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Reflective essay on what we have learnt so far in Digital skills for personal development and Business growth
In the first week we learnt about Email & Task Management. We had a look at how to manage and use tools efficiently. I learnt how to create tasks, set up events and make these into actionable tasks. I found this really interesting and learnt about some new tools that I haven’t used on Email Before. I learnt more about Microsoft outlook and how will integrate this into my future learning tasks and business ideas. Going forward with what I’ve learnt I will now organise emails more efficiently using folders, categories or labels. I will now use flags and labels to prioritise the most important emails and tasks.
We touched on Professional Networking (LinkedIn) I found this really interesting as I didn’t really know much about this area before. I researched other professional apps on google and looked at what these apps can do. Some of these were ‘Eventbrite’ and ‘Bizzabo’ I learnt that these are all useful tools for me to use in the future. I also learnt that these platforms were good way to use Data Collection & Analysis.
I learnt in this lesson that its important build connections and make sure these are positive relationships and maintaining these relationships in daily life and through my Business ideas.
We looked at Artificial Intelligence Tools in the current digital era what this means and how we can use it most effectively in our work. We learnt that not all information is correct and one hundred percent true at times. I found this really interesting and looked at the different apps that are available like Chat got and Gemini. Most importantly I learnt that AI uses algorithms and patterns to make decisions and predications. 
We looked at Microsoft Office 365 Suite. I found that this was kind of like a library of information platforms developed by Microsoft. These include office, excel, spreadsheets and how to make presentations. From this I have practised how to format and edit text, using templates and adding images and tables.
I learnt that Access is a database management system and looked more into PowerPoint and found that it was a tool for delivering presentations. I found this really helpful because I will now self-teach myself this so I can use this in my future work and my own presentations. I’ve learnt professional skills and all about being safe online. I’ve looked at file management and gained professional digital skills.
I’ve found that the benefits of office suites are being able to connect with my Class through Teams and Microsoft office and cloud storage and being able to take this digital file anywhere. I’ve looked into the benefits of using this in my work and how I will implement this into my essays and projects going forward. 
So, over the last four sessions I have developed a stronger understanding of key digital skills that are essential in my both my study and work.
            
