[image: A close-up of black text

AI-generated content may be incorrect.]
Module Name: Digital Skills for Personal Development and Business Growth 
Module Code: BMSW4008
Assignment Title: Portfolio 
Student Name: Mohammad Sahel Wafa Atayee
Student Number: 2523023
Lecturer: Scott James
Deadline: Monday 16th March 9:00am 2026.











AI Acknowledgement Statement:
I confirm that I have not presented any AI generated materials as my own work. 
I confirm that I have copies of my drafts, notes, and other resources I used, which I may be asked to provide in evidence.




















Contents
Task 1: Assessment of Digital Skills	4
Importance of Digital Skills	4
Overview of the JISC Digital Capability Tool	4
Strenghts in Digital Skills	5
Areas for Improvement	5
Action Plan Using SMART Goals	6
Reflection and Conclusion	6
References	7
Task 2: LinkedIn Learning Certificates - Office 365	8
Excel Essential Training (Microsoft 365)	8
PowerPoint Essential Training (Microsoft 365)	9
Word Essential Training (Microsoft 365)	10
Outlook Essential Training (Microsoft 365)	11
Task 3: Relevance and Importance of Microsoft Excel	11
Introduction	11
Excel for Data Analysis	11
Excel for Budgeting	12
Excel for Reporting	13
Excel for Decision-Making	13
Practical significance in Employment and Education, Conclusion	14
References	15
Task 4: Presenation 17 slides	16
	23

[bookmark: _Toc223358010]

Assessment of Digital Skills
Importance of Digital Skills
[bookmark: _Toc223358011]In the modern educational setting and professional life, digital skills are necessary since virtually all the processes of learning, communication, and professional activities are dependent on technology. Virtual learning environments, online libraries, collaborative tools and research databases are digital platforms that play a central role in the success of higher education (Kovtoniuk et al., 2022). After university, employers are putting more and more demands on graduates to show digital confidence, flexibility and strategic use of technology. Thus, the assessment of my digital abilities with the help of the JISC Digital Discovery Tool has given me an insight into my strong and weak aspects.
Overview of the JISC Digital Capability Tool
[bookmark: _Toc223358012]The outcomes of the JISC show that I am comparatively competent in such areas like digital collaboration and digital learning activities. My profile demonstrates the ability to be comfortable with online platforms and use them to communicate, share resources, and have academic discussions. I feel at ease working within online learning platforms, sending assignments through online platforms, and working with tools, like MS Teams, Google Classroom, and academic databases. Also, my scores indicate moderate power in digital communication, which means that I am able to effectively utilise email, messaging apps, and grouping tools in order to communicate with others and tutors.
[image: ]
Nevertheless, the evaluation also shows the areas of weakness, especially in digital creation and data literacy. In digital creation, my scores imply that I am not proficient in making multimedia content or professional editing and manipulation of digital content, as well as the ability to use specific software programs, but I can create simple documents and presentations. Equally, my low score in data literacy means that I lack confidence in regard to the analysis, interpretation and presentation of data using digital tools including spreadsheet, statistical software, or data visualisation tools. The significance of these findings is that digital creation as well as data literacy are well appreciated in scholarly studies and career setting (Nwagwu, 2024).
Strengths in Digital Skills
[bookmark: _Toc223358013]Digital cooperation is one of my main strengths. I am used to group tasks where I help in collaborative work in the form of shared documents, web discussions, and structured planning of projects. I realise that I should always uphold professional online communication and apply online etiquette. This is my strength as my academic work is based on teamwork and interaction with peers in many ways. It further increases my employability as the contemporary workplaces are predominantly dependent on the use of collaborative digital instruments.
The other strength is digital learning engagement. I also extensively embrace the use of online materials like e-books, research journals, webinars, and videos as part of my efforts in learning about topics. I feel at ease in learning management systems and adjusting to blended or entirely online learning settings. This flexibility is especially essential during the modern systems of flexible education and globalisation of workforce (Whalley et al., 2021).
Areas for Improvement 
[bookmark: _Toc223358014]In spite of these strengths, I have weaknesses that should be improved in a structured way. This might limit my proficiency in the creation of high-quality presentation, infographics, or multimedia research products due to my incompetence in digital creation. This is an important asset in the competitive academic and professional environment where one has to develop engaging visual, and technically refined digital content (Tan et al., 2021). Moreover, poor data literacy can have an impact on my capacity to develop quantitative research, critically interpret findings, and make data-driven arguments (Wolff et al., 2016).
In order to deal with these weaknesses, I came up with a SMART action plan.



