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TASK 1 – Assessment of Digital Skills
1. Introduction
Digital skills play a vital role in higher education and contemporary workplaces, where digital technologies are important in terms of productivity, communication, and decision making. Digital capability makes people more employable and allows them to work productively in digitally enabled settings. The JISC Digital Capability Framework offers an organised method of assessing the core competencies, which encompass information literacy, communication, data literacy and digital problem-solving. 

2. Summary of JISC Digital Skills Results
The JISC evaluation created a digital capability profile that was individual and based on six domains. Information Literacy and Digital Communication were my best ones with Data Literacy and Digital Problem-Solving becoming weaker. These scores are the true indications of my classroom performance, especially when attending Excel and Microsoft Forms workshops, where data-handling tasks appeared more difficult.
Table 1: JISC Digital Capability
	Capability Domain
	Result Level
	Interpretation

	Information Literacy
	High
	Strong research and evaluation skills

	Digital Communication
	High
	Effective use of communication tools

	Digital Creation
	Medium
	Competent but requires further development

	Data Literacy
	Low
	Difficulty with spreadsheets and numerical data

	Digital Problem-Solving
	Low
	Limited troubleshooting confidence

	Digital Wellbeing
	Medium
	Awareness but inconsistent practice


These results form the basis of my action plan and professional development strategy.
3. Strengths Identified
3.1 Information Literacy
One of the strengths was defined as information literacy. It is an ability that is associated with locating, assessing, interpreting, and utilizing digital data. Reedy and Parker (2017) state that powerful information literacy allows the learner to choose reliable sources critically and interact with the digital content without fear. Throughout the module, I successfully conducted researches on the topics, analyzed academic sources, and implemented them in written assignments. 
3.2 Digital Communication
The second strength I had was digital communication, which demonstrates my trust in the usage of the tools like Outlook, Teams, and Word to provide information, collaborate, and communicate in a professional manner. Sandhu (2020) also notes that in modern workplaces, digital communication is a key to productivity, collaboration, and personal branding. This ability allowed me to submit assignments early enough, plan tasks with calendar applications, and use digital spaces in a proper manner. 
4. Weaknesses Identified
4.1 Data Literacy
One of the areas of weakness was data literacy. This area involves the analysis of numerical data, excel formulae, charting, and converting and manipulating data to meaningful conclusions. The things that I was not good at during the Excel workshops were formula logic (use of IF statements) and data to visual representations. According to Dadwal (2020), data literacy is becoming a critical requirement in technology-enabled organisations that make analytical decisions on a regular basis. My academic performance and readiness to work in the workplace might be constrained without the enhancement of this ability, particularly in those jobs that require reporting and analysis.
4.2 Digital Problem-Solving
The second weakness was the online problem-solving. This is the capacity to resolve problems, learn to use something new, and solve problems on their own. Soltanifar, Hughes and Gocke (2021) suggest that the most important and vital feature of digital entrepreneurship and current employability is digital adaptability. 
5. SMART Action Plan
Table 2: SMART Goals for Digital Development
	Weakness Area
	SMART Goal
	Resources
	Deadline

	Data Literacy
	Complete two LinkedIn Learning Excel courses and apply formulas (SUM, AVERAGE, IF, VLOOKUP) to weekly practice datasets.
	LinkedIn Learning, module Excel worksheets, online tutorials
	February 2026

	Digital Problem-Solving
	Learn one new digital tool per month (e.g., Forms, Planner, advanced Word features) and create a troubleshooting log.
	Microsoft Support, video tutorials, peer support
	April 2026



