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Task 1 – Reflective Essay

Digital skills are valuable in higher education. Students need these skills to study, find information, communicate with others, complete assignments, and prepare for employment. A lot of learning takes place online, so students should be confident in using digital skills. Jisc (n.d) explains digital capability as the skills needed to learn, work, and live in the digital world. To reflect on my own skills, I used the Jisc Discovery Tool. My results showed that I am strongest in essential digital proficiency and essential digital productivity. However, I was weaker in continuous professional development and digital skills for work experience, internships, and employment. 

Overall, my results show that I am confident using digital tools for studying, but less confident using them for career development. In Essentials Digital Skills, I scored 14/14 in essential digital proficiency and 13/14 in essential digital productivity, both being rated as ‘’Proficient’’. In the employability report, both continuous professional development and digital skills for work experience, internship and employment were rated as ‘’Developing’’. This means I already have a good foundation for using digital tools in my studies, but I still need to improve how I use them in developing my career (Jisc Discovery Tool, 2026). 

My first strength is essential digital proficiency. I scored 14/14, which shows I feel confident with basic digital tasks. The after completion report states that this includes logging in, browsing the internet, and trying new tools. I believe that this is one of my biggest strengths because I can usually use online systems without any difficulties. This is important in university because students need to use online learning platforms, online libraries, emails, and assignment platforms. (Jisc Discovery tool, 2026). 


A second strength is essential digital productivity. I scored 13/14, which was also rated as ‘’Proficient‘’. The report says that this area is about using digital tools to work more efficiently and save time. This includes using Word, Excel, Google Docs and other tools to organise work and complete tasks more efficiently. I believe this is important because students need to meet deadlines, write assignments, and keep track of their work. This strength shows that I am able to use digital tools in a practical way to support my studies. This is also important in the workplace because employees are expected to be organized and able to work well with digital systems (Jisc Discovery Tool, 2026; Jisc, n.d.).

One of my weaker areas was continuous professional development, which was rated as ‘’Developing’’. According to the report, this means improving skills and knowledge so that a person can grow in their career. It suggests attending webinars, joining online groups, building a portfolio and keeping up with opportunities. This report indicates that I am not utilizing online platforms effectively for professional development. This is important because technology is constantly evolving, so individuals need to keep learning to stay prepared for work (Jisc Discovery Tool, 2026; UNESCO, 2021).

Another weak area was digital skills for work experience, internships and employment, which rated as ‘’Developing’’. According to the report, this skill is about using digital technology to look for jobs, apply for opportunities, and demonstrate skills to potential employers. It recommends improving a professional social media profile, networking online and using career services. This result suggests that I need to improve my professional online presence and how I use digital tools for employability (Jisc Discovery Tool, 2026; Jisc 2024).





To improve in these weaker areas, I have planned to achieve 2 SMART goals.
First, in the next eight weeks, I will attend one online webinar every two weeks related to business, join one professional online community, and keep notes about what I learn. This will help me improve my continuous professional development. Second, in the next six weeks, I will work on my LinkedIn profile to appear more professional, connect with at least ten relevant people, find two jobs or internships websites, and write one professional networking message. This will help me improve my digital skills for work experience, internships, and employment. 

In conclusion, my Jisc results show that I already have a good foundation in digital study skills, but I still need to improve how my use of digital tools in professional development and work. As such, I believe that by following this plan, I can become more prepared for university and employment (Jisc, 2024; Advance HE, 2025.).
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Task 3: The Relevance and Importance of Microsoft Excel for Data Analysis, Budgeting, Reporting and Decision-Making

Microsoft Excel is one of the most used spreadsheet programs in education, employment and everyday money management. It is valued because it helps users organise data, make calculations, clearly present information, and make informed decisions. Spreadsheet skills are also relevant in the workplace, with Microsoft Excel still being a key tool compared to other spreadsheet programs. At the same time, employability research in the UK indicate that Microsoft Excel is a useful skill for graduates or individuals seeking a job (Rebman Jr. et al., 2023; Jenkins and Lane, 2019). Furthermore, Excel offers a wide number of functions for both simple and complex operations, which means it is suitable for both personal and professional needs (Microsoft, n.d.). This essay will discuss the importance of Excel for data analysis, budgeting, reporting, and decision-making.

