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Digital skills are required in contemporary education and the workplace. Technology is currently employed in virtually all spheres of learning, communication, and work. Digital skills are necessary to allow students to achieve access to information, fulfil assignments, communicate with other people and organise their studies (Cabero-Almenara et al., 2022). Digital competence within the workplace can assist one to become more efficient, cooperate with others, and act responsibly with technology. This is why the growth of good digital competencies is a significant aspect of higher education and employability (Đorđević et al., 2025).
To assess my digital skills, I answered the JISC Digital Capability Discovery Tool. This tool evaluates various spheres of digital capability and displays the results in a graphic chart (see Appendix). Based on the results I reviewed, I realised there were strengths and weaknesses in my results. I excelled in digital communication and collaboration, and digital learning management. However, my scores revealed that I should gain skills in digital usage, digital creativity and problem-solving. The test was helpful as it made me have a clear picture of my strengths and areas in which I require improvement.
Digital communication and collaboration are some of my key strengths. I do not have any issues working with digital platforms/tools like email, online learning systems, and messaging applications to interact with lecturers and classmates. I will also be able to engage in online-based conversations and communicate well. The importance of these skills is that most organisations and learning institutions now use digital communication tools to work and collaborate in teams (Đorđević et al., 2025). This strength will also assist me in communicating with colleagues, students, and parents online since I intend to work in the education and teaching sector in the future.
Another strength is my capacity to manage my digital learning. Digital tools can assist me in planning my studies, and include online calendars, learning platforms and document management platforms. As an illustration, I use digital resources to meet deadlines of assignments and plan the workload of my studies/homework. This ensures that I am always organised and time managed. The skill of managing learning through digital technology is a useful competency among students as it promotes productivity and self-directed learning (Cabero-Almenara et al., 2022).
The tool also highlighted areas for improvement. One weakness is the use of digital tools. Although I am aware of how to use basic programs such as Microsoft Word, I am not well versed with more complex features such as Excel formulas and other presentation tools. They are essential in the analysis of data, presenting and making reports, and in the presentation of information in a clear manner in an academic and professional context (Đorđević et al., 2025; Rubio-Andrés et al., 2023). The acquisition of these skills will help me become more confident in my knowledge of digital technologies.
The second weakness is digital creativity and problem-solving. This area refers to the creative use of digital tools to create and resolve problems. According to my results, I should work on my skills in creating creative digital content, i.e., presentations, visual materials, or interactive content. Digital creativity is significant in the teaching profession as, in most cases, teachers utilise digital resources to ensure that they make their lessons more captivating and effective for students (Chiu et al., 2024).
To improve these weak areas, I have developed a SMART goal action plan. I would like to enhance my skills in using digital tools, particularly Microsoft Excel and PowerPoint. Over a period of eight weeks, I will also enrol in the LinkedIn Learning courses offered in this module and train to use the formula, chart and presentation features at least two times a week. This is a specific goal, measurable, achievable, relevant to my studies and time bound.
The second SMART goal is to enhance my digital creativity. Over three months, I will train myself to create digital presentations and learning materials with the help of tools like PowerPoint and Canva. I will produce at least one online resource so as to build my creativity and confidence in utilising these tools.
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Task 3:
Introduction 
One of the most popular spreadsheet programs to use when organising, analysing and presenting data used in business and other fields of knowledge is Microsoft excel. Spreadsheets allow users to do their calculations, visualise their information using charts, and make predetermined decisions on the basis of quantitative data (Todorova, 2019; Rebman et al., 2023). This essay is intended to discuss what Excel is and why it is relevant and important in data analysis, budgeting, reporting, and decision-making. The essay dwells on how Excel works in managing and analyzing data, then moves on to how it can be used in financial planning and reporting, and finally gives the relevance of Excel to making informed decisions.
Microsoft Excel Data Analysis and Data Management
