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Assessment of Digital Skills

Introduction 

Digital skills are necessary in today's workplaces and educational system for data management, research, communication, and cooperation. Students are required by universities to be proficient in the usage of digital technologies for online learning, data analysis, presentations, and academic writing. The Jisc Digital Capability Framework enables students to assess their digital skills and pinpoint areas for advancement. I was able to consider my own digital capabilities, identify my strengths and weaknesses, and create a clear action plan for development by finishing the JISC Digital Capability Tool. 

The Significance of Digital Proficiency 

Digital skills are essential because they allow students to analyse data, communicate well, and perform well in academic and professional environments. The use of digital resources like online research databases, Microsoft PowerPoint, and Microsoft Excel is necessary for several university assignments. Students may have trouble organising data, giving presentations, or working with others if they lack these abilities. 
In addition, digital skills help with lifelong learning and employment. Employers now demand that graduates have a high level of proficiency in using digital technology for problem-solving, communication, and decision-making. Digital competence, according to Jisc, encompasses domains such as information literacy, digital communication, digital creation, and online collaboration. Students gain the ability to adjust to new technologies and stay ahead of the competition in the employment market by honing these skills. 





A Summary of the JISC Results 

My findings after using the Jisc Digital Capability Tool revealed areas where I excelled in data analysis and the creation of sophisticated digital material, but also areas where I could improve my communication skills and fundamental digital productivity tools. 

My skills were categorised by the assessment into a number of areas, such as: 
• Data and information literacy 
• Digital collaboration and communication 
• Digital innovation and creation 
• Instruction in digital literacy and development 

Although I had strengths in communication and overall digital literacy, I struggled with data analysis and utilising sophisticated software tools. 

Strengths 

The evaluation revealed that digital communication was one of my primary strengths. I feel at ease communicating with others through email, messaging apps, and collaborative programs. With the help of these talents, I am able to be productive in group projects and maintain professional communication with my peers and instructors. 
My capacity to utilise fundamental productivity tools, such Microsoft Word and Microsoft PowerPoint is another of my strong points. I am able to produce well-organised papers and presentations for my coursework. With these tools, I can communicate in a more professional and organised manner. 






Weakness points 

My results revealed a flaw in data analysis abilities, especially when working with programs like Microsoft Excel. I know the fundamentals, but I need to get better at utilising data tables, charts, and formulae to analyse data. Improving the creation of sophisticated digital material is another area where changes might be made. To create more interesting academic work, I need to improve my multimedia and design skills, even though I can already create simple papers and presentations. 

Action Plan (SMART Objectives) 

I have established the following SMART goals to help me strengthen my weaker areas: 
Enhancing Excel knowledge is the first goal. 

Specific: Learn Excel data analysis, charting, and formula use. 
Measurable: Finish at least three Excel training programs on LinkedIn Learning. 
Practical: Spend two hours each week studying and practising Excel abilities. 
Relevant: These abilities will be useful when working on tasks involving data analysis. 
Time-Bound: Accomplish this goal in three months. 

Objective 2 – Enhance the Production of Digital Content 

Specific: Enhance your PowerPoint design and presentation abilities. 
Measurable: Use cutting-edge tools like animations, charts, and templates to produce at least five professional presentations. 
Achievable: Practice throughout your coursework and utilise online tutorials. 
Applicable: These abilities are necessary for professional communication and presentations at the university. 
Time-Bound: Make this progress during the existing academic term

Reflection 

My academic achievement and future career will benefit greatly from my enhanced digital abilities. My ability to analyse data, manage information, and express ideas more effectively in my coursework will be aided by strong digital skills. Furthermore, employers in a variety of industries place a high value on these abilities.
I will gain more confidence and competence when using technology by adhering to my SMART action plan and keep practicing using digital tools. In addition to enhancing my academic achievement, this will equip me for the technological requirements of today's workforce. 
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Essay on Relevance of Excel in professional and personal life

Introduction 

Digital instruments are a need for information management and decision-making in our data-driven society. Microsoft Excel, which is a component of the Microsoft Office package, is one of the most well-known software programs used for data analysis and management. With Excel, users can easily arrange data, carry out calculations, generate charts, and analyse data. It is commonly employed in research, business, finance, and education. This essay discusses the value of Excel and demonstrates how it may be used for data analysis, financial planning, reporting, and decision-making. 

