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Introduction

Digital skills are very important for students in modern education. Many university tasks require the use of computers, online platforms and different digital tools. Students often use technology to write assignments, search for information, communicate with lecturers and prepare presentations. Because of this, it is important for students to develop good digital skills during their studies.

Digital technology also helps students organise their work and complete tasks more efficiently. For example, word processing software allows students to write and edit assignments more easily. Online research tools help students find academic information quickly, while online learning platforms allow students to access lecture materials and submit assignments. Email and other communication tools also make it easier for students to stay in contact with lecturers and other students.

Developing digital skills is not only important for university work but also for future employment. Many organisations use digital technology every day to manage information, communicate with colleagues and analyse data. Because of this, employers expect graduates to feel confident when using digital tools and systems. Students who develop strong digital skills during their studies will be better prepared for modern workplaces.

The JISC Digital Capability Tool is designed to help students understand their digital abilities. It allows individuals to review their current skills and identify both strengths and areas where improvement may be needed. Reflecting on these results can help students become more aware of their abilities and develop a plan to improve their digital skills. This reflection can support both academic success and future career development.

Task 1 – Assessment of Digital Skills

The JISC Digital Capability Tool was used to review my current digital skills and identify both strengths and areas that need improvement. The results from the assessment show that there are some areas where my digital skills are strong, but there are also some skills that could be improved. Reflecting on these results is important because digital skills support both academic work and future employment.

One of my main strengths is digital identity management. This refers to the ability to manage an online presence in a responsible and professional way. It includes understanding privacy settings, protecting personal information and presenting yourself appropriately online. In today’s digital world, many activities take place online, including communication, networking and collaboration. Because of this, it is important to understand how to use online platforms safely.

Managing a digital identity is also important for future careers. Many employers look at online profiles when reviewing job applications. Platforms such as LinkedIn allow people to present their education, experience and skills. Having a professional online presence can help students build connections and improve career opportunities. Because of this, understanding digital identity management is a valuable skill.

Another strong area shown in my results is digital wellbeing. Digital wellbeing means understanding how to use technology in a healthy and balanced way. Students often spend many hours using computers and digital devices when studying. It is important to manage screen time and take breaks when necessary. Maintaining good digital wellbeing helps students stay focused and avoid feeling overwhelmed by technology.

My results also showed strong digital skills for work. This refers to the ability to use digital tools in professional environments. Many workplaces rely on digital systems for communication, organisation and teamwork. For example, employees may use email, shared documents or online platforms to work together on projects. Being comfortable using digital tools can [image: ]help individuals work more efficiently and adapt to new technologies when needed.

Although the assessment showed some strong areas, it also identified areas where improvement is needed. One of the weaker areas in my results is data literacy. Data literacy refers to the ability to understand and work with data. This includes organising information, interpreting results and using tools such as spreadsheets. Data skills are important because many organisations use data to make decisions and understand trends.

Improving data literacy would help me become more confident when analysing information and working with numbers. For example, programmes such as Microsoft Excel are widely used to organise data, perform calculations and create charts. Developing stronger data skills would therefore support both academic work and future employment.

Another area that could be improved is digital collaboration. Digital collaboration means working with others using online tools and platforms. This includes sharing documents, participating in online discussions and contributing to group projects. At university, students often work together using shared documents or communication platforms. Improving digital collaboration skills would help me feel more confident when working with others online.

To improve these areas, a SMART action plan can be used. SMART goals are goals that are Specific, Measurable, Achievable, Relevant and Time-bound.

My first goal is to improve my data literacy by practising Microsoft Excel once a week for the next two months. During this time, I will practise creating spreadsheets, using formulas and making charts. This will help me become more confident when working with data and numbers. My progress will be shown by being able to create more organised spreadsheets for university tasks.

My second goal is to improve my digital collaboration skills. During the next academic term, I will take a more active role in group projects and online discussions. I will contribute more to shared documents and communicate more regularly with group members. This will help me become more confident when working with others in digital environments.

