
Digital Skills Reflection

Introduction
Digital skills are very important in modern education, work, and everyday life. Universities now use online learning platforms, digital communication tools, and software such as Word, Excel, and PowerPoint. For students, having strong digital skills helps with studying, group work, research, and submitting assignments. For work, digital skills improve communication, productivity, and career opportunities. As a mature student returning to education after a long break, developing digital skills is essential for my confidence and success. This reflection discusses my results from the JISC Digital Capability Tool, my strengths and weaknesses, and an action plan to improve my skills.
Summary of JISC Digital Capability Results
After completing the JISC Digital Capability Tool, I was able to identify my current digital strengths and areas for improvement. The results showed that I am stronger in digital communication and collaboration, especially using online platforms such as Moodle and email. However, the assessment also highlighted weaknesses in using productivity software, particularly Microsoft Excel, and in managing digital tasks efficiently. These results helped me understand where I am confident and where I need further development.
Strengths
One of my main strengths is digital communication. Completing the Digital Communication, Collaboration and Participation badge helped me improve how I communicate online with lecturers and other students. I am now more confident using discussion boards, emails, and online learning platforms. According to Reedy and Parker (2017), digital communication is a key part of digital literacy, as it allows learners to share ideas and engage effectively in academic communities.
Another strength is digital collaboration. I have learned how to participate in online group activities and contribute respectfully in digital environments. This skill is important because many university tasks involve group work and shared online spaces. Burgess, Marwick, and Poell (2018) explain that collaboration through digital platforms supports participation and learning in modern education.
Weaknesses
One weakness identified in my JISC results is using Microsoft Excel. I find spreadsheets, formulas, and data analysis challenging. Excel is important for organising data, budgeting, and reporting, especially in business-related modules. Sandhu (2020) highlights that digital productivity tools are essential for learning and business growth, which shows why improving this skill is important.
Another weakness is digital time management. I sometimes struggle to manage multiple online tasks, deadlines, and digital resources. As Dadwal (2020) explains, effective use of technology requires good organisational skills, not just access to tools. Improving this area will help me work more efficiently and reduce stress.

SMART Action Plan

To improve my weaker areas, I have created the following SMART goals:
Goal 1: Improve Excel skills
Specific: Learn basic Excel skills such as formulas, tables, and charts.
Measurable: Complete the LinkedIn Learning Excel course and earn the certificate.
Achievable: Study Excel for two hours per week.
Relevant: Excel is required for academic work and future employment.
Time-bound: Complete within four weeks.

Goal 2: Improve digital time management
Specific: Use digital tools such as calendars and task lists to plan study time.
Measurable: Meet all assignment deadlines for the next term.
Achievable: Plan weekly study schedules using online tools.
Relevant: Better organisation will improve academic performance.
Time-bound: Review progress after six weeks.

Conclusion
Developing my digital skills will strongly support my academic success and future career. My strengths in communication and collaboration help me engage confidently in online learning, while improving my weaknesses will increase my productivity and efficiency. By completing digital badges and following my action plan, I am building skills that are essential in education and business. As Soltanifar et al. (2021) state, digital skills support lifelong learning and career development. Overall, improving my digital capabilities will help me succeed both during my studies and beyond university.
In addition, developing my digital skills has increased my confidence as a learner. I feel more comfortable using online platforms, accessing digital resources, and asking for help when needed. This confidence is especially important as a mature student, as it helps me stay motivated and engaged with my studies.
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Task 3