Microsoft Excel is a significant data analysis tool as well as the data management tool since it allows users to arrange information in a structured spreadsheet to allow systematic analysis. Spreadsheets present data in rows and columns and therefore make it easy to record variables and observations and analyse them effectively. With appropriate spreadsheet organisation, quality of data improves and errors in analytics are minimised, especially when the same data format and rules of validation are applied (Broman and Woo, 2018). Consequently, Excel gives a realistic platform on which raw data can be organized, manipulated, and analyzed. An illustrative case of the data management functions of Excel is the spreadsheet that was used to make the household budget in the current assignment. The monthly earnings of sources like salary and the other incomes are registered in the dataset along with the expenditure sources like rent, utilities, groceries and transportation. SUM used in the formulas of Excel were calculated to determine total income and total expenditure per month to be able to quickly aggregate financial data. These computations work with raw data in order to convert them into meaningful indicators, which may be used to monitor and analyse financial data.
Excel also has tools of analysis whereby the user can deduce data pattern and relationships. In-built statistical functions and modules like the Data Analysis ToolPak enable users to carry out descriptive statistics, correlations and other types of analytical process in the spreadsheet environment (Todorova, 2019). As an example, graphs that are generated using the household data visually compare the patterns of income and expenditure in different months, and this can be readily used by the user in order to determine the months during which expenditures surpass incomes. The popularity of spread sheet tools in organisations is also another indicator of the usefulness of the tools in data analysis and conducting business. Spreadsheets are commonly applied in workplace settings to process financial information, track the performance of the operations, and provide the insights in the form of visualisations, including charts and dashboards (Rebman et al., 2023). Therefore, Excel is an all-purpose platform which enables individuals as well as organisations to handle data efficiently and come up with inferences which will underpin evidence-based decision making.
Excel Budgeting, Reporting and Decision-Making
Microsoft Excel is a commonly used product in budgeting, reporting and decision-making as it allows one to transform raw financial data into meaningful and structured financial data. Spreadsheet modelling enables users to formulate financial issues in a spread sheet application whereby calculations are incorporated in formulas and the relationship amongst variables can be easily visualised (Powell and Baker, 2004). This is the reason why Excel is especially handy in the analysis of financial data and in the consideration of other financial decisions. An example of such functionality applied practically could be seen in household income and expenditure spreadsheet that was prepared in this assignment. The spreadsheet captures sources of monthly income which include salary and other sources as well as expenditure which includes rent, groceries, utilities and transportation. To compute total income and total expenditure on each month, Excel formulas were applied including SUM and to compute the disposable income, the expenditure was subtracted by revenue. The spreadsheet modelling tools help the user to have the calculations arranged in the spreadsheet in a way that is easy to interpret and modify in case of changes in financial conditions (Albright, Winston and Zappe, 2011).
Excel is also better in terms of financial reporting as it provides an opportunity to visualise financial data using charts and tables. The charts on income and expenditure used in the household dataset give a graphic illustration of the financial trend in different months. The charts and graphs visualisation tools allow users to see the financial patterns and locate possible issues in budgeting easier (Todorova, 2019). In one case, when expenditure has a high increase in a given month, the chart reflects this instantly, and this enables users to make amends in spending decisions. The significance of Excel in financial decision-making is a well-known concept in research and practice. The interface of Excel is flexible, and users can use it to organise, to analyse and present the financial data, which contributes to making evidence-based choices in personal and organisational settings (Maruf et al., 2022). On the same note, research indicates that properly constructed spreadsheets enhance increased accuracy and reliability of financial analysis, but poorly constructed spreadsheets may cause calculation errors and wrong decisions (Kumar and Prasath, 2024). Due to the widespread application of spreadsheets to both financial analysis and budgeting and operation planning in organisations, Excel has become among the most valuable analytical tools to a business professional (Rebman et al., 2023).
Conclusion 
To sum it up, Microsoft Excel is an effective programme that facilitates data analysis, budgeting, reporting as well as decision-making at personal and organisational levels. Excel allows users to create meaningful insights through the use of structured spreadsheets, formulas, charts and analytical tools to convert raw information into useful insights to aid in making informed financial decisions. The spreadsheet on household income and expenditure is just one such application which can show how one can use excel to track the financial performance and trace trends. Excel, therefore, continues to be a significant instrument in effective management of data and evidence-based decision-making.
Embedded Excel
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Task 3.xlsx
Data