Action Plan Using SMART Goals
	[bookmark: _Toc223358015]Goals
	Specific
	Measurable
	Achievable
	Relevant
	Timely

	Improve Digital Creation Skills
	Master high-level skills in the development of professional presentations and multimedia materials with the help of such tools as Canva, PowerPoint advanced features, and entry-level video editing software.
	Finish at least two online classes on the creation of digital content and create three quality digital products (e.g., presentation, infographic and a short video).
	Spend 2 hours weekly on the planned practice and completing courses.
	Helps improve the quality of academic presentation and professional communication in the future.
	This is supposed to be achieved in the first 12 weeks.

	Enhance Data Literacy
	Learn to use Excel to analyse data and learn some basic statistical functions.
	Have successfully completed one certified online course in Excel and been able to analyse at least two sample datasets on their own.
	The practice of 2-3 hours a week with online tutorials and sample exercises are possible.
	Allows one to work on dissertation research, interpret data, and make evidence-based decisions in professional practice.
	Within 3 months, make a measurably better intervention.


Reflection and Conclusion
Besides official education, I will also request tutors to provide me with feedback on the work involving data or digital presentations to track progress. Monthly reflections will assist in determining improvement and additional gaps. My digital skills will help me a lot to improve my academic performance and career opportunity in the future. Good digital creation skills will enable me to make the presentation of research findings more professional and creative to bring more impact to the work. The increased data literacy will enhance my analytical skills, so that I will be able to process research evidence and make a sound decision. At the working place, the competencies will make me more confident, productive, and adaptable in technology-driven environments.
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Excel Essential Training Certificate 
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Relevance and Importance of Microsoft Excel
[bookmark: _Toc223358023]Introduction
[bookmark: _Toc223358024]It offers influential instruments of organising, analysis and presentation of data in an orderly and consequential manner (Guerrero et al., 2019). The skills of using Excel efficiently are regarded as a necessary digital skill in the modern world of data. Excel helps in efficiency, accuracy, and informed creation of choices from household budgets to intricate financial analysis in multinational organisations (Akpan, 2024). This essay examines the suitability and significance of Microsoft Excel which is used in the analysis of data, budgeting, reporting, and decision making by giving practical examples.
[bookmark: _Toc223358026]Excel for Data Analysis
The first advantage of the Excel is its capability to analyse data. Excel enables users to format massive data into tables, use formulas to compute meaningful data using functions like SUM, AVERAGE, IF, VLOOKup, and COUNTIF (Mount, 2024). As an illustration, the monthly sales can be analysed by a business with formulas that can be used to determine the total revenue, trends, and business performances in different periods.
Pivot tables and charts are also among the tools provided in Excel and enable users to summarise more complicated data sets in a relatively short amount of time (Jelen, 2021). An example is that a retail manager can analyse the sales in terms of the products or region and time using PivotTables. It is simpler to find the products or areas that are performing well or areas that need to be improved. Moreover, the conditional formatting of Excel presents trends, anomalies or areas of interest and enhances the interpretation and understanding. Excel is commonly applied in academic studies in analysing survey data, calculating descriptive statistics and in the presentation of results in a graphical manner (Verma, 2019). These features allow Excel to be a core of qualitative and quantitative analysis.
Excel for Budgeting
Excel is also useful in financial planning and budgeting (Guerrero et al., 2019). The spreadsheet prepared in this assignment will show how income and spending of an average family of four can be traced using excel in a duration of one year. Putting monthly income sources (wages, child benefits, etc.), and monthly expenses (rent, utilities, food, childcare, etc.), Excel is able to compute annual totals using formulas like: The =SUM function has been used to estimate total monthly revenue and total monthly expenditure. This enables the users to know instantly their net monthly and annual balance. 
When spending is more than the income, it will indicate a deficit, which will require a corrective financial measure.
Excel Spreadsheet:
	Income 
	Ammount Per Month
	Expenditure
	Ammount per Month