These goals are achievable, measurable, and directly relevant to improving the areas highlighted in my JISC profile.
6. Conclusion
The JISC evaluation was effective in determining my digital strengths and weaknesses that required some changes. Data literacy and digital problem-solving are areas of weakness that need specific development to achieve academic success because information literacy and digital communication are a solid foundation of success. With the application of the SMART action plan, I will become more confident, efficient, and employable. The skills that should be developed will ensure that my future career will be supported as I will be able to work in data-driven environments and embrace the continuous digital transformation.
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Task 3: Essay on the Relevance and Importance of Microsoft Excel
1. Introduction
Microsoft Excel is among the most popular digital applications that are used in educational, business, and professional contexts. It is a key component of digital literacy in the 21st century as it can help to organise, analyse, calculate, visualise and interpret data. With the growth of evidence-based practices and data-driven decision-making at workplaces, Excel competency has become an essential employability competency. Reedy and Parker (2017) have found that digital fluency extends further than simple skills with computers and involves the capability to manipulate data, produce insights, and share results in an effective manner. 
2. Importance of Excel in Education and the Workplace
Excel is very instrumental in assisting students and professionals to handle and analyze information. It can be applied in a variety of areas, such as business, finance, healthcare, education, marketing, and entrepreneurship. Dadwal (2020) highlights that contemporary organisations rely on digital applications like Excel to create insights that promote innovation, as well as efficiency. Excel can be applied in academic contexts in statistical analysis, the recording of research data, report preparation, and visualisation of information. Early learning of Excel is advantageous since the student can perform better academically and can learn on his or her own.
Excel can be used in the workplace in budgeting, forecasting, financial modelling, operations, and data report. According to Sandhu (2020), Excel improves the productivity of an organisation through the ability of employees to store and manipulate large volumes of data in a short period of time and with high precision. Indicatively, the managers can utilize the Excel to monitor the costs, source of expenses, and project the funds to be required in the future. Excel is also a favorite spreadsheet among professionals as it has a high level of flexibility enabling the user to design it to meet particular tasks. Moreover, Soltanifar, Hughes and Gocke (2021) posit that digital entrepreneurship needs data interpretation, automated processes, and systematic analysis, which are capabilities that are well-helpful using Excel.
3. Practical Applications of Excel
3.1 Data Analysis
Excel is capable of supporting various types of analytical tasks - such as performing a simple tally to a complex statistical function. Simple functions like SUM, AVERAGE, MIN, MAX and COUNT will enable the user to determine trends and summarise important data. The logical functions, like IF statements, assist the user to categorize data and automate choices. As an example, an IF formula can be used to show whether a household is overspending according to income and expense.
3.2 Budgeting and Financial Planning
Excel is also popular in the preparation of personal and organisational budget. Tables, conditional formatting, and charts are used to visualise spending trends. According to Pinto and Guarda (2020), the use of digital tools aids in making competitive decisions in terms of integrating numerical data and visual data, which enhances clarity and communication. Excel budgeting sheets assist people in recording the monthly expenses, comparing the revenues and expenditures, and finding the opportunity to save.
3.3 Reporting and Visualisation
The charts (pie charts,column charts and line graphs) transform the numerical data into usable visual displays. This facilitates easier communication and gives one the opportunity to see data in a glance. Burgess, Marwick and Poell (2018) emphasize that effective digital communication implies the visual representation of information in meaningful forms such as the usage of the Excel chart which can be achieved successfully.
3.4 Decision-Making
Excel helps the users to make the right decisions by grouping the information to put it in the right category and identify the trends in the expenditures. Decision-makers are able to compare alternative choices within a short time using tools such as sorting, filtering, and comparison using formulas. One of the points Byrd (2021) makes is that informed decision-making in the digital environment requires digital tools that enable reflective thinking and analysis.
4. Embedded Spreadsheet: Household Income & Expenditure Analysis
Table 3: Household Income and Expenditure Summary
	Category
	Amount (£)

	Monthly Income
	2400

	Rent
	900

	Utilities
	180

	Groceries
	350

	Transport
	150

	Entertainment
	120

	Savings
	300

	Miscellaneous
	200

	Total Expenditure
	2200

	Balance
	200


Formulas Used in Excel
· Total Expenditure: =SUM(B3:B9)
· Balance (Income – Expenditure): =B2-B10
· IF Overspending Statement:
=IF(B11<0,"Overspending","Within Budget")

Figure 1: Household Expenditure Chart
Interpretation of the Data
The overall spending of the household amounts to £2200 and there remains a balance of 200. The most significant expense group is rent (£900), next is groceries (£350) and savings (£300). The remainder of the spending is transport, utilities, entertainment, and miscellaneous. As it is shown in the chart, the largest part of the budget is taken by rent, which is why it is important to focus on housing costs when planning the budget.
5. Challenges Faced and Skills Developed
When filling out this spreadsheet, I found it difficult at first to get the logic of a formula and the concept of cell references. It also took time to practice and revise when making the chart and formatting the table. Nevertheless, these issues enhanced my data literacy, which is one of the digital capabilities that the JISC framework recognized. I became confident in working with formulas, functions, and also interpretation of numerical results which I will need in the academic task and also in my workplace duties. 
6. Conclusion
Microsoft Excel is a good tool that is not only productive but also more accurate and facilitated in decision-making both in academics and in the workplace. It can be used in the process of budgeting, data analysis, reporting, and financial planning, so it is indispensable to digital literacy and employability. The household income and expenditure spreadsheet showed that I was able to rely on formulas, tables, and charts to produce insights and comprehend data well. Excel competency will also be the most essential skill as workplaces will still be reliant on digital tools, and it will increase the likelihood of academic success and career growth.
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