	
	
	



[image: ]
 
 Certificate of Higher Education in Employability Skills 
LEVEL 4 
 
 Module Name: Digital Skills for Personal and Professional Growth (BMSW4008)
Module Lead: Philippa Fitzgerald

Elena Dimitrova
ID number: 2332890
Assignment title:
Part 1: Market Research and Website Development Project 
Word count: 1092
Part 2: Microsoft Excel spreadsheets to project the finances of a small business over period of one year and essay on the importance of Excel in the digital era
Word count:780
AI Acknowledgement:
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.
Table of contents:
Part 1	2
Market Research and Website Development Project	2
Part 2	12
Spreadsheet using Microsoft Excel to project the finances of a small business over period of one year and essay on the importance of Excel in the digital era	12
Reference list:	14





 
[bookmark: _Toc335257335]  Part 1
[bookmark: _Toc1985760908]Market Research and Website Development Project
   Market research is an important part of running a successful business. Conducting in-depth research and analysis enables companies to gain valuable knowledge of market trends and consumer preferences, helping them stay competitive in today’s dynamic market (Kantar, 2023). The analysis helps businesses make informed and data-driven decisions about their marketing campaigns, ultimately driving success (Discuss, 2024). Effective data analysis is at the heart of market research. It is the process of collecting, processing, and analysing data in order to gather useful information crucial for the future progress of the business (Marketing Data Analytics for market research, n.d.)  There are four types of analysis: descriptive, diagnostic, predictive, and prescriptive. Each type helps businesses better understand what their data reveals and how to use those findings to drive business objectives (Lobo, 2025).  
   For this market research and marketing project, a 13-question survey has been created to gather information, analyse the data and make decisions about the future development of Tab2Go Taxi services. Tab2Go Taxi Services is a new company established in April 2025 to provide transportation services in Carmarthen and surrounding areas. Its objectives include being environmentally sustainable by using electric and hybrid vehicles, offering airport transfers and city rides, and providing more affordable taxi options through group travel. Tab2Go Taxi services aim to establish a strong presence in the local market, build long-lasting relationships with customers, and prove itself as a trusted and reliable business. To stay competitive and meet customer demand, the company needs to design its marketing campaign effectively. Therefore, questions were carefully selected to collect accurate data that can be used for the future development of the business. Research questions are important in the research process as they force the examiner to consider the most basic of issues- what they want to know (Bell et al., 2022). The main responses in the questionnaire that revealed the most helpful information for creating the marketing materials and website were how often people use the service, how they book a taxi, the occasions when they need a taxi, and how significant the environmental impact of the fleet is to the customers.
  [image: ]

