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Digital skills are extremely useful and important in the way we live at present in the digital era, as they are used in every part of life.  Digital skill continues to help people achieve and improve their job opportunities and grow within their careers, students use the tools to improve further in their education, communication (emails) is also important for both personal and professional environments ,also digital tools can help within managing your everyday life more efficiently. 
After completing the self-assessments using the JISC Digital Capability Discovery Tool, I was then able to see my strengths and my weaknesses in digital skills. The results shows that I am confident in some areas, and then also shows that I need a lot off improvement in others.     
[bookmark: _Int_CCQyd2W7]Upon completing the Discovery Tool and Referring from the diagram chart one of my strengths are Digital identity management, I understand the importances of presenting Ur self-online can define your future education and employment opportunities.  There are several professional platforms can be used to improve and show what skills and experience's I have gained, or I am trying to gain to improve in a positive way and move forward e.g. LinkedIn Learning, in which I can keep up to date.  Also protecting my online identity and personal information is crucial by using google alert's, strong passwords, or two-step verification.  Secondly, Digital Skills for work was another strength identified in my results, using digital tools within a workplace or university has helped me feel more confident to complete tasks on time, complete my assignments more efficiently and become better prepared for future employment and communicate more effectively 
However, the assessment also highlighted where I would need a lot off approvement.  My first weakness is Digital Literacy, although I am capable off searching or researching information online, I need to make sure the sources are of quality and reliability and improve my ability to evaluate this.  This is very important when completing my assignments because I need to make sure I am using, reading and referencing credible and trustworthy information. By improving my skills is this area it will help me produce stronger academic work and avoid using unreliable sources in the future.  Another area in which I need to achieve and work towards is Digital Wellbeing, due to me being easily distracted I need to learn to keep a healthy balance and time management when using online screening e.g. phone, internet browsing.  I need to manage my screen time by setting daily limits for social media apps, remove any unnecessary notifications in emails to reduce distractions and ensure I'm using my screen time more effectively to reduce the effect on my mental health and help me stay focused and use technology for specific tasks rather than passive scrolling.
To improve my weaker areas, I have developed a SMART action plan table below.  
SPECIFIC:  setting targeted Improvements and plan to build on my two weaknesses
MEASURABLE: progressing by doing my badges online in my own time 	Comment by Emma Jayne Nicholson (2528510): lost my badge pic

[bookmark: _Int_SMbcRgEq]Achievable: by completing the badges in a realistic time frame
Relevant: by improving these skills it could help increase my Employability and achieve my goals
Time bound: In 6months I aim to finish the badges and complete tasks that need to be completed
By setting goals I aim to improve on my weakness slowly and gradually, I know these goal are achievable as many universities provide online learning resources and workshops for students, in which I am already accessing on a weekly basis and attending 1:1 sessions and appointments for further help.  Also, I will use strategies and time management to reduce distractions and help me complete university work as setting limited screen time and regular breaks.

