In this essay, I would like to talk about what I have learned so far in the Digital Skills course. I will try to present my knowledge and how these new skills are useful to me in my studies, at work and in everyday life.
At the first session, after getting to know about the module, I learned how to use the Moodle application. I find this very useful for university life, because almost everything is available in one place. Since it has an easy-to-use and intuitive interface, it wasn’t difficult to learn how to use it. The next task was the JISC Discovery Tool assessment. This test showed my current level and pointed out the areas where I need to improve. I was surprised by how much digital skills encompass. I could mention information literacy, media awareness, digital collaboration, etc. These were all new things to me. Now I understand their role and importance.
In the second week, I learned new and useful things about the Outlook, its functions, and task creation. I didn't like this app before, but after I started applying what I had learned, for example, organising my messages and set up new policies, everything changed. Now I check my messages only once a day, which saves me time and doesn't distract me from other things. I also started using the calendar because I was constantly having trouble remembering all of my appointments. In this lesson was presented the rules of email writing. Now, I’m able to write professional messages. I know how to greet someone, or need to start my writing with the purpose and how should be my message short and focused.
The next topic was AI and digital ethics. The programs that presented the lecture are indeed impressive, fast, and probably can be of great help in certain jobs or research. Regardless, I was not convinced. Even though I tried ChatGPT, I am concerned about what we discussed, namely that these programs are not entirely reliable and often do not follow digital ethics.
Over the last week, I learned more about Microsoft Word, its role and its importance. The Word built-in features greatly assist our work. We can use different templates, fonts, formats and automatic tools that makes it much easier to create professional works. Previously, when I had to write a letter, I only used the basics. Now I know, how much this program has to offer, so I will use these features in the future. I am confident that I will be able to raise the quality of my work to a higher level with this knowledge. In the second half of the lesson, we focused on Teams. It seems surprisingly simple and perfectly usable for chats or meetings between peoples and groups, and file sharing. When we practised, I created a group and set up a meeting with the team members. This application works almost perfectly in a school or work environment.
Overall, I learned new and useful things during these four sessions. I am convinced that these skills will effectively help me in my studies and later in my work.