(Fig.1)
   The responses to the question in Fig.1 show that the majority of people (56.3%) do not use taxi services very often. However, a significant percentage (37.5%) use taxis a few times a month, and 6.2% use them a few times a week. This suggests that taxi services are not frequently used overall. However, the company's current performance indicates a demand for taxi services in the Carmarthen area. The main reason the data does not match the company's performance so far could be the response rate. The questionnaire was sent to approximately 100 people, but only 16 responded, resulting in a response rate of just 16%. Other factors that may have influenced the results include the demographic location of the participants, which differs from the business’s operating area. Some age groups and employment statuses were also underrepresented (Wake Forest University, n.d.).
   The next important aspect was how customers prefer to book their taxis:
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(Fig.2)
   Figure 2 clearly shows how consumer preferences for booking taxis have changed significantly over the years. In the past, people typically hailed a taxi on the street or used a taxi rank. Today, more customers prefer to book taxis by phone (50%) or through modern technology such as mobile apps (50%). In an era of rapid technological progress, businesses need to keep up with consumer preferences by adopting new technologies and implementing them in effective marketing strategies. These technologies are now used across all areas of management, transforming how businesses operate and how decisions are made to shape their future development (Sumesh Dadwal, 2020). This is a prime example of how rapid technological advancements have influenced the transformation of taxi services. The process of booking a taxi has become much more efficient, as users can now quickly and easily request rides using smartphone apps (Farouk.M,2024). The data in this section provided a clear direction on how the marketing materials, website, and related content should be developed and promoted (Fig.6 and Fig.11)
   The next chart reveals when people use a taxi services:
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(Fig.3)
   The data in Figure 3 indicates that emergency transport is the most common reason for using a taxi, with 56.3% of respondents selecting this option. Analysing the results shows that to remain competitive, it is crucial for the company to offer emergency services to customers and maintain 24/7 availability as part of its marketing strategies (Fig. 11). Social and leisure activities are the second most common reason, with 31.3% choosing taxis for going out, visiting friends, or attending events. This highlights an opportunity to advertise taxi services as a convenient and reliable option for leisure activities, especially during evenings and weekends (Fig.6, Fig.9 and Fig.10).18.5% of responses, show a smaller but important group of people using taxis for commuting. Airport transfers have been selected in 12.5% of responses. Although this is the smallest segment, it represents a valuable niche market with the potential to generate significant profit through premium or pre-booked services. Therefore, it should be prominently featured in the company’s advertising (Fig. 6 and Fig. 9). The chart also highlights key market segments, helping to develop accurate customer profiles and effectively target the desired audience with tailored marketing strategies (Baldwin, 2024).
   With more customers becoming environmentally conscious, it naturally raises the question of what the business can do to support a more sustainable environment. As a result, it has been decided that the company's fleet will consist only of electric and hybrid vehicles (Fig. 6). Although investing in electric vehicles and charging stations can be challenging, the future opportunities for the business are significant. Electric taxis provide a quieter and smoother ride, which enhances the overall customer experience (Zamanov, 2024). Moreover, passengers are increasingly valuing sustainable and eco-friendly transportation options, and this can be seen in Figure 4:
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(Fig.4)
   Based on the responses to the questionnaire and after carefully analysing the data, all marketing materials have been created to enhance the company's performance and make the company name stand out in the local market. Market segmentation was conducted to identify different customer groups, enabling the development of a more effective website that offers tailored services aligned with the needs and preferences of each segment. The company's logo and business cards feature the same slogan, designed to help customers remember and recognise the company name.
Website:
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(Fig.5)                                                                         (Wix.com, 2025)
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(Fig.6)                                                                                            (Wix.com, 2025)
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(Fig.9)                                                                                               (Wix.com, 2025)
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(Fig.11)                                                                          (Wix.com, 2025)
Logo:
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(Fig.12)                                                               (Canva, 2025)
Business cards:
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[bookmark: _Toc1368604053]Spreadsheet using Microsoft Excel to project the finances of a small business over period of one year and essay on the importance of Excel in the digital era