	Wage 1
	1,500
	Rent
	1,300

	Wage 2 
	1000
	Council Tax
	250

	Trust Funds
	300
	Electric and Gas
	200

	Universal Credit
	500
	Water
	45

	Student Finance
	2,000
	Food
	700

	Other
	400
	Car insurance
	100

	 
	 
	Car tax
	18

	 
	 
	Fuel
	250

	 
	 
	Children cots
	300

	 
	 
	loans
	50

	 
	 
	Other
	200

	Total
	5,700
	Total
	3,413

	 
	 
	Disposable Income
	2,287




Therefore, excel allows families and organisations to track the flow of cash, recognize unnecessary expenditure and save in a more efficient way. Excel budgeting helps to minimise errors in manual calculations and enables fast modification of the budget in case of change in circumstances like higher utility prices of more child care expenses (Guerrero et al., 2019).
[bookmark: _Toc223358028]Excel for Reporting
Reporting is another useful purpose of Excel. Company operations depend on precise and visually understandable reports to show the financial performance, effectiveness of operations, and the strategic performance. Excel gives a user the opportunity to convert raw data into professional reports in the form of charts, graphs and formatted tables (Akpan, 2024).
To illustrate this, the family budget spreadsheet can be transformed into pie charts that indicate the distribution of the expenditure categories in percentages like housing, food, transport and childcare. This graphical description ensures that one can be able to see spending patterns at a glance. In the same manner, Excel dashboards are used by companies to report Key Performance Indicators (KPIs) to managers and stakeholders (Mount, 2024). The capability of Excel to sort, filter and organize the information will make the reports clear and easy to access. Such reporting functions are especially useful in management tasks, finance, and project management.
Excel for Decision-Making
Excel is effective in making decisions with sound accuracy and making the right choices, which are real-time and scenario analysis. The functions that can be used include: What-If Analysis, Goal Seek and Scenario Manager, which enable the user to test various financial results before deciding (Mount, 2024).
Considering an example, in the family budget spreadsheet, when the childcare costs are raised by 100/month, Excel automatically recalculates the net effects and changes the net balance. This will enable the families to know whether they should cut on other expenditures or earn more money. Likewise, companies are able to predict profits provided various pricing schemes or cost arrangements. The use of data-driven decision-making minimises the degree of uncertainty and increases confidence. Excel is useful in ensuring that there exists quantitative reasoning behind the decisions instead of being presumptions (Al Maruf et al., 2022). This improves accountability and strategy in the workplace.
[bookmark: _Toc223358029]Practical Significance in Employment and Education
The area of expertise of Excel is in high demand in such industries as finance, health care, education, retail and government administration. Most employers have put Excel skills as a mandatory skill due to its productivity and efficiency. Students in higher learning institutions find applications in Excel when doing assignments related to statistics, financial modelling and research analysis. In addition, Excel can be used together with other Microsoft software like Word and power points where data can be easily transferred into reports and presentations (Thiagarajan, 2023). This integration helps to increase the level of professionalism and consistency of academic and business documents.
[bookmark: _Toc223358030]Conclusion
In conclusion, Microsoft Excel is still one of the most topical and significant digital products in contemporary society. Its capacity to systematize information, make mathematical calculations, create reports and be useful in making decisions has made it essential in personal and professional life. The budget spreadsheet that I prepared as part of this assignment demonstrates how Excel can make financial management easy due to the use of automated formulas and presentation of data in a structured manner.
Excel is also very accurate, timesaving, and also gives informative findings, which aid in making the right decisions. Excel remains an important tool in academic life and career growth whether analysing business data, managing household funds, creating reports, or research. Not only can the mastery of Excel enhance digital competence, but also improve analytical thinking and financial literacy, which are also central to the contemporary competitive world.
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Excel sheet.xlsx
Sheet1