Data analysis 

The capacity of Microsoft Excel to analyse data is one of its most useful capabilities. With Excel, users can easily arrange vast amounts of data into well-organised spreadsheets and utilise formulas to do calculations rapidly. 
For instance, Excel allows students and researchers to analyse the findings of surveys. Total, average, and frequency may be calculated automatically using functions like SUM, AVERAGE, and COUNT. Additionally, Excel offers tools like pivot tables and graphs that aid in the identification of data trends and patterns. 
Excel's capabilities make it a valuable instrument for business analysis and academic research. Rather than calculating findings by hand, users may use Excel's automated features to analyse data in a way that is both accurate and effective. 





Planning a budget 

Budgeting is another significant application for Microsoft Excel. Excel is used by people, families, and companies to keep track of their income and expenditures and manage their financial plans. 
For example, a family budget spreadsheet may list monthly income like wages and part-time employment as well as costs like rent, food, and utilities. Excel can automatically compute total income, total costs, and the remaining balance using formulas. Spending trends may also be represented graphically using charts. A pie chart illustrating the proportion of expenditures on rent, food, and entertainment makes it simpler to see where money is being spent and points out places where savings may be made. This kind of budgeting program helps people manage their money and make sound financial choices. 

Reporting 

Additionally, Excel is frequently used for reporting in companies and organisations. Data relating to sales, performance, and productivity is frequently gathered in huge quantities by businesses. With Excel, this data may be arranged into tables and transformed into charts or graphs for display. 
As an example, a business might track monthly sales results using Excel. The information may then be presented in bar charts or line graphs to illustrate changes throughout time. With the aid of these visual reports, managers can rapidly comprehend the company's performance. 
Using programs like Microsoft PowerPoint, Excel reports may also be easily shared with coworkers or incorporated into presentations. As a result of this integration, Excel is now a crucial instrument for business communication. 

Making Decisions 

The use of Microsoft Excel in decision-making is another significant advantage. Since organisations depend on reliable information to make strategic choices, Excel offers tools for analysing data and forecasting results. 

For example, when weighing various choices, businesses can utilise Excel to compare costs and revenues. Tools for financial forecasting enable users to predict future performance using current data. With this, managers are able to select the best course of action. 
Additionally, Excel can be used by students to make decisions in their schoolwork. They can support their evidence-based conclusions in reports and presentations by analysing data and producing graphs. 
A Real-World Example: A Spreadsheet for the Household Budget 



As part of this exercise, a spreadsheet of household income and expenses was created to show how Excel may be used in real life. Rent, utilities, groceries, and wages are among the categories covered in the spreadsheet. 
The spreadsheet utilises Excel equations to automatically compute the remaining balance, total income, and total expenditures. To graphically illustrate how funds are allocated among various spending categories, a chart is also provided. 
This illustration shows how Excel may make financial planning easier and offer clear graphic insights into spending behaviour. 



In summary 

In summary, Microsoft Excel is a vital digital tool for data management and analysis. Because of its capacity for computation, data organisation, and visual report creation, it is useful in academic as well as business contexts. Data analysis, budgeting, reporting, and decision-making are just a few of the functions that may be performed with Excel.
Students may improve their ability to manipulate data, present information effectively, and make sound decisions by developing their Excel proficiency. These abilities are highly sought after in the workforce and will remain essential in the growing digital environment. 


References 

Microsoft (2023) Microsoft Excel documentation. 
Walkenbach, J. (2019) Excel Bible. 
Frye, C. (2021) Microsoft Excel Step by Step. 
Kusleika, R., and Alexander, M. (2020) Excel Dashboards and Reports. 
Excel 2019 in Depth by B. Jelen (2018). 
Microsoft (2022) Tools for data analysis in Excel. 
Excel Essential Training from LinkedIn Learning (2024).
image1.png
Prifysgol Cymru
Y Drindod Dewi Sant

University of Wales
Trinity Saint David




image2.emf

image3.emf

image4.emf