Improving these skills will support my studies and help prepare me for future careers. Many employers expect workers to have strong digital abilities, including the ability to analyse information and work effectively with others online.

In conclusion, the JISC Digital Capability Tool provides a useful way to reflect on digital abilities. The results showed strengths in digital identity management, digital wellbeing and digital skills for work, while also highlighting areas that require improvement such as data literacy and digital collaboration. By continuing to practise these skills and following a SMART action plan, my digital capability can continue to improve.

Task 2 – LinkedIn Learning Certificates

LinkedIn Learning provides online courses that help students develop useful digital skills. As part of this module, I completed several courses related to Microsoft Office 365. These courses included Microsoft Outlook, Microsoft Word, Microsoft Excel and Microsoft PowerPoint.

These courses are helpful because Microsoft Office tools are widely used in education and many workplaces. Learning how to use these programmes correctly can help students complete tasks more efficiently and produce higher quality work.

For example, Microsoft Word is commonly used for writing documents and reports. The course helped me learn how to format documents, use headings and create a more professional layout. These skills are useful when preparing academic assignments.

Microsoft Outlook is used to manage emails and organise communication. The training helped me understand how to manage messages, organise folders and schedule meetings. These skills are important because email communication is widely used in both university and professional environments.

Microsoft PowerPoint is used for creating presentations. The course showed how to organise information clearly, use visual elements and design slides that are easy to understand. These skills are useful when presenting information to others.
[image: ]
[image: ]Microsoft Excel is used to organise and analyse data. Learning how to use Excel helps students manage information and perform calculations quickly. These skills are useful for both academic work and business tasks.

Completing these LinkedIn Learning courses helped me improve my digital confidence and develop practical skills [image: ]that will be useful in the future. Evidence of course completion is included in the
[image: ] appendix section through screenshots of the certificates.


Task 3 – Relevance of Microsoft Excel

Microsoft Excel is a very useful digital tool used in education, business and many organisations. It is a spreadsheet program that allows people to organise information, perform calculations and analyse data. Excel is widely used because it helps users manage large amounts of information in a clear and structured way.

One of the main uses of Excel is organising data. Information can be placed into rows and columns so that it is easier to read and understand. When data is organised clearly, it becomes easier to analyse and manage. For example, a business might record information about sales, products or customers in a spreadsheet.

Another important feature of Excel is formulas. Formulas allow calculations to be completed automatically. Instead of calculating numbers manually, Excel can perform calculations quickly and accurately. For example, the SUM function can be used to add numbers together to find a total. Other formulas can calculate averages or percentages. Using formulas saves time and reduces the chance of mistakes.

Excel is also commonly used for budgeting and financial planning. Many people use spreadsheets to track income and expenses. A spreadsheet can show how much money is coming in and how much money is being spent each month. This makes it easier to understand financial situations and plan ahead.

As part of this assignment, I created a spreadsheet to record monthly income and expenses. The spreadsheet included categories such as rent, food, transport and other costs. I used Excel formulas to calculate the total expenses and compare them with the total income. I also created a chart to show how the money is spent in different categories. This helped make the information easier to understand.

Excel can also create charts and graphs to present information visually. Charts such as bar charts, pie charts and line graphs help people understand patterns and trends in data. Visual information is often easier to understand than large tables of numbers.

In many organisations, Excel is used to support decision making. Managers often analyse data before making important business decisions. For example, a company might review sales data to identify which products are performing well. Excel allows this information to be analysed quickly and presented clearly.

[image: ]From completing this task, I learned that Excel is a very useful tool for organising and analysing information. Practising these skills has helped me feel more confident when using spreadsheets. These skills will also be useful in the future because many workplaces require employees to work with data and digital information.

Final Reflection and Conclusion

This portfolio helped me understand the importance of digital skills in both education and future employment. Completing the JISC Digital Capability assessment allowed me to reflect on my current digital abilities and identify both strengths and areas that need improvement. I realised that I am confident in areas such as digital identity management, digital wellbeing and using digital tools for work.