		Income 		Ammount Per Month		Expenditure		Ammount per Month

		Wage 1		1,500		Rent		1,300

		Wage 2 		1000		Council Tax		250

		Trust Funds		300		Electric and Gas		200

		Universal Credit		500		Water		45

		Student Finance		2,000		Food		700

		Other		400		Car insurance		100

						Car tax		18

						Fuel		250

						Children cots		300

						loans		50

						Other		200

		Total		5,700		Total		3,413

						Disposable Income		2,287






image8.png
Digital Skills
Development:
Reflective Presentation




image9.svg
      Digital Skills Development: Reflective Presentation (BMSW4008_CARD


image10.png
* Introduction

* Reflection on Task 1 — JISC Assessment

* Reflection on Task 2 — LinkedIn Learning Certificates
¢ Reflection on Task 3 — Excel Essay & Spreadsheet





image11.svg
         Presentation Overview  Introduction  Reflection on Task 1 – JISC Assessment  Reflection on Task 2 – LinkedIn Learning Certificates  Reflection on Task 3 – Excel Essay & Spreadsheet


image12.png
- Essential for academic success
* Required in modern workplaces
* Support data-driven decision-making (Kovtoniuk et al., 2022).

- Enhance communication and collaboration





image13.svg
              Why Digital Skills Matter  Essential for academic success  Required in modern workplaces  Support data - driven decision - making ( Kovtoniuk et al . , 2022 ) .  Enhance communication and collaboration   


image14.png
Task 1: JISC
Digital
Capability
Assessment

Completed JISC Digital Discovery Tool
Identified strengths and weaknesses (Tan et al., 2021)
Developed SMART action plan e





image15.svg
                   Task 1: JISC Digital Capability Assessment  Completed JISC Digital Discovery Tool  Identified strengths and weaknesses (Tan et al . , 2021 )  Developed SMART action plan      


image16.png
* Digital collaboration
* Digital communication

* Digital learning engagement





image17.svg
              My Strengths (JISC Results)  Digital collaboration  Digital communication  Digital learning engagement   


image18.png
My Are as fOl’ Digital creation
Imp rovement Data literacy





image19.svg
            My Areas for Improvement  Digital creation  Data literacy   


image20.png
* Improve Excel data analysis (3 months)
* Complete LinkedIn Learning courses
* Create professional digital outputs

* Monthly self-evaluation





image21.svg
              SMART Action Plan  Improve Excel data analysis ( 3 months)  Complete LinkedIn Learning courses  Create professional digital outputs  Monthly self - evaluation   


image22.png
* Outlook
* Word
+ Excel

* PowerPoint





image23.svg
         Task 2: LinkedIn Learning Certificates  Outlook  Word  Excel  PowerPoint


image24.png
* Advanced Word formatting
* Professional PowerPoint design
* Excel formulas & functions

* Email & calendar management





image25.svg
              Skills Developed from Task 2  Advanced Word formatting  Professional PowerPoint design  Excel formulas & functions  Email & calendar management   


image26.png
 Explained importance of Excel
¢ Discussed data analysis & decision-making (Akpan, 2024).
¢ Linked theory to practice





image27.svg
              Task 3: Excel Essay  Explained importance of Excel  Discussed data analysis & decision - making ( Akpan , 2024 ) .  Linked theory to practice   


image28.png
TaSk 3 . Annual income & expenditure model (Mount, 2024)
Family Used formulas (SUMIF, multiplication)
Budget Automated net balance calculations

Spreadsheet Clear formatting & headings





image29.svg
              Task 3: Family Budget Spreadsheet  Annual income & expenditure model (Mount, 2024 )  Used formulas (SUMIF, multiplication)  Automated net balance calculations  Clear formatting & headings   


image30.png
How My
Digital Skills
Have
Developed

Before Module: s
Basic Excel knowledge TR
Limited confidence in data analysis 1  ©