   Microsoft Excel is a spreadsheet application launched in 1985 by Microsoft (The Editors of Encyclopedia Britannica, 2019). Originally designed to help companies gather financial data and generate annual credit and debt reports, Microsoft Excel has evolved into one of the most widely used programs in the world. Individuals and businesses equally rely on Excel to manage data—whether it is creating a simple shopping list or analysing a complex set of numbers for important reports (Tyrer, 2021).
  First and foremost, Excel is a fundamental skill that students must develop to succeed in their careers and future growth. In today’s rapidly evolving digital era, it is crucial for students to learn how to work with Excel. Proficiency in Excel not only enhances their ability to analyse and manage data but also opens better work opportunities, making it easier for them to succeed professionally. According to a report, nearly two-thirds of all new jobs created require medium-to-high level digital skills, including proficiency in spreadsheet applications (Tyrer, 2021). In a survey conducted among a large number of employers, 94% agreed or strongly agreed with the statement that data analytics and working with Excel are very important skills (Fomby, S.K., 2017).
  Microsoft Excel is not just a spreadsheet program; it is an essential tool for modern businesses. Despite the rise of new software, many industries continue to rely on Excel for various tasks. The uses of Microsoft Excel and the Office Suite are almost limitless (ExcelHelp, 2021). Excel is a powerful and cost-effective solution for inventory management and sales tracking in businesses. It is easy to use, and its greatest strength is its flexibility. The Excel spreadsheets can be adapted to meet the company's specific needs, ranging from simple inventory lists to complex tracking systems with advanced formulas and macros (Cleverence.com, 2024). With Excel, businesses can efficiently track performance over time. This capability allows comprehensive data analysis, identifying key trends, helping companies make informed decisions, and ultimately driving better outcomes.
   Financial planning and forecasting are crucial for any business, and Excel provides a robust platform for creating detailed financial models. This essay explores the significance of Excel in modern business operations, illustrated through developing spreadsheets for financial planning for Tab2Go Taxi Services, a Carmarthen-based taxi company. To achieve this goal for better financial prediction of the company, two Excel spreadsheets have been developed to forecast cash flow over 12 months commencing in May 2025. The first spreadsheet incorporated daily sales targets based on current performance, taking into account holidays and time off. The second spreadsheet recorded combined monthly sales and expenses, calculating net cash flow by deducting monthly costs from sales. This structured approach enabled the company to estimate net cash flow for every month, which helps to predict more accurate performance and make informed financial decisions. Excel is critically important to the whole financial system. The opportunities to improve the productivity and reliability of so many business processes mean that it is really worth investing in becoming proficient in the use of Excel (Simon, H 2021). 
  Effective budgeting is vital for resource allocation and financial stability. Excel's versatility enables businesses to create custom financial models, perform detailed analyses, and generate reports. In this example, for the financial prediction of Tab2Go Taxi services, a separate chart has been created to calculate yearly net profit by deducting yearly expenditure from total turnover. In the calculation, taxes, National Insurance contributions, and the personal allowance of £12,570 have also been taken into account. Additionally, 10% of the annual turnover has been allocated for future investments, ensuring sustainable growth and financial health.
  Excel's capabilities extend beyond basic calculations. It can be used for advanced analytics, such as pivot tables, statistics, programming, and related areas, allowing businesses to transform raw data into meaningful insights (Mount, G., 2024). These tools help identify trends, patterns, and anomalies, which are essential for strategic planning and operational efficiency.
  As it is part of Microsoft Office 365, another great feature of Excel is collaborative editing. By allowing multiple users to edit the same document in real-time, it breaks down barriers to productivity and fosters a more dynamic and interactive work environment. Integrating diverse perspectives, skill sets, and real-time collaboration leads to more informed decisions and efficient problem-solving (Excel, 2025).
  In conclusion, Microsoft Excel continues to be a necessary tool in the digital era, offering businesses a comprehensive solution for financial planning, data analysis, and strategic decision-making. The financial prediction of Tab2Go Taxi Services demonstrates how Excel's functionalities can be used to enhance business operations and achieve financial objectives. As businesses navigate the complexities of the digital era, proficiency in Excel remains a valuable asset for professionals seeking to drive efficiency and innovation.
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Cashflow.xlsx
Sales daily forecast

				May-25				Jun-25				Jul-25				Aug-25				Sep-25						Oct-25				Nov-25				Dec-25				Jan-26				Feb-26				Mar-26				Apr-26

		1		£   112.00				£   - 0				£   118.00				£   174.00				£   96.00						£   125.00				£   225.00				£   102.00				£   - 0				£   - 0				£   - 0				£   118.00

		2		£   155.00				£   123.00				£   123.00				£   198.00				£   102.00						£   136.00				£   - 0				£   96.00				£   - 0				£   76.00				£   95.00				£   125.00

		3		£   196.00				£   118.00				£   132.00				£   - 0				£   122.00						£   148.00				£   - 0				£   108.00				£   - 0				£   85.00				£   102.00				£   128.00

		4		£   102.00				£   132.00				£   165.00				£   96.00				£   124.00						£   203.00				£   108.00				£   125.00				£   - 0				£   100.00				£   114.00				£   145.00

		5		£   113.00				£   136.00				£   176.00				£   102.00				£   136.00						£   - 0				£   112.00				£   136.00				£   - 0				£   96.00				£   120.00				£   - 0

		6		£   98.00				£   165.00				£   - 0				£   118.00				£   167.00						£   - 0				£   123.00				£   190.00				£   - 0				£   118.00				£   126.00				£   - 0

		7		£   115.00				£256				£   96.00				£   126.00				£   - 0						£   118.00				£   136.00				£   - 0				£   - 0				£   155.00				£   165.00				£   86.00

		8		£   116.00				£   - 0				£   102.00				£   155.00				£   116.00						£   145.00				£   198.00				£   88.00				£   - 0				£   - 0				£   - 0				£   99.00

