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Over the last few weeks, I’ve learned a lot in this module, even though I’ve missed a few sessions because of fatigue. I’ve been studying at home and catching up on Moodle, which has helped me stay up to date with lessons and tasks. Having access to PowerPoints, handouts, and resources online has made it easier to manage my learning while looking after my health. I’ve realised that being proactive and organised is essential, especially when balancing study and wellbeing. This has helped me build resilience and confidence in managing my workload independently.
In the first week, I learned how to use Moodle and Turnitin to find work, submit assignments, and check feedback. I also used the JISC Discovery Tool to find out what digital skills I already have and which ones I need to improve. It made me realise I’m quite confident using some tools but need to get better at time management and online collaboration. I’ve started setting small daily goals and reflecting on what I achieve each week, which helps me stay motivated and track my progress more effectively.
In Week 2, we focused on using Outlook, Trello, and Microsoft Planner to stay organised. I found this really helpful because I sometimes find it hard to keep track of deadlines. Using the Outlook calendar to add reminders and tasks has made a big difference. I’ve also started using Trello boards to plan my work. These tools are really useful for both study and future work. I can see how they will be valuable in professional environments where teamwork and communication are key to completing projects on time.
Week 3 was about Artificial Intelligence (AI). I learned what AI is, how it can be used, and how to use it responsibly. We looked at ChatGPT and Microsoft Copilot and talked about the importance of being honest about when we use AI. I also learned about GDPR and cybersecurity, which reminded me how important it is to stay safe online and protect personal information. This week made me think more critically about how technology is shaping the workplace and how digital awareness can give me an advantage in my future career.
In Week 4, we focused on Microsoft Word and Office 365. I practised saving work to OneDrive, formatting documents, and adding headings. Even though I’ve missed some sessions, I’ve been using Moodle and online videos to catch up. I now feel more confident creating and sharing documents. These are useful skills that I can use in my assignments and in future jobs. I’ve also started experimenting with templates and accessibility tools in Word, which has shown me how small adjustments can make documents more professional and easier to read.
Overall, I think I’ve made good progress so far, especially considering I’ve been dealing with fatigue. The course has helped me stay organised and use technology better. I’ve also learned how to be more independent and take responsibility for my own learning. I’m looking forward to learning about PowerPoint and Excel in the next few weeks so I can continue improving my digital skills. I believe these lessons will not only support my academic success but also help me develop the confidence and professionalism needed to succeed in any business environment.


