REFLECTIVE ESSAY
Week 1 we learnt the basics of how to use moodle, specifically the module that we are studying, Digital Skills for Personal and Professional Growth. Whilst looking at the module, we got the chance to see the handbook and got to see what assignments were due for the future, this gave me a chance to prepare so I would not struggle when the time comes to upload. We were also told to write 10 factors down that were related to digital skills and to rank them from 1 to 5 on how confident we were at them. We would come back to this ranking at the end of the course to see how we improved. Week 2 we learnt about Outlook, the basics of it and how to use it, we were taught how to write a professional email and what words to use when writing one. At the end of the lesson we were given homework, to practice sending emails to each other, this was to we could play around and see what other things we could do with Outlook. Week 3 the lesson was about LinkedIn learning. Here we set up our LinkedIn account if we already did not have one and were taught how to use the app. We were given recommendations on what to do and not do on our profiles and then were told what courses to complete. We were to like and comment on each posters post to start us up. We were told to connect with each in our class so we could build up our profiles. That week we had to do Outlook Essential Training by Jess Stratton. Every course will be related to Microsoft, so we will do courses on Outlook, Word, PowerPoint and Excel. We were also told to do more courses if we could as this will benefit us, as well as look good in our profiles. Every week from then on, we were given different courses to complete. Week 4 was about Microsoft Team and Word. Here we learnt how to use Teams and Word effectively. Word was straight forward as we all have used it before. We were taught why Word is important and what people use the app for. However, Teams was something I have used before but not completely confident in, we were shown how to create our own channels and meetings on Teams. In class we had to set up our own groups to practice meetings in, here we used our cameras and mics to talk to each other, we also got the chance to mess around and see what else we could do on Teams. Week 5 we learnt how to use PowerPoint, here we were given the task to create a powerpoint on our favourite band/artist. This was so we could have a go at creating our own presentations and add several factors to the presentation. This included morphing images, adding links, adding videos, and adding music or audio to our slides. 