Introduction
Microsoft Excel is one of the most widely used digital tools in education, business, and everyday life. It is a spreadsheet application designed to organise data, perform calculations, analyse information, and present results in a clear and structured way. Excel is used by students, households, small businesses, and large organisations across many sectors. Its popularity comes from its flexibility, accuracy, and ability to support decision-making. In today’s digital environment, having good Excel skills is considered essential for academic success and employability. This essay discusses the relevance and importance of Microsoft Excel and explains how it can be used for data analysis, budgeting, reporting, and decision-making, supported by a practical example of a household income and expenditure spreadsheet.
Importance of Microsoft Excel
Microsoft Excel is important because it allows users to manage numerical data efficiently and accurately. Many academic subjects and professional roles require the ability to work with data, calculate totals, and interpret results. Excel provides a structured format where information is stored in rows and columns, making it easier to read and understand. Calculations can be automated using formulas, which reduces human error and saves time.
Excel is widely recognised by employers as a core digital skill. According to Walkenbach (2019), Excel is suitable for both beginners and advanced users because it offers simple tools for basic tasks as well as advanced features for complex analysis. Developing Excel skills helps users become more confident when working with numbers and supports productivity in both academic and professional settings.
Excel for Data Analysis
One of the main uses of Microsoft Excel is data analysis. Excel allows users to analyse numerical data using built-in formulas and functions such as SUM, AVERAGE, MIN, and MAX. These functions help users calculate totals, identify trends, and compare values quickly. Sorting and filtering tools allow data to be organised in different ways, making it easier to focus on specific information.
Excel also supports more advanced data analysis through features such as conditional formatting and pivot tables. These tools help summarise large datasets and highlight patterns visually. Powell and Baker (2017) explain that spreadsheets are powerful tools for analysing data and supporting analytical thinking. For students, Excel is useful for analysing coursework data, while in business it is commonly used to review performance and financial results.
Excel for Budgeting
Budgeting is one of the most practical and common uses of Microsoft Excel. Excel allows users to record income and expenses in a clear table and use formulas to calculate totals automatically. This makes it easier to track spending and manage money effectively. When values are updated, Excel recalculates totals instantly, which improves accuracy.
In everyday life, Excel budgets help households plan monthly finances and understand spending habits. In business, budgeting is essential for financial planning and cost control. Atrill and McLaney (2020) explain that budgeting supports financial awareness and helps individuals and organisations manage resources effectively. Excel is particularly useful because budgets can be reused, updated, and adapted over time.
Excel for Reporting
Excel is widely used for reporting because it presents information clearly and professionally. Tables help organise data logically, while charts and graphs help explain information visually. Common charts in Excel include bar charts, pie charts, and line charts. These visuals make reports easier to understand, especially for users who are not confident with numerical data.
Reports created in Excel are used in education, business, and personal finance. Students use Excel to present results in assignments, while organisations use it to report on budgets, expenses, and performance. Few (2012) highlights that well-designed tables and charts improve understanding and communication. Excel’s reporting tools help transform raw data into meaningful information.
Excel and Decision-Making
Microsoft Excel plays an important role in decision-making because it provides accurate and organised information. When data is structured and analysed correctly, users can compare options and evaluate possible outcomes. For example, households can use Excel to decide where to reduce spending, while businesses can use it to assess costs and plan strategies.
Excel’s automatic calculations ensure that decisions are based on up-to-date information. Benninga (2014) explains that spreadsheet models are widely used to support financial and business decisions because they allow users to test different scenarios. Excel supports decision-making by combining data storage, analysis, and visual presentation in one tool.
Practical Example: Household Income and Expenditure Spreadsheet
A practical example of Excel’s usefulness is a household income and expenditure spreadsheet. In this spreadsheet, monthly income such as salary and student maintenance loan is recorded alongside regular expenses including rent, food, petrol, utilities, and internet costs. Excel formulas are used to calculate total income, total expenses, and the remaining balance automatically.
Charts created from this data provide a clear overview of spending patterns. A bar chart can compare expense categories, while a pie chart can show how income is distributed. McFedries (2018) explains that formulas and functions are essential for accurate calculations in Excel. This practical example demonstrates how Excel skills can be applied to real-life financial management.
(The completed Excel spreadsheet is embedded within this essay as evidence of Excel skills.)




Conclusion
Microsoft Excel is a highly relevant and important digital tool for students, households, and organisations. It supports data analysis, budgeting, reporting, and decision-making in an efficient and reliable way. Excel helps users manage information accurately, reduce errors, and communicate results clearly. By developing Excel skills, individuals improve their confidence, productivity, and employability. As shown by Walkenbach (2019) and Powell and Baker (2017), Excel remains a key digital skill in education and business. Overall, Microsoft Excel plays a vital role in personal development and effective decision-making in the modern digital world.
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