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Digital skills are really important in both education and the workplace, as most learning activities and professional tasks now rely on the heavily technology. At the university, students are expected to use the digital learning platforms, complete online research, communicate through digital tools, and manage information responsibly. In the workplace, digital skills are essential for communication, organisation, collaboration, and career progression. For this reason, understanding my own digital strengths and weaknesses is important in helping me improve my academic performance and prepare for my future career.
To assess my digital capabilities, I completed the JISC Digital Capability Tool using my university email address. This self-assessment provided an overview of my confidence across a range of digital skill areas, including communication, learning, information use, and employability. The results gave me a more clearer understanding of where my strengths lie and which areas require more improvement. Reflecting on these results has helped me consider how I can use the recommended tools from the JISC report to further develop my digital skills.The JISC report highlighted my two main strengths: Digital Communication and Digital Skills for Work. Digital communication refers to the ability to communicate effectively using digital media and the online networks. This is one of my strongest points, as I am confident using my emails, messaging platforms, and virtual meeting tools to communicate clearly and more professionally. I am comfortable enough to responding to messages promptly, and sharing any information that’s required. These skills are important in both the academic and professional environment, as they allow me to stay connected with others and work efficiently in digital spaces.Another strength identified in my report is Digital Skills for Work, which focuses on the digital abilities needed to succeed in a workplace. This includes using workplace software, adapting to new digital systems, and maintaining a professional online presence. Having confidence in this area is important for my future career, as strong digital skills will help me work productively, communicate effectively, and manage tasks efficiently in a professional environment. These skills are particularly valuable for my long-term goal of working independently, where organisation and communication are essential.To build on these strengths, my next steps will be to continue improving my digital skills by learning how to use the workplace software and online collaboration tools more effectively. I will focus on developing my confidence with tools used for communication, file sharing, and virtual meetings. I will also continue to practise clear and professional digital communication by responding promptly to messages and actively contributing during online meetings. Strengthening these skills further will help me remain organised, productive, and connected in both academic and professional settings.
However, the JISC report also identified two areas where improvement is needed: Information Literacy and Media Literacy. Information literacy involves the ability to find, evaluate, and use reliable academic sources. I currently find this challenging, particularly when identifying credible academic materials for university assignments. This can affect the quality of my research and make it harder to support my work with strong and reliable evidence.Media literacy was also highlighted as my weakness. Media literacy refers to the ability to critically analyse media content, including identifying bias, misinformation, and unreliable sources. I sometimes find it difficult to recognise bias in news articles and social media content, which is an important skill in a digital environment where information can be misleading or inaccurate.To improve my information literacy, I plan to make better use of reliable academic sources such as Google Scholar and the university’s online library databases when completing assignments. I will also focus on evaluating sources more carefully by checking the author, publication date, and credibility of the publisher. These steps will help improve the quality of my research and strengthen my academic work.
To develop my media literacy, I will begin analysing news and social media content more critically by questioning who created the content, why it was created, and whether it may contain bias. I will also verify information using trusted and reputable sources before accepting it as accurate. Improving this skill will help develop my critical thinking and allow me to engage more responsibly with digital media during my studies.In conclusion, completing the JISC Digital Capability Tool has helped me gain a more clearer understanding of my digital strengths and weaknesses. By building on my strengths in digital communication and digital skills for work, and by using the recommended tools from the report to improve my information and media literacy, I will be able to develop stronger and more balanced digital skills. These improvements will support my learning at university and help prepare me for my future career
Top of Form
Bottom of Form
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The Relevance of Microsoft Excel in Professional and Personal Life
