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[bookmark: _Toc216370480]Task 1: Assessment of Digital Skills
[bookmark: _Toc212235932][bookmark: _Toc216370481]Introduction
The following assessment will provide a vivid explanation about the segregation of the rapid digital transformation in the carrier by gaining an acute command of the digital skillsets. This will be attained by the development of a nuanced approach of digital skills that will be effective enough to evaluate successful completion of the differential skill badges through the involvement of the Jisc discovery tool and delivering outstanding results. 
[bookmark: _Toc212235933][bookmark: _Toc216370482]Discussion
As cited by Müller et al. (2022), the incorporation of the Jisc Discovery tool serves to be an effective platform that has the potential to assist with assessing and developing digital skills within the learning-for-transforming career path (Stofkova et al., 2022). This can be stated that these badges can supplement and motivate the learners through the utilisation of several modes such as gamification, along with keeping a constant track record and encouraging consistency throughout the development process (Schweitzer, Lyons and Smith, 2023). 
As opined by Audrin and Audrin (2022), it is found that digital literacy skills are considered an effective skill that has the potential to render positive outcomes on the respective outcomes. This is because it tends to identify the essential parameters, such as finding, evaluating, utilising, and communicating with the fluent exchange of information. In this case, the first strength refers to having proper command of this type of skill sets the stage for developing the nature of operations within the devices, along with successfully dissecting while surfing through the internet and assessing the online sources in a meticulous format. Strength is that serving is a vital aspect; it also has the potential to mitigate the challenges related to privacy and security, which in turn remains the focal point in safeguarding the personal and confidential information of individuals. However, it is viewed that limited critical evaluation is observed as a weakness that often leads to misunderstandings, at the same time another weakness highlights on lack of awareness of privacy settings, resulting in cybersecurity breaches (Audrin and Audrin, 2022).
[image: ]As per Cherbonnier et al. (2025), analysing digital communication skills is considered another significant skill which has the possibility to facilitate the exchange of constant information. It is generally performed by the integration of several electronic devices, like computers, followed by smartphones and tablets. The first strength lies in the fields of composing emails with effective engagement in the segment of virtual meetings and using social media platforms. In this case, the second strength poses with good communication skills, which aid in promoting top-notch clarity, a thorough understanding of the appropriate tone and etiquette within online interactions. Moreover, the first weakness refers to the misinterpretations of messages leading to miscommunication. Another weakness highlights the lack of personal connection, hampering the overall relationships (Cherbonnier et al., 2025). 
                                            Figure 1: JISC report picture
[image: ][image: ]                                        (Source: Collected from the Internet)

                                    Figure 2: Demonstrating the badges
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 Figure 3: Highlighting the Badge Details
(Source: Collected from the Internet)




	SMART Action Plan for Digital Literacy Skills

	Specific
	Measurable
	Achievable
	Relevant
	Time bound

	To specify this objective, I need to embrace my digital literacy skills.  
	To measure this objective, I need to get involved in online cybersecurity courses.
	To achieve this objective, I need to stay updated on the protected internet practices.
	To make this objective relevant, I must ensure that I improve my skills in recognising online threats and minimising them ethically. 
	To complete this objective, the timespan needed is 5 months.



                                         

                                            Table 1: SMART Action Plan
(Source: Created by the Learner)





	SMART Action Plan for Digital Literacy Skills

	Specific
	Measurable
	Achievable
	Relevant
	Time bound

	To specify this objective, I must engage in digital communication skills.
	To measure this objective, I need to get habituated to daily practices in courses like cybersecurity.
	To achieve this objective, I need to review and write the assessments in a probable manner.
	To make this objective relevant, I need to minimise the chances of misunderstandings in the case of virtual interpretations.
	To finish this objective, the timespan needed is 7 months.


