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Introduction
The acceleration of digital transformation has made digital capabilities not merely an advantage but a major requirement for success in academic and professional landscapes. Ahuja mentions that one notable model has been JISC’s Digital Capability Framework, a comprehensive framework to promote digital capabilities in a range of higher education environments (Ahuja, 2025). My recent engagement with the JISC discovery tool has given me the key to further develop my digital skills dramatically. The JISC discovery tool gave a personalised report, summarising my current skill set and identifying key areas for growth to come. This essay will reflect on my JISC discovery results, discussing two strengths and two weaknesses, followed by a SMART action plan to succeed with digital skills and lastly concluding with a reflection on the importance of digital development to be my understanding of digital skills.
Reviewing the JISC discovery results
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Based on the digital capability report l provided a clear visual report of my current standing of what I am good at and what I need to improve in digital skills. My results highlighted digital proficiency and digital communication as significant strengths. While digital participation and digital learning emerged as areas requires focused development. 
Strengths and Weaknesses
My result on digital proficiency reflects a strong confidence in using core digital tools and platforms necessary for academic work. This includes effective use of operating systems. In my case, I mainly used Microsoft Excel, Word and PowerPoint. Yuliia states that ‘Possessing digital competence equips an individual with the necessary abilities, understanding and aptitude to use digital technologies to realise personal goals.’(ResearchGate, 2024).
Another strength in digital skills is digital communication. The JISC discovery tool showed how strong my digital communication abilities are. Digital communication involves skills like professional email etiquette and making and completing online forums. The ability to communicate and collaborate digital is vital in academia.  Philomena mentions that digital communication enables to exchange to through electronic means, make data travel quicker and makes everything convenience and saves time. This can be across all sectors such business, education and government needs.(Umoren and Ukpe, no date)
The assessment identified digital participation as an area of development. Keeley mentions The term digital participation refers to the active involvement in digital society through the use of modern information and communication technology (ICT), such as the Internet. (Keeley and Bernasconi, 2023). Managing my professional digital identity and my digital wellbeing would have a great impact for myself in the future. My lower score suggests that I am not using digital platforms enough. I have made a SMART action that will be discussed later in this essay.
My score in digital learning also indicates a weakness, reflecting a need to better and develop my digital learning skills. This involves self-directed learning, engaging with diverse digital content and personal development. Alenezi states that e-learning enables flexible learning, he also mentioned that It also offers more resources that make it simple for students to acquire knowledge and provides options.(Alenezi, 2023). But on the other hand, Alenezi says that despite the dedication and passion displayed in academia, there is still a great indifference, uncertainty and mistrust with e-learning.(Alenezi, 2023)
Action Plan: SMART 
To transform the weaknesses into strengths, I have made a focused action plan based on the SMART (Specific, Measurable, Achievable, relevant and Time bound)

Digital Participation
Goal - To establish a professional digital presence by setting up a LinkedIn profile and portfolio, sharing at least one academic post occasionally.
Specific - Create and maintain a LinkedIn profile and portfolio.
Measurable – Track LinkedIn posts weekly.
Achievable – Yes, with dedicated time and effort.
Relevant – Highly relevant and essential for professional networking/job searching after academia.
Time bound – LinkedIn profile will be setup within the next month 