Microsoft Excel is one of the most widely used spreadsheet applications in both the professional and personal environments. As part of the Microsoft Office 365 suite, Excel allows users to organise, analyse and present data efficiently. In modern workplaces and in the everyday life, the ability to manage information and interpret data is an essential digital skill. Excel provides tools that allow individuals and organisations to perform the calculations, manage financial information and visualise data through charts and tables. Because businesses and individuals increasingly rely on data to support decision making. Excel continues to play a really important role in both the professional and personal contexts.
In professional environments, Excel is widely used for managing and analysing data. Many organizations use the spreadsheets to record any financial transactions, monitor business performance and produce the reports. Excel enables users to store large amounts of information in structured tables, which makes it easier to analyse trends and identify patterns. Tools such as formulas, pivot tables and charts allow organisations to interpret complex data quickly and accurately. According to Kaplan (2024), Excel remains a highly relevant tool in the modern workplaces because it helps the  organisations improve efficiency and to make a better decisions using data.
Another important advantage of Excel in professional settings is its ability to automate calculations. Functions such as SUM, AVERAGE and IF. It allow users to perform calculations instantly. This saves time and reduces the risk of human error when working with large datasets. Many businesses rely on these functions to analyse sales performance, monitor expenses and evaluate financial outcomes. As highlighted by School of Coding UK (2024), spreadsheet tools are essential in many industries because they allow the organisations to organise and analyse data more effectively.
Excel is also strongly connected to digital skills and employability. In the United Kingdom, the Essential Digital Skills Framework highlights the importance of digital competence for employment. The framework identifies the ability to handle information and use spreadsheets as an important workplace skill (Department for Education, 2019). Employers often expect employees to have a basic understanding of the Excel because it demonstrates the ability to work with data and perform analytical tasks. High Speed Training (2022) suggests that strong Excel skills can significantly improve employability because many roles require employees to analyse and present information using spreadsheets.
While Excel is widely used in professional environments, it is also valuable in personal life. Individuals frequently use spreadsheets to organise information, manage their budgets and track their personal goals. One of the most common uses of Excel in everyday life is financial budgeting. By recording income and expenses in a spreadsheet, individuals could gain a better understanding of their financial situation. This allows them to identify spending patterns and make informed decisions about saving or reducing any costs.
Excel can also be used for organising personal activities and projects. Students may use the spreadsheets to track their coursework deadlines, plan revision schedules or monitor academic progress. Similarly, individuals may use Excel to organise their travel plans, track fitness goals or manage the household inventories. Because spreadsheets allow users to structure information clearly and perform automatic calculations, they provide a practical tool for improving productivity in everyday life.
Another key feature of Excel is the ability it has to support data analysis and visualisation. Charts and graphs allow numerical data to be presented in a visual format that is easier to understand. This is particularly useful when presenting information to others, as visual representations make it easier to identify trends and patterns. ExperTrain (2026) explains that Excel continues to be a valuable tool for analysing and presenting data in many organisations. By transforming raw data into visual insights, Excel supports better communication and decision making.
A practical example of Excel in personal life is the creation of a household budget spreadsheet for a family of four. This spreadsheet records monthly income and expenses to help the family understand their financial position. Income sources may include wages, benefits and additional payments. Excel formulas can then calculate the total income using the SUM function. Household expenses such as rent, utilities, food and transportation can also be recorded and calculated automatically. By subtracting total expenses from total income, the spreadsheet can show the remaining monthly balance.
This type of spreadsheet allows families to understand where their money is being spent and identify opportunities to reduce unnecessary expenses. Charts can also be created to show how different spending categories contribute to overall costs. Visualising financial data in this way makes it easier to manage budgets and plan future spending.
In conclusion, Microsoft Excel is an essential digital tool that supports both professional and personal activities. In professional environments, Excel helps organisations manage data, analyse the  financial information and produce the reports. Its ability to automate calculations and visualise information improves efficiency and supports informed decision‑making. In personal life, Excel can be used to manage budgets, organise tasks and track progress towards any goals. The household budget example demonstrates how spreadsheets can help individuals manage their finances more effectively.