However, the results also showed that I need to improve skills such as data literacy and digital collaboration. Creating a SMART action plan helped me identify practical steps that I can take to improve these skills in the future.

Completing the LinkedIn Learning courses also helped me develop practical knowledge of Microsoft Office tools such as Word, Excel, PowerPoint and Outlook. These programmes are widely used in many workplaces, so developing these skills is important.

Overall, this portfolio helped me understand how digital skills support both academic success and future career opportunities. Continuing to practise these skills will help me become more confident when using digital technology in my studies and future work.

Reference list
rosoft Office Courses (2023) Why is PowerPoint an important skill for many careers? Available at: https://microsoft-office-courses.co.uk/why-is-powerpoint-an-important-skill-for-many-careers/ 
2.The Knowledge Academy (2024) What is Microsoft Word? Definition, uses and features. Available at: https://www.theknowledgeacademy.com/blog/what-is-

3 .Roffey Park Institute (2021) Why reflection matters. Available at: https://www.roffeypark.com/articles/why-reflection-matters/ 
Verywell Mind.
4. (2023) Does practice really make perfect? Available at: https://www.verywellmind.com/does-practice-really-make-perfect-2795158 .

5. The Business Professor (2025) Why business is essential in everyday life. Available at: 6.https://www.linkedin.com/pulse/why-business-essential-everyday-life-the-business-professor-fx2be 

Adams, T. (2022). What Excel Skills are Employers Looking For? [online] The Hub | High Speed Training. Available at: https://www.highspeedtraining.co.uk/hub/what-excel-skills-are-employers-looking-for/.









image4.png
Linked ] Learning

Excel Essential Training (Microsoft
365)

Course completed by Kristyna Ferencova
Mar 12, 2026 at 02:06PM UTC - 2 hours 56 minutes

Top skills covered

Microsoft Excel

N

Shea Hanson, Head of Learning Content Strategy

Certificate ID: bc3e487550012346c7c657c09cBfesfa3ea2b03309e8a6545af2fe6b0d17





image5.png
Linked ] Learning

Outlook Essential Training (Microsoft
365)

Course completed by Kristyna Ferencova
Mar 11, 2026 at 06:44PM UTC - 2 hours 12 minutes

Top skills covered

Microsoft Outlook

Shea Hanson, Head of Learning Content Strategy

Certificate ID: fbfec7a76a11d1014baa0094c3307263e44b82c259190ef7bbleb7b545346(9b.




image6.png
Linked ] Learning

PowerPoint 2019 Essential Training

Course completed by Kristyna Ferencova
Mar 12, 2026 at 03:22PM UTC - 2 hours 2 minutes

Top skills covered

Microsoft PowerPoint

Shea Hanson, Head of Learning Content Strategy

Certificate ID: fd19dab216d4074329274da64486cle4ald2(67223445888041678069759864





image7.png
A B
Category Amount £

Income 3200
Rent 1200
Food 350
Transport 180
Bills 260
Entertainn 200
Other 150
Total expe 2340
Remaining 860

€ D E F G
o—
L—eoe
Amount £

= [ncome

= Rent = Food = Transport = Bills = Entertainment = Other




image1.png
Prifysgol Cymru
Y Drindod Dewi Sant

University of Wales
Trinity Saint David




image2.png
Digital proficiency

Digital productivity
[ Information literacy [ Media literacy
[l Data literacy M Digital communication
W Digital collaboration
[ Digital participation M Digital creation
M Problem solving M Digital innovation
" Preparing for digital learning
! Digital learning activities
[ Digital identity management

[ Digital wellbeing [ Digital skills for work

Digital proficiency

uwtsd.potential.ly




image3.png
Linked ] Learning

Word Essential Training (Microsoft
365) (2023)

Course completed by Kristyna Ferencova
Mar 11, 2026 at 10:22PM UTC + 2 hours 33 minutes

Top skills covered

Microsoft Word

Jei

Shea Hanson, Head of Learning Content Strategy

Certificate ID: 61b98de6712fc70ca32e61b2c584572647e26bbS57c04aa2d8299d037132405¢




