In week 1 i had an introduction to the course and digital skills, navigating Moodle for courses and submissions. Accessing and using Turnitin.   Completing JISC tool assessment and accessing digital bursary info. Setting up and accessing Office 365 products. Importance of digital skills and assessment structure.
 In week 2 i learned about outlook and task management: Efficient and professional navigation of Microsoft Outlook; managing inbox with rules and folders; creating and managing calendar events with reminders; effective use of outlook task management; exploring Microsoft planner for team collaboration and adding deadlines, sending, receiving and organizing messages. Writing professional emails
In week 3 i learnd LINKEDIN and LINKEDIN learning how to make an account and Jess Hill and explained more about how to use LinkedIn.
In week 4 i learned how to use Microsoft word confidential and effective, creating clear and well-structured and professional documents, applying references for academic assignments: C.V, Letters, Reports. Benefits of Office365: cloud accessibility real time collaboration updates security. Differences between academic writing, professional use, combustibility integration templates, styles, automation tools, enhanced productivity, academic referencing tools, collaborative review featured professional version control, transforming basic content, using styles and headings and accessibility checker. Completion of WORD course.
In week 5 i learned about Power Point and Canva: The importance of visual effects Adding text boxes inserting images animation. Completion of Power Point course. 
The skills acquired during these weeks have been comprehensive covering crucial aspects of modern professional and academic life, from networking online to creating professional documents and engaging presentation, i feel well prepared to apply this new competency in future.
The development of professional digital literacy is essential for modern academic and career success. Over the weeks i have systematically built a foundation in professional networking, advanced document processing and visual communication. By focusing on platforms like LinkedIn and Microsoft 365, i have gained the tools necessary to manage a profesional identity and produce high quality collaborative work. The focus was on establishing a professional presence under the guidance of Jess Hill, i learned how to navigate the platform to supplement my skills

