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Task 1: Assessment of Digital Skills 
Assessment of Digital Skills
Online competencies have emerged to be critical in education and workplaces. With the growing digital society, people are supposed to make good use of technology to get access to information, communication, problem solving and production of digital content. To assess my digital competence level, I used the JISC Digital Capabilities self-assessment tool that allowed evaluating the level of digital skills in a variety of areas such as information literacy, communication and collaboration, digital creation, problem solving and digital learning.
The findings of the JISC report gave me some valuable insights into the strengths and the areas where I will have to be developed further. In general, my digital competencies can be defined as intermediate. I am confident in performing simple digital activities, including accessing web-based learning environments, performing online research, communicating using digital tools, as well as creating documents and presentations. Nonetheless, the report also revealed some of the aspects in which my abilities were insufficient, especially those related to data analysis, advanced spreadsheets, and creating digital materials.
Digital communication and collaboration are one of the strongest areas which are mentioned by the assessment. I feel at ease using electronic methods of communication like email, video conferencing systems and online discussion groups to communicate with lecturers and classmates. The tools have gained special significance in contemporary education where online learning is a common practice. Digital communication helps students engage in group work, exchange information, and work effectively in groups. JISC (2022) claims that communication and collaboration skills are one of the key components of digital capability and key to both academic and professional growth.
Information and data literacy are another strength that is found in the report. I also frequent search engines, scholarly databases, and online journals to find information to use in coursework and research work. I have also learned to critically judge the source based on credibility, reliability and relevance. It is a valuable skill in the digital era, where there is a lot of information on the Internet, yet not everything is credible. Digital literacy is the ability to find, analyze, and apply digital information as it is described by Ng (2012).

Irrespective of these strengths, the JISC assessment identified a number of strengths that I should improve upon. Among the most important is the analysis of data and spreadsheet. Although I am slightly familiar with the use of Microsoft Excel, including inputting data and carrying out some basic operations, I am not confident when it comes to doing any of the complex functions of the application, including formulas, pivot tables, and tools of data visualisation. They are worth developing these skills since spreadsheets are very popular in business, finance, and most of other fields of professional work. According to Hong et al. (202) Excel is among the most significant data analysis tools and facilitators of organisational decision-making.
The other area that has been noted to be improved is on digital content creation. Even though I can make simple presentations and documents with Microsoft Word and PowerPoint, I would like to develop more design and multimedia capabilities. It involves enhancing the visual appeal of presentations, applying data visualisation, as well as using pictures, charts, and other digital objects well. These skills will help me become better at exchanging ideas in a professional manner.
In order to respond to these areas of development, I enrolled in a number of LinkedIn Learning courses pertaining to Microsoft Office 365. Such courses were training in Microsoft Excel, Word, and PowerPoint. By taking these learning modules, I obtained some digital badges and certificates that prove my advancement in the acquisition of digital skills. The Excel courses were also very beneficial as they brought in valuable ideas like formulas, budgeting spreadsheets, and methods of organising the data. Salih (2021) states that the productivity software of learning, like office365, is able to make the workplace highly efficient and digital-competent.
Besides these badges, I would be further advancing my digital skills by learning and practice. As an illustration, I will use Excel frequently, developing financial tables and spreadsheets. I would also be learning the advanced features like the use of pivot tables, charts, and data analysis tools. Besides, I will still rely on online learning solutions such as LinkedIn Learning to pursue more courses in the field of digital productivity and data management.
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Task 3: Essay on the Relevance of Excel in Professional and Personal Life
Introduction
The Microsoft Excel application is among the most popular spreadsheet applications in the globe. It is an important element in the work sphere and personal life. Excel enables one to arrange data, make calculations, analyse financial data and draw a visual representation of information. Due to these functions, Excel has turned out to be a vital digital application in most industries such as business, finance, education, and administration. Along with it, it is useful in personal financial management, budgeting, and planning as well. Effective use of Excel has been listed as a significant digital skill in the contemporary workplace and in the daily lives.
Excel in Professional Life
Excel is extensively applied in professional settings in managing and analyzing data. Organisations produce enormous amounts of data concerning sales, operations, employees and finances. Excel offers the means that enable practitioners to structure this data in tables and conduct calculations with the help of formulas and functions. Adebayo et al. (2024) says that with the help of Excel, a business can quickly analyse and make well-informed decisions, using data that is accurate.
Automated calculations can be conducted in Excel, which is one of its major strengths. The use of functions like SUM, AVERAGE and IF enables users to do complicated calculations effectively. This minimises chances of human error and time wastage in analysing financial or operation data. Excel is applied in the preparation of budgets, financial forecasts, and performance reports in many companies (Rajagopal et al., 2022). These functions assist managers in tracking the business operations and assessment of organisational performance.
Financial analysis and reporting are also an application of Excel. Companies use spreadsheets to monitor the revenues, costs, profits, and investments. To illustrate, finance departments often tackle the task of building financial models (with the help of Excel) that can assist organisations make assumptions about the future of finances. Álvarez et al. (2025) argue that spreadsheet software such as Excel is critical in business analytics as organisations can use them to make sense of big data and determine trends that can be utilised in strategic decision-making.
Data visualisation is another significant characteristic of Excel. Excel enables the user to make charts, graphs and dashboards that can be used to provide complex information in a clear and easily understandable format. The visualisation of data is especially various in presenting reports to managers or other stakeholders since it enables the presentation of trends and insights in a more understandable way. An example can be sales data that can be transformed into graphs that indicate performance over time, and thus, it can be easier to recognize growth or decline.
Moreover, Excel is also compatible with other Microsoft office programs like Word and PowerPoint. This integration gives the professionals an opportunity to export tables, charts, and financial summaries to reports and presentations. Consequently, Excel facilitates analysis of data in addition to effective transfer of information in organisations.
Excel in Personal Life
Excel also has its personal financial management uses besides its professional use. A significant number of users utilize Excel sheets to manage the income, expenditure, and savings. When financial data are grouped together, individuals are able to conceptualise their expenditure more easily and where they can save money doing things they do not need.
As such, the families may set up a budget book spreadsheet to trace their monthly earnings and spending. The sources of income can be wages or government benefits or investments whereas expenses can be housing, utilities, grocery and transportation. Excel formulas have the ability to calculate totals automatically as well as display the difference between income and expenses (Sutarman et al., 2025). This enables the families to know whether they are saving or spending excessively.
Long term financial planning is also done with the help of Excel. People are able to use spreadsheets to save on significant life event like education, buying a house or even retirement. Using the financial variables, users are able to experiment with various financial situations in the spreadsheet and make better decisions regarding their spending and saving behavior.
One more benefit of using Excel personally is that it predisposes a person towards financial responsibility and awareness. As long as they monitor their expenses on a regular basis, the individuals become more aware of their spending behaviour. Okoli et al. (2022) states that spreadsheets assist a user to visualise financial trend, and this may motivate an individual to improve their financial management and budgeting behaviours.
Family Budget Spreadsheet Example
The spreadsheet prepared in this assignment indicates the potential of using Excel to compute the income and spending of an ordinary family of four within a year. The spreadsheet incorporates realistic financial values and formulas to estimate the annual values and balances.
[bookmark: _GoBack]
Income and Expenditure Table (Example)
	Income Source
	Amount per Month (£)
	Annual (£)
	Expenditure
	Amount per Month (£)
	Annual (£)