Embed your excel here 
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excel elleesha.xlsx
Sheet1

		INCOME		January		february		March		April		May		June		July		August		September		October		November		December		total		Column1

		my wage 		£   1,500.00		£   1,500.00		£   1,650.00		£   1,670.00		£   1,700.00		£   1,450.00		£   1,550.00		£   1,650.00		£   1,340.00		£   1,560.00		£   1,900.00		£   1,900.00		£   19,370.00

		UC		£   1,000.00		£   1,000.00		£   1,000.00		£   1,000.00		£   1,000.00		£   1,000.00		£   1,000.00		£   1,000.00		£   1,000.00		£   1,000.00		£   1,000.00		£   1,200.00		£   12,200.00

		student finance		£   4,000.00		£   - 0		£   - 0		£   4,000.00		£   - 0		£   - 0		£   - 0		£   - 0		£   4,000.00		£   - 0		£   - 0		£   - 0		£   12,000.00

		child benefits		£   104.00		£   104.00		£   104.00		£   104.00		£   104.00		£   104.00		£   104.00		£   104.00		£   104.00		£   104.00		£   104.00		£   104.00		£   1,248.00

		total		£   6,604.00		£   2,604.00		£   2,754.00		£   6,774.00		£   2,804.00		£   2,554.00		£   2,654.00		£   2,754.00		£   6,444.00		£   2,664.00		£   3,004.00		£   3,204.00		£   44,818.00

		expenditure

		rent		£   550.00		£   550.00		£   550.00		£   550.00		£   550.00		£   550.00		£   550.00		£   550.00		£   550.00		£   550.00		£   550.00		£   550.00		£   6,600.00

		gas		£   60.00		£   50.00		£   60.00		£   60.00		£   60.00		£   40.00		£   40.00		£   40.00		£   40.00		£   60.00		£   60.00		£   100.00		£   670.00

		electric		£   60.00		£   50.00		£   40.00		£   60.00		£   60.00		£   60.00		£   70.00		£   40.00		£   60.00		£   60.00		£   60.00		£   80.00		£   700.00

		food		£   300.00		£   300.00		£   300.00		£   250.00		£   250.00		£   250.00		£   300.00		£   350.00		£   350.00		£   350.00		£   300.00		£   500.00		£   3,800.00

		Water		£   30.00		£   30.00		£   30.00		£   30.00		£   30.00		£   30.00		£   30.00		£   30.00		£   30.00		£   30.00		£   30.00		£   30.00		£   360.00

		Swimming		£   105.00		£   105.00		£   105.00		£   105.00		£   105.00		£   105.00		£   105.00		£   105.00		£   105.00		£   105.00		£   105.00		£   105.00		£   1,260.00

		savings		£   100.00		£   100.00		£   100.00		£   100.00		£   100.00		£   100.00		£   100.00		£   100.00		£   100.00		£   100.00		£   100.00		£   500.00		£   1,600.00

		total		£   1,205.00		£   1,185.00		£   1,185.00		£   1,155.00		£   1,155.00		£   1,135.00		£   1,195.00		£   1,215.00		£   1,235.00		£   1,255.00		£   1,205.00		£   1,865.00		£   14,990.00

																												TOTAL		£   29,828.00
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INTRODUCTION about me.

Im Elleesha and I Started this course to better myself in my future, and pursue my dream career in photography, and needed to gain more confidence using technology.I joined this course not knowing exactly what to expect, but it turned out to be a valuable learning experience, with challenges and new skills. My experience before hand with technology was limited and I didn’t feel really confident using digital tools.









Reflection: What I learned From JISC Discovery Tool.






Through JISC Digital skills activities it helped me improve my understanding of Digital Tools and I realised how important digital skills are for my learning and future career and how important they are in everyday life.





I Learned how to use online tools more effectively for my research , communication and completing the assignments.





My confidence using Technology improved, especially creating presentations and finding reliable Information online.





What I will do next:





I will continue improving my digital Skills by exploriong new tools and using technology more effectively in my studies.





These skills will help me for my future workplace and for future studies.

What I improved:







Strengths: Digital Communications and Digital skills for work 





Improvements: Information Literacy and Media Literacy









Task 2.  LinkedLn Learning Certificates

What I learned in Microsoft Outlook- 



Through Linkedln learning, I developed many different Skills.



 

.Email Mangement



.Organising Emails and using Folders.



.Using Flags to track and prioritise important Emails.



.Using calenders.



.Organising Contacts.



.Inserting Images.















Task 2: Linkedln Leanring Certificates

What I learned in Word Essential-

In the Microsoft Word Essential I learnt.



. Inserting Images and Objects.

. Changing Fonts.

.Making Documents look clear and more organised.













Task 2.  LinkedLn Learning Certificates


What I learned in Powerpoint- 



Creating presentations.

Design.

Presenting and sharing.

. Animations.









Task 2.  LinkedLn Learning Certificates


What I learned in Excel-



Managing worksheets

Understanding Spreadsheets

Using Excel tools efficiently.









Task 3- Excel



.Organising Data using rows and columns.



.Creating a household budget spreadsheet to analyse  income and expenses.



.Problem solving Skills.



.Understanding how Excel is used in business and everyday financial planning.









Task 4- Power Point





Power Point was my most Enjoyable Task through out Digital Skills as I learnt how to insert different things and use different techniques such as many different animations and Designs whilst creating my powerpoint for the assignment.











          Questions Air Form.

Please leave you're Feedback and answer some questions.



Use you’re mobile Device and scan the QR code.



Thankyou for Watching and listening.
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