One of the biggest reasons why Excel is important is its usefulness for data analysis. With Excel, users can enter, organise, and manipulate data in a way that makes it easier to compare values and calculate results. Data analysis using spreadsheets includes sorting and filtering information, grouping data, and functions that perform numerical calculations. As shown by Dr. Nigel (n.d.), Microsoft Excel is more than just a data storage tool. It can be used to manipulate, analyse, and present data. At the same time, according to Graham et al., (2020) spreadsheets can also perform statistical operations such as finding averages and frequencies. This makes Excel important when working with datasets. Microsoft (n.d.) also lists that Excel has a wide range of functions like ‘’SUM’’, ‘’AVERAGE’’, ‘’MIN’’, ‘’MAX’’, and ‘’IF’’. These functions make it easier for users to process and interpret data more effectively. For example, Excel can be used to find out the highest spending category in a household’s budget, calculate average weekly expenses, and using formulas to compare income with expenditure. This shows that Excel is relevant as it helps users transform raw data into information that can be understood and used.
Microsoft Excel is very useful for budgeting since it allows users to clearly keep track of income and expenditures in one place. Budgeting depends on knowing on the money coming in and being spent, and whether the expenses are sustainable. The University of Warwick (2023) explains that budgeting begins by listing income and expenses and then monitoring expenses against the money available. This is where Excel proves its importance in budgeting, as it allows its users to create tables, organise expenses into categories and automatically calculate totals. This eliminates the risk of errors and makes it easier to keep track of whether a person or household is staying within the budget. Practically, Excel can be used to separate essential and non-essential spending, compare expected versus actual costs, and calculate remaining balance after expenses deduction. Because the numbers update automatically when values are changed (when formulas are used), Excel makes budgeting easier and more flexible compared to writing by hand. This can be very useful for a household, where multiple categories of spending need to be tracked at the same time. As such, Excel is important for budgeting because it provides a clear and practical way to monitor finances and control spending.

Another important strength of Excel is that it can be used for reporting and visually representing information (e.g. charts, graphs). Numerical information is often difficult to understand when it is shown as raw data, so Excel can help with this by providing a way to represent this information visually into tables, charts and summaries. Analysis Function Central Team (2022) suggests that charts can be valuable because they can help audiences understand information more clearly and quickly. Similarly, Dr. Nigel (n.d.) presents Excel as not only helping with analysing data but can also be used to present the data in a way that is easier to interpret. This means that Excel can be used to create bar charts, pie charts and other visual summary that make data easier to understand. For example, in a household budget, a chart can be created to show which categories of spending take the higher percentages, which allows the reader to understand the situation much faster than by reading rows of numbers alone. For example, a pie chart can show the percentages of spending in each category. At the same time, a bar chart can compare money spent on rent, food, transport, and other utilities. As such, Excel is important because it allows data to be communicated more clearly, professionally, and accessibly.

Excel is also important because it supports decision making, and decisions are stronger when they’re based on organized information. As such, Excel is useful for decision-making because it brings together calculations, summaries and visual presentations into one single place. Rebman Jr. et al. (2023) demonstrates that spreadsheets continue to matter in data work, which proves the ongoing importance of software that can support practical data use. According to Jenkins and Lane (2019), Microsoft Excel can be regarded as an important employability skill. This means that the ability to work with this program can make someone more productive in educations and employment settings. This is important because many personal and workplace decisions depend on the ability to compare numbers and identify trends and problems. Excel helps determine if spending is too high, if income is sufficient, or if spending needs to be adjusted. This way, it supports good decisions since the evidence is visible and easy to interpret. In a household context, it can be used to reveal overspending, unnecessary expenses, and whether money can be saved. For example, if a spreadsheet shows that a category is using too much of the monthly budget, it can help the user decide where spending can be reduced, to increase the final balance. This shows that Excel isn’t just for recording information, but can also be used to make better decisions based on that information.

