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[bookmark: _Toc232445109]TASK 1: Digital Skills Reflection
[bookmark: _Toc232445110]Introduction
Digital skills mean the ability to use digital devices, online information, software, and communication tools safely and effectively. In study, digital literacy helps students research, write assignments, manage files, and submit work online. In employment, it improves employability because most organisations expect workers to use email, Microsoft Office, cloud storage, and data tools. Digital skills also increase workplace efficiency because tasks can be completed faster and more accurately. In the AI era, students must use technology critically and ethically. The JISC digital capability tool helps learners reflect on their skills and identify improvement areas (JISC, 2023).
[bookmark: _Toc232445111]JISC result summary
My JISC self-assessment shows a developing-to-confident digital profile. The result suggests that I am comfortable with common digital tasks but still need improvement in advanced areas. In information handling, I can search online, collect sources, and organise files. In communication, I can use email, online learning platforms, and messaging tools. In content creation, I can prepare documents, format assignments, and make simple presentations. In safety, I understand basic password use and careful online behaviour. However, the result also shows gaps in advanced Excel, data analysis, cybersecurity awareness, and cloud collaboration. Therefore, the JISC result clearly shows my strengths and weaknesses (JISC, 2023).
Strength 1
One strength is Microsoft Word and digital communication. I can write documents, use headings, format pages, insert tables, and prepare neat academic work. I can also write formal emails with clear subject lines, polite language, and correct attachments. This supports study because well-organised documents are easier to read and submit. It also supports work because employees need professional communication. DigComp 2.2 identifies communication, collaboration, and digital content creation as key digital competence areas, so this strength links with employability and workplace readiness (European Commission, 2022; JISC, 2023).
Strength 2 
Another strength is basic Excel, data handling, and file management. I can enter data, use simple formulas such as SUM and AVERAGE, create basic charts, rename files, and organise folders properly. These skills help me manage coursework, small budgets, and simple business information. They are also useful in workplaces where spreadsheet reports are common. The OECD explains that digital skills support productivity, while Bawden describes digital literacy as the ability to find, understand, evaluate, and use digital information effectively. Therefore, my basic data-handling ability is a good foundation for improvement (Bawden, 2008; OECD, 2021).
Weakness 1
My first weakness is advanced Excel and data analysis. I can use basic formulas, but I am not fully confident with pivot tables, lookup formulas, conditional formatting, dashboards, and complex charts. This is a weakness because many jobs require employees to analyse data and present evidence clearly. Microsoft Learn shows that Excel formulas and functions help users calculate, analyse, and summarise data. Van Laar et al. state that 21st-century digital skills include information management, problem solving, and critical thinking. Therefore, improving Excel will help me in academic and workplace tasks (Microsoft Learn, 2024; Van Laar et al., 2017).
Weakness 2
My second weakness is cybersecurity awareness and cloud tools. I understand basic safety, but I need better knowledge of phishing, two-factor authentication, privacy settings, secure file sharing, and data protection. This is important because students and employees use online platforms regularly, and weak security habits can create risks. ENISA highlights cybersecurity awareness and good cyber hygiene. The JISC digital capability model also includes digital identity and wellbeing, so users should protect themselves and behave responsibly online. 
SMART Action Plan
My SMART action plan is to improve advanced Excel and cybersecurity within six weeks. Specific: I will learn Excel formulas, pivot tables, charts, and basic cyber safety. Measurable: I will complete three short LinkedIn Learning or Microsoft Learn courses and create one spreadsheet dashboard. Achievable: I will study three days each week for one hour. Relevant: these skills will improve my employability, digital literacy, and workplace efficiency. Time-bound: I will finish within six weeks and complete another JISC self-assessment. This follows the SMART method because the goal is clear, realistic, measurable, and deadline-based (Doran, 1981).
Conclusion
In conclusion, digital skills are essential for study, employment, and career success. My JISC result shows strengths in communication, document preparation, basic Excel, and file management. However, I need to improve advanced Excel, data analysis, cybersecurity awareness, and cloud collaboration. By following my SMART action plan, I can develop these weaker areas step by step. This will improve my digital literacy, increase workplace efficiency, and support my employability in a technology-driven and AI-supported future.

[bookmark: _Toc232445112]References
Bawden, D. (2008) ‘Origins and concepts of digital literacy’, in Lankshear, C. and Knobel, M. (eds.) Digital Literacies: Concepts, Policies and Practices. New York: Peter Lang.
Doran, G.T. (1981) ‘There’s a S.M.A.R.T. way to write management’s goals and objectives’, Management Review, 70(11), pp. 35–36.
ENISA (2022) ENISA Threat Landscape 2022. Athens: European Union Agency for Cybersecurity.
European Commission (2022) DigComp 2.2: The Digital Competence Framework for Citizens. Luxembourg: Publications Office of the European Union.
JISC (2023) Digital Capability Framework. Bristol: JISC.
Microsoft Learn (2024) Overview of formulas in Excel. Redmond: Microsoft.
OECD (2021) OECD Skills Outlook 2021: Learning for Life. Paris: OECD Publishing.
Van Laar, E., Van Deursen, A.J.A.M., Van Dijk, J.A.G.M. and De Haan, J. (2017) ‘The relation between 21st-century skills and digital skills: A systematic literature review’, Computers in Human Behavior, 72, pp. 577–588.