		9		£   144.00				£   108.00				£   124.00				£   202.00				£   126.00						£   154.00				£   - 0				£   105.00				£   - 0				£   105.00				£   - 0				£   115.00

		10		£   193.00				£   118.00				£   118.00				£   - 0				£   134.00						£   166.00				£   75.00				£   122.00				£   - 0				£   112.00				£   108.00				£   120.00

		11		£   - 0				£   126.00				£   125.00				£   102.00				£   136.00						£   223.00				£   86.00				£   128.00				£   - 0				£   118.00				£   116.00				£   132.00

		12		£   102.00				£   135.00				£   158.00				£   114.00				£   168.00						£   - 0				£   102.00				£   135.00				£   88.00				£   124.00				£   123.00				£   - 0

		13		£   117.00				£   165.00				£   - 0				£   126.00				£   205.00						£   96.00				£   113.00				£   202.00				£   96.00				£   130.00				£   120.00				£   85.00

		14		£   106.00				£   189.00				£   88.00				£   138.00				£   - 0						£   108.00				£   120.00				£   - 0				£   102.00				£   145.00				£   154.00				£   90.00

		15		£   120.00				£   - 0				£   97.00				£   164.00				£   104.00						£   114.00				£   168.00				£   106.00				£   106.00				£   - 0				£   - 0				£   98.00

		16		£   135.00				£   93.00				£   105.00				£   186.00				£   112.00						£   126.00				£   - 0				£   108.00				£   112.00				£   83.00				£   86.00				£   107.00

		17		£   175.00				£   106.00				£   112.00				£   - 0				£   109.00						£   133.00				£   - 0				£   112.00				£   122.00				£   85.00				£   95.00				£   120.00

		18		£   - 0				£   110.00				£   135.00				£   - 0				£   133.00						£   189.00				£   115.00				£   125.00				£   - 0				£   96.00				£   98.00				£   133.00

		19		£   93.00				£   148.00				£   189.00				£   - 0				£   165.00						£   - 0				£   123.00				£   138.00				£   84.00				£   102.00				£   112.00				£   - 0

		20		£   98.00				£   155.00				£   - 0				£   - 0				£   189.00						£   115.00				£   120.00				£   200.00				£   96.00				£   120.00				£   126.00				£   94.00

		21		£   124.00				£   179.00				£   86.00				£   - 0				£   - 0						£   124.00				£   145.00				£   - 0				£   97.00				£   161.00				£   160.00				£   108.00

		22		£   122.00				£   - 0				£   98.00				£   - 0				£   97.00						£   126.00				£   196.00				£   96.00				£   102.00				£   - 0				£   - 0				£   112.00

		23		£   131.00				£   102.00				£   106.00				£   - 0				£   108.00						£   147.00				£   - 0				£   100.00				£   115.00				£   96.00				£   - 0				£   122.00

		24		£   180.00				£   118.00				£   118.00				£   - 0				£   128.00						£   145.00				£   93.00				£   - 0				£   155.00				£   102.00				£   105.00				£   128.00

		25		£   - 0				£   123.00				£   135.00				£   - 0				£   116.00						£   213.00				£   102.00				£   - 0				£   - 0				£   115.00				£   116.00				£   139.00

		26		£   76.00				£   136.00				£   169.00				£   - 0				£   123.00						£   - 0				£   108.00				£   138.00				£   77.00				£   118.00				£   118.00				£   - 0

		27		£   89.00				£   157.00				£   - 0				£   - 0				£   175.00						£   88.00				£   140.00				£   125.00				£   85.00				£   128.00				£   124.00				£   88.00

		28		£   93.00				£   189.00				£   108.00				£   - 0				£   - 0						£   96.00				£   165.00				£   - 0				£   96.00				£   163.00				£   145.00				£   95.00

		29		£   98.00				£   - 0				£   123.00				£   - 0				£   126.00						£   132.00				£   166.00				£   112.00				£   108.00				£   - 0				£   - 0				£   103.00

		30		£   122.00				£   103.00				£   124.00				£   - 0				£   116.00						£   133.00				£   - 0				£   133.00				£   120.00				£   - 0				£   95.00				£   110.00

		31		£   174.00								£   138.00				£   - 0				£   - 0						£   139.00								£   65.00				£   145.00				£   - 0				£   102.00				£   - 0