In conclusion, Microsoft Excel is a highly relevant and important tool for data analysis, budgeting, reporting, and decision-making. It supports users in organizing information, calculation, monitoring income and expenditure, and presenting data in clear and visual forms. The range of functions available in Excel make it suitable for both simple and more advanced tasks, while it’s continuous personal and workplace value indicates that it is still highly relevant today (Rebman Jr. et al., 2023, Jenkins and Lane, 2019; Microsoft, n.d.).
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What | Learned from this Module

- Digital Skills are important for both university and future
professional work

- This module helped me reflect on my current
digital abilities

- | improved my understanding of Office 365
tools and Excel

- | learned that digital skills also support employability
and professional growth

(Jisc, n.d.; Advance HE, 2025)





ask 1: Jisc Digital Capability Reflection

Strengths: Areas to improve:

SMART goals: Essential Digital Skills graph Digital capability report graph

Digital proficiency Digital productivity Information literacy
Media literacy Data literacy Digital communication
- . o igital ¢ ti digi articipati )
Essential digital proficiency Essential digital productivity Digital collaboration Digital participation Digital creation
Problem solving Digital innovation

Essential digital communication, collaboration and participation

Preparing for digital learning Digital learning activities

(J ISC D I scove ry TOOI ’ 2026 ; J ISC, n. d ] ) Essential digital creation ' Essential digital identity and wellbeing g T WOGREWNERE

Essential information, data and media literacy Digital skills f Kk
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Learning Office 2024: Word, Excel,
PowerPoint, and Outlook

Course completed by ionut purice
Mar 14, 2026 at 09:42PM UTC - 1 hour 52 minutes

Top skills covered

Microsoft Office Office 365

(LinkedIn Learning, 2026)






Excel is useful for data analysis because it help
organise and calculate data.

It supports budgeting by tracking income and
expenditure clearly.

It improves reporting through tables, charts, and
graphs.

It helps with decision-making because data can be
compared and interpreted more easily.





Reflection

| now understand my digital strengths and areas for improvement
more clearly.

- | improved my confidence in Office 365 and Excel.

- | still need employability-focused digital skills, especially
professional development, and online professional presence.

- These skills will help me with future assignments, presentations,
communication, and employment

Through this module, | became more aware of my digital strengths, weaknesses, and future development needs.

(Jisc, 2026; Advance HE, 2025)
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excel activity - Formulae question .xlsx
Sheet 1

				The 10 Richest People in the World 2023

				Rank		Name		Age		Wealth ($bil)		Wealth per year

				1		Bernard Arnault & family		74		211		2.85

				2		Elon Musk		51		212		4.16

				3		Jeff Bezos		59		213		3.61

				4		Larry Ellison		78		214		2.74

				5		Warren Buffett		92		215		2.34

				6		Bill Gates		67		216		3.22

				7		Michael Bloomberg		81		217		2.68

				8		Carlos Slim & family		83		218		2.63

				9		Mukesh Ambani		65		219		3.37

				10		Steve Ballmer		67		220		3.28



										Total		30.88

										Average		3.09





Sheet2

				Name		Animal		Poohsticks score		Matches Played		Average Score

				Eeyore		Mammal		14		3		4.67

				Kanga		Marsupial		13		3		4.33

				Pooh Bear		Mammal		16		2		8.00

				Rabbit		Rodent		16		3		5.33

				Christopher Robin		Mammal		17		5		3.40

				Roo		Marsupial		12		2		6.00

				Wol		Bird		13		3		4.33

				Piglet		Mammal		17		5		3.40

				Tigger		Mammal		18		5		3.60

										Overall average		4.79





Sheet3

		Customer sales order history

		Units sold pcm

		Customer		price per unit		Profit margin		Product		Jan-18		Feb-18		Mar-18		Apr-18		May-18		Jun-18		Jul-18		Aug-18		Sep-18		Oct-18		Nov-18		Dec-18		Jan-19		Feb-19		Mar-19		Apr-19		May-19		Jun-19		Jul-19		Aug-19		Sep-19		Oct-19		Nov-19		Dec-19		Monthly averages		Median		Range