[bookmark: _Toc232445113]Task 2: LinkedIn Learning Certificates for Office365
[bookmark: _Toc232445114]Introduction
As part of this module, I completed LinkedIn Learning courses related to Microsoft Office365, focusing on Microsoft Word, Microsoft Excel, and Microsoft PowerPoint. These courses helped me develop practical digital skills that are useful for academic study, workplace communication, data handling, and professional presentation. The certificates included in this section provide evidence of my participation and achievement in these Office365 learning activities.

[bookmark: _Toc232445115]Certificate 1: Microsoft Word
I completed the Microsoft Word course on LinkedIn Learning to improve my document creation and formatting skills. Through this course, I learned how to create professional documents, use headings and styles, organise information clearly, apply formatting tools, and prepare written work in a structured way. These skills are useful for academic assignments, reports, CV preparation, and workplace documentation.
Evidence:
[image: ]
[bookmark: _Toc232445116]Certificate 2: Microsoft Excel
I completed the Microsoft Excel course on LinkedIn Learning to improve my spreadsheet and data-handling skills. This course helped me understand how Excel can be used to organise data, apply formulas, create tables, calculate totals, and present information through charts. These skills are important for budgeting, analysing information, tracking income and expenditure, and supporting decision-making in academic and professional contexts.


Evidence:
[image: ]

[bookmark: _Toc232445117]Certificate 3: Microsoft PowerPoint
I completed the Microsoft PowerPoint course on LinkedIn Learning to improve my presentation design and communication skills. Through this course, I learned how to create clear, professional, and visually engaging slides. I also developed a better understanding of slide layout, use of images, bullet points, consistency, and presenting information in a concise way. These skills are useful for academic presentations, workplace meetings, and future career communication.
Evidence:
[image: ]

[bookmark: _Toc232445118]Reflection on Task 2
Completing these LinkedIn Learning courses helped me improve my confidence in using Office365 tools. Microsoft Word supported my ability to produce professional written documents, Excel improved my confidence in working with data and calculations, and PowerPoint helped me develop stronger presentation skills. These digital skills are important because they support academic performance, employability, and workplace efficiency. Overall, the certificates show evidence of my practical learning and my development of digital competency during the module.

[bookmark: _Toc232445119]TASK 3: Importance of Microsoft Excel in Business and Decision Making
[bookmark: _Toc232445120]Introduction
Microsoft Excel is a spreadsheet application used to organise, calculate, analyse, and present data. It allows users to enter information into rows and columns and then use formulas, functions, tables, and charts to turn raw data into useful information. In business, Excel is important because it supports everyday activities such as budgeting, sales tracking, stock monitoring, payroll preparation, reporting, and performance analysis. Managers often need quick and reliable information before making decisions, and Excel helps them compare numbers, identify trends, and test different options. In the digital economy, the ability to use data effectively is strongly connected with productivity and competitiveness. Brynjolfsson and McAfee argue that digital technologies change how organisations work and create value, while Microsoft explains that Excel supports calculation, analysis, and visual presentation. Therefore, Excel is not only a basic office tool but also a practical decision-making tool for students, employees, and managers (Brynjolfsson and McAfee, 2014; Microsoft, 2024).

[bookmark: _Toc232445121]Section 1: Data Analysis
Excel is widely used for data analysis because it provides formulas, functions, sorting, filtering, and chart tools. Formulas such as SUM, AVERAGE, MAX, MIN, and IF help users calculate totals, averages, highest values, lowest values, and logical results. For example, a business can use SUM to calculate monthly sales and AVERAGE to find average customer spending. Sorting helps arrange data from highest to lowest or alphabetically, while filtering helps users focus on specific records, such as one product, one region, or one month. Charts also make analysis easier because they show patterns visually. A column chart can compare sales between months, while a line chart can show changes over time. Microsoft Excel documentation shows that formulas and functions help users calculate and solve problems. Laudon and Traver explain that information systems support business by helping organisations process data and improve decisions. Therefore, Excel supports data analysis by turning raw numbers into meaningful information (Microsoft Excel Documentation, 2024; Laudon and Traver, 2021).

