Week 1 Summary: Introduction

In week 1 I have gotten a great overview of the material’s goals and the requirements within the beginning of the Digital Skills Module. It will be extremely useful knowing that I have been shown how to use Moodle for this course and how to turn in assignments on Turnitin. Also, we have discussed the value of digital skills and studied tools such as the following: AI, LinkedIn, and Office 365. Applying the JISC Discovery Tool made it much simpler to understand my strengths and areas that I need to work on. The lecturer discussed the tests, which have seemed engaging and contained the Excel essay and e-portfolio.

Week 2 Summary: Outlook & Task Management Master Professional Email & Organization

In week 2 I developed greater experience with Microsoft Outlook, especially regarding schedule planning as well as email managing. I felt aware of my digital interaction approach as an outcome and practiced sending professional emails using the right layout and brief subject lines. It was extremely useful to set up folders and criteria to keep my email organized, and I also improved the ability to create reminders and arrange meetings. I was ready to better arrange my assignments via Outlook’s task and to-do features. I also went through Microsoft Planner and Trello, which are great resources to arrange schedules and collaborative tasks. When everything was considered, this week made me comprehend how effective these tools are for preserving professionalism and discipline in both job and study. 




Week 3 Summary: AI & Ethics

In week 3 I got more mindful of how technology influences human rights and security after studying about digital ethics and artificial intelligence. We discussed the positive and negative aspects of ChatGPT, and I began to understand how helpful it may be for efficiency and education, but also how essential it is to apply it responsibly. I have an improved awareness of why privacy regulations are so strict following the session’s description of GDPR and the way it protects personal data. The discussion of data breaches caught my interest since it showed how effortlessly information can be misused. I became more aware of my unique digital footprint this week, in addition to the importance of using or sharing online information in a responsible way. 

Week 4 Summary: Microsoft Office 365 & Word

In week 4 I have been shown how to use Office 365 Word more efficiently for my professional and educational purposes. To help my efforts look more professional, I studied organizing files via headings, tables, and citations. I also looked at tools like Comments and Track Changes, which are fantastic for feedback and collaborative tasks. I had never learned how to arrange long files or create a table of topics before, so I felt it was truly fascinating. Additionally, we set up meetings using Microsoft Teams, which was a great group exercise for all of us. This has improved our interactions with each other. All things considered, this week improved my comfort level using Word and showed how these tools could assist me in managing and simplifying my work.