		Income 		January 		February 		March		April		May		June		July		August 		September 		October		November 		December		Annual Total 		Average/Month

		Wage 1		2,100		4,000		2,300		1,800		1,700		2,000		2,300		3,000		2,500		1,100		1,400		2,100		26,300		2191.67

		Wage 2 		567		710		200		230		250		300		300		300		150		200		320		250		3,777		314.75

		Total		2,667		4,710		2,500		2,030		1,950		2,300		2,600		3,300		2,650		1,300		1,720		2,350		30,077		2506.42



		Expenditure 		January 		February 		March		April		May		June		July		August 		September 		October		November 		December		Annual Total 		Average/Month

		Rent		1,500		1,600		900		900		1,100		1,000		1,300		1,500		1,200		600		800		850		13,250		1104.17

		Council Tax		200		350		100		80		300		200		200		90		110		50		100		120		1,900		158.33

		Utilities 		150		200		100		90		50		80		150		90		60		30		60		90		1,150		95.83

		Broadband 		40		25		20		35		40		26		50		25		30		15		0		50		356		29.67

		Phone		20		35		40		60		60		20		20		30		19		30		50		50		434		36.17

		Gym 		30		20		0		25		10		30		20		15		0		0		20		30		200		16.67

		Food		150		200		150		200		100		100		120		160		150		50		100		130		1,610		134.17

		Petrol 		200		150		0		150		50		0		85		150		50		90		60		70		1,055		87.92

		Insurance 		100		130		0		200		80		0		110		260		100		100		110		80		1,270		105.83

		TV License 		15		20		18		18		30		22		15		25		20		7.5		20		24		235		19.54

		Total		2,405		2,730		1,328		1,758		1,820		1,478		2,070		2,345		1,739		973		1,320		1,494		21,460		1788.33



				January 		February 		March		April		May		June		July		August 		September 		October		November 		December		Annual Total 		Average/Month

		Disposable Income 		262		1,980		1,172		272		130		822		530		955		911		328		400		856		8,618		718.17











Analysis

		Household Budget Analysis 

		Key Metrics						Monthly Comparison

		Total Annual Income		£30,077.00						January		February		March		April		May		June		July		August		September		October		November		December

		Total Annual Expenditure		£21,459.50				Income		£2,667.00		£4,710.00		£2,500.00		£2,030.00		£1,950.00		£2,300.00		£2,600.00		£3,300.00		£2,650.00		£1,300.00		£1,720.00		£2,350.00

		Annual Disposable Income		£8,617.50				Expenditure		£2,405.00		£2,730.00		£1,328.00		£1,758.00		£1,820.00		£1,478.00		£2,070.00		£2,345.00		£1,739.00		£972.50		£1,320.00		£1,494.00

		Average Monthly Disposable Income		£718.13				Disposable		£262.00		£1,980.00		£1,172.00		£272.00		£130.00		£822.00		£530.00		£955.00		£911.00		£327.50		£400.00		£856.00

		Highest Income Month		February

		Highest Spending Month		February

		Annual Expenditure by Category

		Category		Annual Total

		Council Tax		£1,900.00

		Utilities 		£1,150.00

		Broadband 		£356.00

		Phone		£434.00

		Gym 		£200.00

		Food		£1,610.00

		Petrol 		£1,055.00

		Insurance 		£1,270.00

		TV License 		£234.50

		Total		£21,459.50



Annual Expenditure by Category



Annual Total	

Council Tax	Utilities 	Broadband 	Phone	Gym 	Food	Petrol 	Insurance 	TV License 	Total	1900	1150	356	434	200	1610	1055	1270	234.5	21459.5	



Monthly Comparison



Income	January	February	March	April	May	June	July	August	September	October	November	December	2667	4710	2500	2030	1950	2300	2600	3300	2650	1300	1720	2350	Expenditure	January	February	March	April	May	June	July	August	September	October	November	December	2405	2730	1328	1758	1820	1478	2070	2345	1739	972.5	1320	1494	Disposable	January	February	March	April	May	June	July	August	September	October	November	December	262	1980	1172	272	130	822	530	955	911	327.5	400	856	
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