	Wage 1
	2500
	30000
	Rent/Mortgage
	1200
	14400

	Wage 2
	1800
	21600
	Council Tax
	180
	2160

	Trust Funds
	200
	2400
	Electric
	90
	1080

	Stocks/Share payouts
	150
	1800
	Gas
	85
	1020

	Universal Credit
	300
	3600
	Water Rates
	40
	480

	Student Finance
	0
	0
	Food
	500
	6000

	Other
	100
	1200
	Car Insurance
	95
	1140

	
	
	
	Car Tax
	25
	300

	
	
	
	Fuel
	220
	2640

	
	
	
	Child Care Costs
	450
	5400

	
	
	
	Loans/Credit Cards
	200
	2400

	
	
	
	Other (Birthdays/Savings/Holidays)
	250
	3000

	
	
	
	
	
	

	Total Income
	5050
	60600
	Total Expenditure
	3335
	40020

	
	
	
	
	
	

	
	
	
	Monthly Balance
	1715
	

	
	
	
	Annual Balance
	20580
	



The Microsoft Excel is an effective digital tool which is crucial in the professional and personal settings. Excel is used in both management and business to aid in data management, financial analysis, reporting and decision making. Excel is used in organisations to manage the complex data sets, trend analysis and to communicate knowledge in an effective manner. Meanwhile, Excel will offer great advantages in personal financial management. Spreadsheets may be used to monitor income and expenses by individuals and families, budget, and make financial decisions.
The family budget spreadsheet that was prepared in this assignment shows the level to which the Excel formulas could be applied in order to analyse the financial data and compute the annual income and expenses. The skill of efficiently using Excel is as much a necessity as ever since digital technologies are still defining the workplace and daily life. Good spreadsheet skills can help an individual to be more productive, facilitate financial planning as well as enhancing the decision-making process.
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Introduction

This presentation reflects on the digital skills |
developed during this module and how they
contributed to my academic learning.