Table 2: SMART Action Plan
(Source: Created by the Learner)
In this case, it is observed that the first challenge refers to the limited access to the latest technologies and interpretations that often tend to hamper the overall development of the skills. Another unforeseen challenge that cannot be ignored relates to the gaining of misinformation and fake news, which at times poses a critical challenge for the successful evaluation of the skills. Considering the challenges to be serious ones, the first strategy that can be applied to minimise limited access to technology is by providing affordable accessibility to the devices and internet for the underserved communities. The second strategy states about catering and serving with ongoing digital literacy training and workshops suited to encourage the community-based programs and enhance the skills. 
Here, the first challenge is related to the misinterpretation of the messages that are occurring due to the lack of proper tone and nonverbal cues. The next challenge that is found to be serious in this segment talks about privacy and security concerns, and disturbing the sharing of the information. The challenges are analysed through productive strategies in which the first one defines the utilisation of transparent and concise writing for lifting the fine tuning of the tone. The second strategy, described as the establishment of robust guidelines, is used to balance online professionalism and etiquette. 
[bookmark: _Toc212235934][bookmark: _Toc216370483]Conclusion
The assessment has demonstrated the influential role of the Jisc discovery tool, which is an accepted and vital platform for successfully promoting digital skills and progressing the career path. As a result, this has gained traction in staying advantaged from the point of digital competency initiatives and has ultimately fostered a digital landscape in the upcoming days.
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[bookmark: _Toc216370489]Task 3: Essay on Relevance of Excel in professional and personal life
Microsoft excel is a well-acknowledged software developed by Microsoft that has been mainly used for organising, formatting and calculating data under the structured grid of rows and columns. As part of the Microsoft 365 suite, it features calculation capabilities, graphing tools, and a macro programming language known as Visual Basic for Applications (VBA) (Kalwar et al., 2022 p. 40). This study is going to focus on the general Concepts of Microsoft excel and analyse its usage in data analytics, budgeting, reporting and decision-making with relevant examples of real-world scenarios.
Microsoft Excel's versatility has made it an indispensable tool for managing data, performing calculations, and enabling data-driven decision-making in both professional and personal spheres. The user-friendly interface and robust features of Microsoft Excel include Pivot tables, formulas, and charts. As stated by Kharakhash (2023, p. 10), Microsoft Excel has helped to convert raw data into actionable insights. Multiple individual worksheets are included in a single Microsoft Excel file, and the single Microsoft file is called a workbook.  As argued by Al Maruf et al. (2022, p. 250), difficulties in dealing with large data sets are the most potential challenges of Microsoft Excel.  However, from academic to business management, all the numerical calculations and account management activities are heavily dependent on Microsoft Excel.
Nowadays, Microsoft Excel has been used as a fundamental tool for data analytics that has been used to process, manipulate and visualise raw data and develop efficient insights from the database. As commented by Ahuja et al. (2024), data cleaning is an efficient feature of Microsoft Excel by removing duplicated and redundant entries in the data set. For example, Excel sheets are regularly used in the retail shops for tracking their daily sales and the store manager is easily capable of removing the double entries from the Excel.  Effective data visualisation is also an attractive and important feature that enhances data management strategies and develops better insights from the result evaluation. As argued by Amoah-Oponget al. (2025, p. 12), complex data is easily transformed into bar graphs and charts for easy-to-understand visualisation techniques. For example, marketing managers of big companies have used Excel for website traffic analysis through data visualisation in Excel and identify the peak and lean seasons (Refer to Appendix 1). Moreover, the Pivot tables and charts help to summarise, analyse and explore large quantities of data dynamically to understand the present data trends and market insights. In short, Microsoft Excel is rapidly used in data analytics for its user friendly inference and easy to access features.
Excel is a valuable tool for finance tracking and budget management for both in personal and professional affairs. From simple budget spreadsheet to complex budgetary expense management with columns of income, expense and savings, all are easily done with the help of Microsoft excel. As per the observation of Dang et al., (2024), simple sum activity help to create total of a value while the conditional formatting can be used to highlight overspending. For example, a family who uses excel to track and maintain their monthly budget can easily identify the area that exceeds the planned budget. Multiple colours area also used automatically to notify the changes in data trends over time and create easy adjustable changes. As argued by Li(2024, p. 100), there is also a high risk of human error in budget management with Excel and it lacks in real time collaboration. However, advanced financial functions of Excel such as NPV (Net Present Value) also help in budget forecasting contributing to a successful financial planning and investment.
Microsoft excel is also widely used for strategic analysis and performance monitoring   from creating simple summaries to complex reports. Features like macros and Power Query enable the automation of repetitive reporting tasks, saving time and reducing the risk of manual errors.  For example, macros feature of Microsoft Excel is used by most of the HR departments to generate and monitor monthly employee attendance report. As stated by Akter and Mam(2023, p. 20), a single Excel sheet also can be used as dashboards combining different graphs, charts and data sets. Dashboard has mainly helped the managers to use multiple KPIs and identify internal issues for better employee management and employee satisfaction. As contradicted by Mgbame et al., (2022, p. 215), the static nature of dashboard has created an obstacle of quick outdated nature of the data and information. However, dashboards of Microsoft excel is genuinely useful for the sales managers as it has been effective to monitor the sales growth and performance of the organisation.
The potential to analyse data and construct forecasting models makes Excel a valuable tool for strategic decision-making. As per the considerations of Hassi et al. (2024, p. 50), features such as Scenario Manager and Goal Seek enable users to test various scenarios by altering input values to observe how they influence the outcome. This assists in evaluating risk and making choices based on sound reasoning.  A project manager employs the "what-if" analysis option to find out the date of completion of the project based on various situations.  As contradicted by Al Maruf et al. (2022, p.251), cloud-based functionalities of Excel (with Microsoft 365) enable several users to simultaneously collaborate on the same document, with everyone having access to the most current data for collaborative decision-making. 
Thus from the above essay, it can be applauded of the various utilities of Microsoft excel as a tool. It has been ensured of Microsoft Excel's applicability in professional and personal life. Further, it has been proved of the varied importance is beyond question because of its capabilities and accessibility. The allocation of the software has its foundational role as a data organiser to its higher-end functionality in analysis, reporting, and strategic decision-making. Thus, it can be termed to be proved to remain an anchor for well-informed action. 
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Create a PowerPoint presentation using techniques learned in class, reflecting on the module and what you have learned. 
Maximum of 15 slides Minimum 7 
You will reference your work where appropriate.
Embed PowerPoint here
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Sheet1