After Module:
Confident with formulas & structured spreadsheets
Improved presentation design

Stronger analytical thinking




image31.svg
              How My Digital Skills Have Developed Before Module:  Basic Excel knowledge  Limited confidence in data analysis After Module:  Confident with formulas & structured spreadsheets  Improved presentation design  Stronger analytical thinking   


image32.png
Reflection on
Personal
Growth

Increased confidence
Greater digital independence
Improved problem-solving

Stronger time management





image33.svg
              Reflection on Personal Growth  Increased confidence  Greater digital independence  Improved problem - solving  Stronger time management   


image34.png
Continue Excel advanced training

Future
Development

Plan Maintain CPD through LinkedIn Learning

Learn Power BI basics

Develop data visualisation skills




image35.svg
              Future Development Plan  Continue Excel advanced training  Learn Power BI basics  Develop data visualisation skills  Maintain CPD through LinkedIn Learning   


image36.png
* Digital skills are essential

+ JISC assessment identified growth areas

¢ LinkedIn Learning enhanced practical skills
* Excel task demonstrated applied competence

+ Skills will support academic & career success





image37.svg
              Conclusion  Digital skills are essential  JISC assessment identified growth areas  LinkedIn Learning enhanced practical skills  Excel task demonstrated applied competence  Skills will support academic & career success   


image38.png
References

Kovtoniuk, M.M., Kosovets, O.P., Soia, O.M. and Tyutyun, L.L.
(2022) Virtual learning environments: major trends in the use of
modern digital technologies in higher education institutions.
Educational Technology Quarterly, 2022(3), pp.183-202. Available
at: https://doi.org/10.55056/etq.35

Mount, G. (2024) Modern Data Analytics in Excel. O'Reilly Media,
Inc. Awvailable at: https://www.oreilly.com/library/view/modern-
data-analytics/9781098148812/

Tan, S.C., Chan, C., Bielaczyc, K., Ma, L., Scardamalia, M. and
Bereiter, C. (2021) Knowledge building: Aligning education with
needs for knowledge creation in the digital age. Educational
Technology Research and Development, 69(4), pp.2243-2266.
Auvailable at: https://doi.org/10.1007/s11423-020-09914-x

Akpan, D.M. (2024) Excel: VLOOKUP, pivot tables and SQL. In
Future-Proof Accounting: Data and Technology Strategies (pp. 95-
127). Emerald Publishing Limited. Available at:
http://doi.org/10.1108/9781837978199





image39.svg
         References  Kovtoniuk , M . M . , Kosovets , O . P . , Soia , O . M . and Tyutyun , L . L . ( 2022 ) Virtual learning environments : major trends in the use of modern digital technologies in higher education institutions . Educational Technology Quarterly , 2022 ( 3 ), pp . 183 - 202 . Available at : https : // doi . org/ 10 . 55056 /etq . 35   Mount, G . ( 2024 ) Modern Data Analytics in Excel . O'Reilly Media, Inc . Available at : https : //www . oreilly . com/library/view/modern -  data - analytics/ 9781098148812 /   Tan, S . C . , Chan, C . , Bielaczyc , K . , Ma, L . , Scardamalia , M . and Bereiter , C . ( 2021 ) Knowledge building : Aligning education with needs for knowledge creation in the digital age . Educational Technology Research and Development , 69 ( 4 ), pp . 2243 - 2266 . Available at : https : // doi . org/ 10 . 1007 /s 11423 - 020 - 09914 - x   Akpan , D . M . ( 2024 ) Excel : VLOOKUP, pivot tables and SQL . In Future - Proof Accounting : Data and Technology Strategies (pp . 95 - 127 ) . Emerald Publishing Limited . Available at : http : //doi . org/ 10 . 1108 / 9781837978199 


image1.png
Prifysgol Cymru
Y Drindod Dewi Sant

University of Wales
Trinity Saint David




image2.jpeg
Digital com

solving 4 | Digital collaboration

Digital creation 4 Digital participati