[bookmark: _Toc232445122]Section 2: Budgeting
Excel is also useful for budgeting because it can record income, expenditure, savings, and forecasts in one organised worksheet. In household budgeting, a person can list monthly income, rent, food, transport, bills, education costs, and savings. In business budgeting, organisations can record sales income, material costs, wages, rent, utilities, marketing costs, and expected profit. Excel formulas make budgeting easier because totals and balances update automatically when values change. For example, SUM can calculate total expenses, while subtraction can show remaining balance after costs. Excel can also support forecasting by using previous months’ data to estimate future income or expenditure. This helps individuals and businesses plan ahead and avoid overspending. OECD explains that digital tools are important in modern economic activity because they support better use of information. Horngren also highlights the importance of budgeting for planning and control in accounting and management. Therefore, Excel is a practical tool for tracking costs, controlling budgets, and preparing future plans (Horngren, 2018; OECD, 2020).
[bookmark: _Toc232445123]Section 3: Reporting
Excel helps users prepare clear reports through tables, charts, conditional formatting, and dashboards. A report is more useful when data is organised and easy to understand. For example, a student can prepare a report showing weekly expenses, while a manager can prepare a sales report showing product performance. Dashboards are especially useful because they summarise key information on one page. They may include charts, totals, percentages, and simple indicators. Few argues that dashboards should present the most important information clearly so users can monitor performance quickly. Excel supports this by allowing users to create visual reports with charts and formatted tables. Microsoft also explains that Excel can be used to analyse, summarise, and visualise data. Therefore, Excel reporting improves communication because it changes detailed data into a professional and understandable format (Few, 2013; Microsoft, 2024).
[bookmark: _Toc232445124]Section 4: Decision Making
Excel supports decision making by helping users compare alternatives and understand possible outcomes. In business analytics, decision makers use data to identify problems, measure performance, and choose suitable actions. For example, a business can compare monthly sales, calculate profit margins, or identify products with high costs. Excel can also be used for scenario analysis. A manager can change values such as price, sales volume, or cost to see how profit may change. This helps organisations make decisions based on evidence rather than guesswork. Microsoft Power BI and Excel are also connected in the Microsoft ecosystem, which means Excel data can be used for broader analytics and visualisation. Davenport argues that analytics helps organisations make better decisions by using data, evidence, and systematic thinking. Therefore, Excel supports decision making by giving users a simple but powerful way to test options and analyse results (Davenport, 2013; Microsoft, 2024).

[bookmark: _Toc232445125]Embedded Excel explanation
For my embedded Excel task, I created a simple monthly budget chart. The worksheet included income and expenditure categories such as salary, rent, food, transport, bills, and savings. I used the SUM formula to calculate total income and total expenses. I used the AVERAGE formula to calculate average spending across selected categories. I also used the IF formula to show whether the monthly balance was “Surplus” or “Deficit”. For example, if income was greater than expenses, the result showed “Surplus”; if expenses were higher, it showed “Deficit”. After calculating the values, I created a column chart to compare different expense categories. This chart made it easier to see which cost was the highest. Overall, the embedded Excel work showed how formulas and charts can turn simple financial data into useful information for budgeting and decision making (Microsoft Excel Documentation, 2024).
[image: ]

[image: ]
[bookmark: _Toc232445126]Conclusion
In conclusion, Excel is an important digital tool for study, business, and career development. It helps users organise data, calculate results, prepare budgets, create reports, and support decision making. Excel is also useful because it combines simple features, such as formulas and charts, with more advanced possibilities, such as dashboards and business analytics. For students, Excel improves academic confidence and digital literacy. For employees, it improves employability because many workplaces require spreadsheet skills. As businesses continue to depend on data, Excel knowledge will remain valuable for future careers and workplace efficiency (Microsoft, 2024; Davenport, 2013).
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[bookmark: _Toc232445128]Task 4: 5-Minute Reflective Presentation
[bookmark: _Toc232445129]Introduction
For Task 4, I prepared a 5-minute reflective presentation based on my learning throughout the module Digital Skills for Personal and Professional Growth. The presentation explains how I developed my digital skills and how these skills can support my academic work and future career. It also links clearly to Task 1, Task 2 and Task 3.

[bookmark: _Toc232445130]Summary of Presentation
In this presentation, I reflected on the importance of digital skills in education and employment. I discussed how Task 1 helped me understand my strengths and weaknesses through the JISC Digital Capability self-assessment. I also explained how my SMART action plan will help me improve weaker areas of digital skills.
I then linked my learning to Task 2, where I completed LinkedIn Learning courses for Microsoft Word, Excel and PowerPoint. These certificates show evidence of my practical learning and improvement in Office365 skills.
Finally, I reflected on Task 3, where I learned about the importance of Microsoft Excel and created a household income and expenditure spreadsheet. This helped me practise formulas, charts, budgeting and data analysis. Overall, the presentation shows how my digital confidence has improved and how I can apply these skills in academic study and future employment.


Presentation Slides Included
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