Conclusion:
The JISC Digital Tool helped me to understand my strengths, weaknesses and area for improvement.  Digital skills are essential in today society for both employment and academic success.  By following my SMART action plan, improving my digital abilities will help and support my studies and prepare me for the digital demands of future careers.
Reference: 
Jisc. (2022). Building digital capability in higher education
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The Relevance of Microsoft Excel
[bookmark: _Int_pn612JYZ]In today's digital era technology plays an important role in everyday life, education, healthcare and business.  Microsoft Excel is one of the most used tools used for analysing and managing data, and is used worldwide by businesses, students, teachers and organisations.  Excel is a spreadsheet programme its grid-like structure is organised into rows and columns, forming cells that can contain text, numbers, or formulas developed by Microsoft Corporation and part of Microsoft Office 365.  Because off the features excel offer it has become an essential digital skill in modern society and even though there are many new digital tools available, Excel still to this day stays highly relevant. (Microsoft Corporation 2023). 
Education
Excel plays a very important role in education in learning and is taught in schools, colleges and universities, as this is an important digital skill for future Carrers.  learning Excel will help students develop skills within data management, analysis, and problem solving.  training platforms such as LinkedIn Learning offer online courses step by step videos that help improve Excel skills form professional development.  (LinkedIn Learning, 2023).  Numerous university modules require u to collect and evaluate your data for coursework particularly in business studies, this software will enable students to structure their findings and calculations with greater speed.  when students are conducting a survey for a research assignment by using the Excel students can log their results in and use various tools to interpret the data.  this approach simplifies the process of spotting trends or patterns (Jisc, 2023).  This ability to process and automate the data is much more reliable and faster than manual calculation. Students use Excel to analyse data collected during experiments or surveys (Walkenbach, 2015). 
Business World
[bookmark: _Int_6DrPbZgs]There are many companies that rely on Excel to manage their financial records, create budgets, track inventory and analyse performance, sales records, manage budgets and track expenses. Also used for employee information and customer details.  by using Excel, it allows users to store all this data in rows and columns, which makes it more efficient and easier to read and access information.  Helps use the features such as sorting, filtering and identify patterns within the data and manage records and keep correct information.  For example, companies can record their monthly sales in an Excel spreadsheet and perform calculation automatically and access it quickly and efficiently to see how their monthly sales and business is performing and growing.  (GCFGlobal, 2022).  this saves time and reduces risk of human error.
Household Use
An aspect of importance of Excel is its flexibility and ease of use.  The user-friendly tool makes it possible for everyone to use, and beginners to access basic functions quickly and effectively. While advanced users can take advantage of more complex features.  The programme can be used for many different purposes and reasons depending on the needs of the user.  Modern day people use Excel for simple day to day tasks within their household from their daily requirements to organisation of their family needs, such as shopping lists, daily schedules, family timetables, organising their incomings and outgoings, and budgeting their finances.  many household use spreadsheets to track their income spending by recording their expenses such as food and groceries, bills, rent, and childcare cost and figure out where their money is being used wisely and what needs to be managed more effectively.  Excel can then be used to automatically calculate the totals.  for example, the SUM formular can calculate up all your expenses and then show the total amount spent (MoneyHelper, 2023).  By using Excel for budgeting, it can help with awareness of financial habits, as spending more money on meals out, entertainment or take away food.  This could help over time with individuals to plan and save money and puy financial goals in place for their future and the children's.
Conclusion
[bookmark: _Int_fQHV5Hze][bookmark: _Int_oT55n702][bookmark: _Int_rXgbWpx0]In conclusion, Microsoft Excel remains a paramount tool in the modern landscape of data management and decision-making. As technology continues to advance, Excel’s continuous approach ensures its ongoing relevance within both academic learning and professional success and navigating users with essential skills in the 21st – century economy.  Microsoft Excel is a relevant and valuable tool in the digital age.  Learning how to use Excel has and will remain to help students and professionals develop important digital and analytical skills.  Excel remains one of the most still to today one of the most practical, reliable and widely used tools for managing data.  Even though new technologies continue to emerge Excel will always be used by thousands of people.  For these reasons, using and understanding Excel is an important skill for success in today's digital world.  Excel is very useful in everyday personal life.  It helps an individual person manage their finances, tighten up on their expenses and organise their tasks or entertainment e.g.  hobbies, events etc. By keeping your information in one place, spreadsheets make life a lot easier to plan ahead and stay organised.
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Book%20-%20my%20excel%20philipa%20assingment.xlsx
Sheet1

		income		january		febuary		march		april		may		june		july		august		september		october		november		december		total

		wages		£   1,200.00		£   1,200.00		£   1,300.00		£   1,400.00		£   1,400.00		£   1,400.00		£   1,350.00		£   1,350.00		£   1,300.00		£   1,200.00		£   1,600.00		£   1,600.00		£   16,300.00

		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

		child benefit		£   150.00		£   150.00		£   150.00		£   150.00		£   150.00		£   150.00		£   150.00		£   150.00		£   150.00		£   150.00		£   150.00		£   150.00		£   1,800.00

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

		total		£   6,350.00		£   2,350.00		£   2,450.00		£   6,550.00		£   2,550.00		£   2,550.00		£   2,500.00		£   2,500.00		£   6,450.00		£   2,350.00		£   2,750.00		£   2,950.00		£   42,300.00

		expenditure																										£   - 0

		rent		£   473.00		£   473.00		£   473.00		£   473.00		£   473.00		£   473.00		£   473.00		£   473.00		£   473.00		£   473.00		£   473.00		£   473.00		£   5,676.00

		food		£   150.00		£   150.00		£   150.00		£   150.00		£   175.00		£   175.00		£   175.00		£   100.00		£   100.00		£   100.00		£   100.00		£   300.00		£   1,825.00

		gas		£   50.00		£   50.00		£   100.00		£   100.00		£   50.00		£   100.00		£   50.00		£   50.00		£   75.00		£   75.00		£   100.00		£   100.00		£   900.00

		electric		£   50.00		£   50.00		£   75.00		£   75.00		£   75.00		£   75.00		£   50.00		£   50.00		£   50.00		£   100.00		£   100.00		£   100.00		£   850.00

		kids activites		£   23.00		£   23.00		£   23.00		£   23.00		£   23.00		£   23.00		£   23.00		£   23.00		£   23.00		£   23.00		£   23.00		£   23.00		£   276.00

		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

		phone bill		£   42.00		£   42.00		£   42.00		£   42.00		£   42.00		£   42.00		£   42.00		£   42.00		£   42.00		£   42.00		£   42.00		£   42.00		£   504.00

		total		£   818.00		£   818.00		£   893.00		£   893.00		£   868.00		£   918.00		£   843.00		£   768.00		£   793.00		£   843.00		£   868.00		£   1,068.00		£   10,391.00

																												TOTAL		£   31,909.00






