect both with my colleagues and with the lecturers and people who can help me in my personal development. 
   In the fourth week, I learned about Microsoft Office 365, Teams, and Word and how to create professional documents. Something completely new for me was learning how to use Microsoft Teams. I also participated on the second activity, which it was in two teams. During the activity, I learned and practiced how to create and join a Teams group, how to start a conversation, how to set up video and audio functions, how to use background filters, and how to integrate an Outlook calendar.
  In the fifth week I learned about PowerPoint and how to use the key tools and layout options available, integrate transitions, animations, and multimedia effectively into presentations. I learned how to create a presentation with 5 slides, how to integrate a video, how to record my voice and how to use Slide Designer. Finally, I also learned about what Canva is and what it is used for. I learned that it is a design platform which allows us to create visual content without specialist design skills and which I can use to create posters for future presentations.  
In conclusion, these 5 weeks have been intense and full of new knowledge that I have acquired, and the fact that I met new people and learned how to work better in a team is a bonus for me. I hope that by the end of the course I will further improve my knowledge and skills. Last but not least, I want to thank my lecturer for all the patience, dedication, and involvement she have shown.