		Income		Amount per month £££		Expenditure		Amount per month £££

		Wage 1		3000		Rent/Mortgage		1300

		Wage 2		2500		Council tax		200

		Trust Funds		2000		Electric		150

		Stocks/Share payouts		300		Gas		150

		Universal credit		400		Water rates		100

		Student Finance		200		Food		1000

		Other		100		Car insurance		50

						Car Tax		20

						Fuel		200

						Child Care Costs		1200

						Loans/credit cards		1200

						Other eg Birthdays/savings/holidays		500

		Total 		8500		Total 		6070

		Savings:		2430
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Student Name: Robert Cristian Reidel 
Student Number: 1913823
Digital Skills for Personal Development and Business Growth(BMSW4008)

Hello everyone, my name is Robert. Today I’ll be presenting a brief of what I’ve learn over the past nine weeks in this module (Digital Skills for Personal Development and Business Growth).

Let’s dive in.















At the beginning of this course my knowledge of digital learning tools was limited. 

After couple of weeks these skills improve my digital literacy, academic awareness, and I can say that my knowledge improve significantly.









Jisc services tools that support Digital Learning







Email management, scheduling, and productivity.

Send, receive, and organize emails efficiently.

Flag important emails and set reminders.

Schedule meetings and appointments.

Share calendar with colleagues for better coordination.

Create and manage tasks directly in Outlook.







        One Drive
Microsoft 365 Integration










Works seamlessly with Word, Excel, Power Point, and Teams, making collaboration easy.





You can store files in the cloud and access them from any device.





Real-time collaboration: multiple people can edit the same document simultaneously.







Microsoft Word











Works with OneDrive, Teams, and others  Microsoft 365 apps.





Create and formatting documents (fronts, colors, styles).





Page setup (margins, orientation, headers/footers).





Saving and exporting (PDF, Word formats).





Using styles and themes for consistent design.





Spell check, grammar check, and Editor







Stratton, J, (2023). PowerPoint essential training (Microsoft 365) [Online course]. LinkedIn Learning.
https://www.linkedin.com/learning/.









Use SmartArt for creating charts and diagrams.

Insert and customize graphs, tables, and charts to present data.

Apply animations to objects and transitions between slides.

Use Morph for smooth object movement.

Create quizzes and record voice narration and export for online sharing.







Excel
Is primarily used for data organization, analysis, and visualization




Store and organize large sets of data in row and columns.

Sort and filter data for easy access.

Perform basic arithmetic.

Use formulas and functions (SUM, AVERAGE, IF, VLOOKUP).

Apply pivot tables to summarize and analyze data.

Create graphs and charts (bar, line, pie) to represent data visually.

Build dashboards for interactive reporting.











Microsoft Teams is a platform for collaboration and communication







Schedule and join online meetings.

Share files and work together in real time.

Direct access to all Microsoft 365 apps.

Persistent chat history for easy reference.







LinkedIn Learning



Is an online educational platform that offers video-based courses on wide range of topics.

Is designed to help professionals upskill or reskill for career advancement.











Microsoft Forms







Allows you to create easily surveys, quizzes, and polls.

Is designed for collecting and analyzing responses in a simple, user-friendly way.

Can be share via link or QR code







References:











Stratton, J. (2024). Learning Office 2024: Word, Excel, PowerPoint, and Outlook [Online course]. LinkedIn Learning. https://www.linkedin.com/learning/certificates/
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Thank you !







If you have any questions, please feel free to email me, and I will respond as soon as possible. 





1913823@student.uwtsd.ac.uk
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Digital Badge - Current students (Level HE) and
Current students (Further Education and Skills)

Survey complete

Response ID: cmgBnvisz0169i602012at0im (3

Well done for completing the Current students (Level HE) and Current students (Further Education and Skills) discovery tool question
Set. You wil receive an emal from Credy within the next 14 days that willprovide you with a link to your downloadable digital badge.
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