Reflection – digital skills

Introduction
When I started this module, my goal was to learn new skills in Microsoft 365, and how to use communication platforms in a professional way.
What I learn so far:
So far, I learned about Outlook-Task management, what is Microsoft Outlook and how to use it in a professional way. How to construct a professional e-mail. I have also learned about LinkedIn, Microsoft Word and Microsoft PowerPoint. Where I create documents and presentation, also I learned some useful trick such us, how to insert a video in PP presentation, how to insert table contents in word. Another lesson that I had, in fact was the first one is the JISC test, where I find out my digital capability. 
What I enjoyed and what improved my skills:
First, all the lessons I had done so far, I really enjoyed. I was not a stranger to Microsoft 365, but during the lesson I discovered so many tricks that will help me a lot in the future. In Microsoft Word (Office 365), I learned how to create and insert a table content and how to insert heading and footer, change fonts, and insert images and tables. But the most interesting for me was insert references, in text-citation.
In Outlook was totally new for me, and all that I learned was helpful. I learn how to create a professional email with bullet point and a clear structure from beginning to the end. The most that I liked was to put my own signature in email, signature that will be always there and make the email to look more professional.
I also enjoyed learning about LinkedIn. When I started, I did not know much about LinkedIn, and I discovered that it is a very interesting platform, where I can learn new things, take courses, and build an online portfolio. I find out that I can find jobs there, which I think is very useful.
Additionally, I learned about Microsoft Teams and how to use it for online meetings. I practice video call and I learned how to use the Teams Calendar, and I create a new meeting in it. 
Microsoft PowerPoint was also one of my favourite lessons. I really enjoyed creating a slide presentation where I talked about my favourite artist. I choose my favourite author, and during this task I learned how to add effects, include videos from YouTube, and how to support a PowerPoint presentation by Microsoft Teams meeting. 
Conclusion
Overall, I feel more confident using Microsoft 365 in a professional way, and the skills I have gained so far are already helping me to keep my work more organise and present my ideas more clearly. In the next weeks, I want to keep practice these tools, especially for my assignments, and continue improving my digital skills. 
In conclusion, during these five weeks, I have been learned so many useful things, on top that I already knew. These skills helped me a lot with written assignments, and I am confident they will also help me in the future, in the job or business that I choose. 