		Total:		£   3,499.00				£   3,490.00				£   3,368.00				£   2,001.00				£   3,433.00						£   3,642.00				£   3,039.00				£   3,095.00				£   1,906.00				£   2,733.00				£   2,825.00				£   2,800.00







Cash flow forecast



		Cash in -Income				May-25		Jun-25		Jul-25		Aug-25		Sep-25		Oct-25		Nov-25		Dec-25		Jan-26		Feb-26		Mar-26		Apr-26

		Sales				£   3,499.00		£   3,490.00		£   3,368.00		£   2,001.00		£   3,433.00		£   3,642.00		£   3,039.00		£   3,095.00		£   1,906.00		£   2,733.00		£   2,825.00		£   2,800.00

		Other				£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0

		Total cash in:				£   3,499.00		£   3,490.00		£   3,368.00		£   2,001.00		£   3,433.00		£   3,642.00		£   3,039.00		£   3,095.00		£   1,906.00		£   2,733.00		£   2,825.00		£   2,800.00



		Cash out-Expenditure				May-25		Jun-25		Jul-25		Aug-25		Sep-25		Oct-25		Nov-25		Dec-25		Jan-26		Feb-26		Mar-26		Apr-26

		Petrol				£   280.00		£   195.00		£   180.00		£   120.00		£   190.00		£   250.00		£   220.00		£   220.00		£   180.00		£   200.00		£   210.00		£   200.00

		Insurance				£   220.00		£   220.00		£   220.00		£   220.00		£   220.00		£   220.00		£   220.00		£   220.00		£   220.00		£   220.00		£   220.00		£   220.00

		Loan				£   298.00		£   298.00		£   298.00		£   298.00		£   298.00		£   298.00		£   298.00		£   298.00		£   298.00		£   298.00		£   298.00		£   298.00

		Advertising&Marketing				£   212.00		£   168.00		£   168.00		£   168.00		£   220.00		£   168.00		£   168.00		£   200.00		£   168.00		£   168.00		£   200.00		£   168.00

		Telephone				£   30.00		£   30.00		£   30.00		£   25.00		£   30.00		£   30.00		£   30.00		£   30.00		£   30.00		£   30.00		£   35.00		£   30.00

		Cleaning				£   20.00		£   25.00		£   30.00		£   20.00		£   20.00		£   25.00		£   20.00		£   25.00		£   20.00		£   20.00		£   25.00		£   20.00

		Vechiles maintenance including road tax				£   120.00		£   70.00		£   68.00		£   55.00		£   65.00		£   150.00		£   168.00		£   500.00		£   120.00		£   120.00		£   140.00		£   120.00

		Salaries				£   1,200.00		£   1,200.00		£   1,200.00		£   800.00		£   1,200.00		£   1,200.00		£   1,200.00		£   1,200.00		£   800.00		£   1,000.00		£   1,100.00		£   1,200.00

		Other				£   95.00		£   120.00		£   115.00		£   80.00		£   70.00		£   130.00		£   150.00		£   80.00		£   60.00		£   45.00		£   70.00		£   50.00

		Total cash out:				£   2,475.00		£   2,326.00		£   2,309.00		£   1,786.00		£   2,313.00		£   2,471.00		£   2,474.00		£   2,773.00		£   1,896.00		£   2,101.00		£   2,298.00		£   2,306.00



		Net cash per month

						May-25		Jun-25		Jul-25		Aug-25		Sep-25		Oct-25		Nov-25		Dec-25		Jan-26		Feb-26		Mar-26		Apr-26

		Net cash 				£   1,024.00		£   1,164.00		£   1,059.00		£   215.00		£   1,120.00		£   1,171.00		£   565.00		£   322.00		£   10.00		£   632.00		£   527.00		£   494.00



		Total for the year

		Total Turnover for the year:				£   35,831.00

		Total Expenditure for the year:				£   27,528.00

		Profit:				£   8,303.00

		Taxes and NI :		26.00%		-£   1,109.42

		Investments		15.00%		£   1,245.45

		Net profit for the period:				£   8,166.97



Cash Flow Forecast for  Tab2Go Taxi services
May 2025 - May 2026
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