Digital Learning 
Goal – To improve self-directed digital learning by completing online certificate courses.
Specific – Complete digital learning courses.
Measurable – Obtain knowledge and information from course. Making sure to gain certificate after finishing course.
Achievable – Yes, course content available and accessible.
Relevant – Highly relevant, directly enhances my academic skills.
Time bound – Once or twice a week.
Conclusion 
Developing my digital capabilities, particularly digital participation and learning is crucial for my academic success. I will become a more effective and give myself criticism when needed to better myself with digital skills. I would also like to use digital feedback as way to improve myself in the future. I had recently done a presentation about digital skills, and I had put a QR code on that presentation and I had received a lot of good feedback from there, good and bad but it is all to make sure that I prosper with digital skills.
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Introduction
Microsoft Excel is a foundation component of Microsoft office suite. It has become an important tool in virtually every modern professional and academical society. Zazili emphasizes about what Microsoft Excel is used for, he mentions that it serves a cornerstone for presenting financial data, simplifying reports, budgeting an intricate task such as payroll and tax calculations.(Ahmad Zazili and Asyiqin Abu, 2023). Microsoft Excel will also benefit students after academia. This should equip students to be successful, in the job market (Kirsten, van and du, 2025) . In this digital age, Microsoft Excel remains critically important for tasks ranging from data management and complex financial problems and decision making. This essay will discuss the central importance of Microsoft Excel, its main use in data analysis, budgeting and decision making through practical examples.
Data Analysis in Microsoft Excel
In Microsoft Excel one of the most impotent uses is data analysis. It provides users to examine, transform, clean and model their data. It can you be used in both professional and academic needs. Data analytics are defined as the process of collecting analysing and interpreting data. (Sri Lanka Institute of Information Technology, Malabe, Sri Lanka et al., 2024).I have recently made a household income and expenditure form where I put all my data and made a graph which I will discuss later in this essay.
An example of data analysis could be a sales manager. He analysis the company’s monthly performance. By putting in sales figures, he can use different functions in Microsoft Excel such as SUM, AVERAGE and COUNT. A sales manager can view the functions that he has used to:
· Total sales each week, month or year.
· Average sales each week, month or year.
· Total contribution of each product each week, month or year.
Furthermore, Microsoft Excel has many different data visualization tools such as line pie and bar charts that put trends patterns and analyse all data visually. As I mentioned previously, I have recently incorporated a bar graph for my household income and expenditure form. There are more tools in Microsoft Excel for data analysis such as power query and pivot. Those tools can handle data extraction and transformation.
Budgeting in Microsoft Excel
Budgeting in Microsoft Excel serves as a backbone for financial control for all organizations and businesses of all sizes. The structure of budgeting in Microsoft Excel is suited for creating financial plans, tracking performance and performing what if scenarios.
With extensive research I have found out that the best example is corporate budget planning. Finance professionals use Microsoft Excel to clear financial models that show future performance. Using formulas that are specific, they can find revenue based on sales growth and expenses. For example, a company preparing its yearly budget and might use the FORECAST function. This function predicts future values on older data.
Reporting and Communication.
Excel is an essential tool for reporting and communicating. Reports need to accurate, visually and easy to understand. It facilities through its formatting capabilities. A key feature is the dashboard. Dashboard is a single sheet summary populated with key performance indictors (KPIs). KPIs can be defined as quantifiable or qualifiable measures that enable organizations to assess their effectiveness, with a focus on achieving strategic and operational objectives.(Nunes et al., 2024).It shows dynamic charts linked to underlying data.
An example could be a marketing manager. The manager can create a monthly performance report dashboard that tracks metrics. Using the correct way of formatting, cells can automatically change colour for example, green for positive outcomes and red for negative outcomes to instantly the manager know how performance of the company is going. Pivot charts allow you create interactive and visual summaries of date collected. “This easily arranges and summarizes complex and large data in a pivot table. As the name “pivot” implies, it is an oscillating tool that allows you arrange and rearrange data for different views of the same data.” (admin, 2020)
Decision Making 
The goal of data analysis budgeting and reporting is to enable informed decision making. They allow users to organize, analyse and present financial data in a structured manner, facilitating various aspects of decision making including budgeting, forecasting, and financial analysis.(S and S, 2024) Excels ability to perform calculations and make decisions is a phenomenal but does have its doubts. Decision making is not always easy. Based on the theorizing, it is suggested that perceived task complexity has a central role in affecting decision making quality. (Hjelle et al., 2024)

Conclusion 
Microsoft Excel has been around for 40 years and has cemented itself as a application needed for professional, academic and personal life. Microsoft Excel went from being a basic spreadsheet to becoming one of the most critical tools for data success. As I emphasized throughout this discussion, its core utility is in its powerful capabilities across three domains. Firstly, it is data analysis functions such as SUM, AVERAGE AND visualization such as charts and pivots. These empower users to efficiently examine and interpret complex data. As demonstrated by the sales manager example. Secondly, in Microsoft Excel one of its main uses are for budgeting, providing the structure and formulas such as FORECAST. Lastly It is reporting and communication features, such as dashboards and Key Performance Indictors (KPIs) tracking with formatting translating complex data into insights and ultimately clears the way for making decisions
Excel remains critically important, equipping user from students to professionals, with the essential skills to organize, analysis and present information efficiently and work towards predicted goals.

I have embedded my household income and expenditure sheet below from Microsoft Excel. I have included a clear bar chart for visualization and understanding.
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