The presentation will explain how my digital
capabilities improved through completing
different tasks and learning activities.

It will also demonstrate how | applied these skills
through the JISC Digital Capability assessment,
LinkEdIn Learning courses, and practical Excel
work.

Finally, | will discuss how these skills will support
my future academic studies and professional
career development in a digital workplace.
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Overview of Learning in the
Module

During this module, | developed a range of important digital skills that
are essential for academic success and professional environments.

The module focused on improving digital literacy, digital
communication, and digital productivity skills.

Through different activities and tasks, | learned how to use digital tools
such as Microsoft Excel, Office 365 applications, and online learning
platforms.

These experiences helped me understand how technology can improve
efficiency, organization, and decision-making.

The module also encouraged independent learning and reflection,
allowing me to evaluate my strengths and weaknesses in digital
capabilities.
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Task 1 —JISC Digital Capability
Assessment

Task 1 involved completing the JISC Digital Capability self-assessment.
This assessment helped me evaluate my current digital strengths and
areas that needed improvement.

The results showed that my strengths included digital communication,
digital learning, and digital wellbeing.

However, the assessment also identified some weaknesses such as
digital creation, digital literacy, and digital participation.

Based on these results, | created an action plan to improve my digital
skills. This task helped me become more aware of my digital abilities
and allowed me to set clear goals for improving my technological skills
throughout the module.
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Task 2 — LinkedIn Learning
(Office 365 Certificates)

Task 2 focused on completing training courses on
LinkedIn Learning related to Microsoft Office 365
tools.

These courses helped me develop practical

digital skills and improve my understanding of trkedLconica
software used in professional environments. The Outlook Essential Training (Microsoft
training included tutorials on Excel, productivity 365)
tools, and digital workplace applications. et i

e L s OS2 s

By completing these courses, | gained certificates S—
that demonstrate my commitment to learning =)
new digital skills.

LinkedIn Learning also helped me improve
independent learning because | could study at
my own pace and revisit lessons whenever
necessary. This task significantly improved my
confidence in using digital tools.
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Task 3 — Excel Essay and
Spreadsheet

Task 3 involved writing an essay about the
relevance of Excel in professional and personal life
and creating a spreadsheet to manage a family
budget.

Linked [ Leaming

Through this task, | learned how to use Excel
formulas, organize data, and create structured
spreadsheets.

Excel Essential Training (Microsoft
365)

o competd by Mo Rohmon
Mor 0220260 LM UTC - 2hows S mintes

The spreadsheet required calculating income and
expenditure for a typical family over one year.

Top sl covred

This task helped me understand how Excel can N
support financial planning and data analysis. It also J%»W/é—,
improved my ability to apply digital tools in real-life e
situations. These skills are very valuable because
Excel is widely used in many professional
industries.
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Development of My Digital
Skills

Throughout the module, my digital skills improved significantly. |
became more confident in using Microsoft Excel, PowerPoint, and
online learning platforms. | also developed better data management
and information organization skills. The activities helped me understand
how digital technologies can support productivity and effective
communication. In addition, completing different tasks encouraged me
to practice problem-solving and independent learning. These
improvements demonstrate how digital capability can develop through
continuous learning and practical application of technology.
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How | Used These Skills

The digital skills | learned were applied in several ways during the
module. For example, | used Excel to create spreadsheets and perform
financial calculations.

| used PowerPoint to create presentations and communicate
information clearly. | also used LinkedIn Learning to improve my
knowledge of Office 365 tools.

These activities allowed me to practice digital skills in real situations.
Using these technologies helped improve my academic work by making
it more organized, efficient, and professional.

As a result, | gained valuable experience using tools that are widely used
in modern workplaces.
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Future Skill Development

The digital skills developed during this module will be very useful for my
future academic studies and career.

In my studies, tools like Excel and PowerPoint will help me organize
research data, analyze information, and present ideas effectively.

In professional environments, digital skills are essential for
communication,  collaboration, and  decision-making.  Many
organizations rely on digital technologies, so having strong digital
competencies improves employability.

| plan to continue improving my skills by completing additional online
courses and practicing advanced Excel techniques such as data analysis
and visualization.
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Conclusion

In short, it can be said that all these tasks has significantly improved my.
digital capabilities and understanding of technology In academic and
professional contexts.

Through Task 1, Task 2 and Task 3, | developed skills in digital
assessment, online learning and practical data management. The JISC
‘assessment helped identify areas for improvement, Linkedin Learning.
strengthened my technical knowledge and the Excel task provided
practical experience.

These skills will support my future academic work and enhance my
career opportunities. Continuing to develop digital skills will be
essentialfor adapting to an increasingly technology-driven world.
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