		John		£0.05		30%		bottle		20000		20000		25000		30000		30000		30000		50000		50000		50000		30000		25000		20000		20000		20000		25000		30000		30000		30000		50000		50000		50000		30000		25000		20000		31667		30000		30000

				£1.15		25%		tray		2500		7000		3500		5000		6000		4500		5200		6300		1500		2500		6000		4000		3500		5000		4500		2500		6000		3500		7000		7000		3200		10000		6000		4000		4842		4842		8500

				£0.03		15%		pen		25000		20000		20000		15000		15000		15000		15000		2000		15000		20000		15000		10000		25000		20000		20000		15000		15000		15000		15000		2000		15000		20000		15000		10000		15583		15000		23000

				£0.27		20%		carton		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		0



																2018 summary table										2019 summary table								2020 summary table

														Product		Units sold		Profit						Product		Units sold		Profit				Product		Units sold		Profit

														bottle		380000		£5,700.00						bottle		380000		£5,700.00				bottle		327000		£4,905.00

														tray		54000		£15,525.00						tray		62200		£17,882.50				tray		59500		£17,106.25

														pen		187000		£841.50						pen		187000		£841.50				pen		259000		£1,165.50

														carton		120000		£6,480.00						carton		120000		£6,480.00				carton		120000		£6,480.00

														Totals		741000		£28,546.50						Totals		749200		£30,904.00				Totals		765500		£29,656.75

																								change since 2018		1%						change since 2019		2.18%



		Customer		price per unit		Profit margin		Product		Jan-20		Feb-20		Mar-20		Apr-20		May-20		Jun-20		Jul-20		Aug-20		Sep-20		Oct-20		Nov-20		Dec-20

		John		£0.05		30%		bottle		20000		20000		20000		27000		27500		27500		35000		35000		40000		30000		25000		20000

				£1.15		25%		tray		3500		5000		4500		2500		6000		3500		7000		6000		4500		7000		6000		4000

				£0.03		15%		pen		25000		20000		20000		15000		15000		12000		12000		80000		15000		20000		15000		10000

				£0.27		20%		carton		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000
















image1.png
Prifysgol Cymru
% Y Drindod Dewi Sant

% University of Wales
Trinity Saint David

%




image2.png
Digital Capability Report

Digital proficiency ' Digital productivity M Information literacy
WMedialiteracy M Data literacy MDigital communication
M Digital collaboration M Digital participation M Digital creation
W Problem solving M Digital innovation
1 Preparing for digital learning 1 Digital learning activities
W Digital identity management M Digital wellbeing
W Digital skills for work




image3.png
Digital Skills in Al and generative Al

Aland digital proficiency Al and digital productivity
Al'and information and data literacy
©* Al and digital communication
Al and collaboration and participation Al and digital creativity

Responsible Al




image4.png
Recognising digital skills for employability

Basic digital skills M Continuous professional development
i Identifying your digital skills and knowledge
Digital skills for work experience, internships and employment
 Developing your digital employability skills
 Advancing your digital employability potential
Managing your professional digital identity
Developing skils to navigate the hybrid workplace




image5.png
Essential digital skills

 Essential digital proficiency  Essential digital productivity
M Essential digital communication, collaboration and participation
" Essential digital creation " Essential digital identity and wellbeing
= Essential information, data and media literacy
Managing your professional digital identity
Developing skills to navigate the hybrid workplace




image6.emf
Reflective  Presentation.pdf


