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1.0 Task 1 – JISC Assessment 
1.1 Introduction on the Importance of Digital Skills
In modern days increased information is becoming digitalized. From answering messages and emails to ordering food to your doorstep digitalisation and automatization is all around us. Given the prevalence and the ever-growing necessity of using digital information to perform our daily tasks the necessity of digital skills and literacy is ever growing. Digital Skills is defined as:

“…those capabilities that fit someone for living, learning, working, participating and thriving in a digital society” (NHS, 2017)

For this work the author has undertaken a JISC (2024) assessment on their personal digital skills to determine their understanding and proficiency in using the relevant software. The results will be summarised and analysed in the following sections of this portfolio.

[bookmark: _Toc216174413]1.2 Results of JISC Assessment 
In this section the author will present their JISC results, from the recommended actions from the website that led to the results. 
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[bookmark: _Toc216174414]1.3 Identified Strengths 
In this part the author will identify two of their strengths as identified by the JISC assessment. 
· Digital Communications – one of the major strengths that the JISC assessment has identified is the proficiency in using digital software for communication. Nowadays digital social media and networking are detrimental to the success of any company. Be it from advertising or spreading awareness on platforms such as Facebook, Twitter, YouTube, or TikTok any business or individual could reap great benefits from using online communication platforms. One of the biggest benefits in being proficient in digital communication is increasing sales and brand awareness (Varga, 2024). However, Varga (2024) also warns of the possible downfalls that digital communication could bring to one’s career. One such possible downfall is being able to provide a secure environment for the customers and people engaging in their digital endeavours. 
· Digital Wellbeing (Digital Security) – another aspect of digital literacy that the author possesses is online safety. Although, online presence is crucial these days there are many risks to one’s safety. One such risk as identified by the BBC (2022) is the risk of personal information theft which could lead to identity theft, bank fraud, and digital impersonation. 
[bookmark: _Toc216174415]1.4 Identified Weaknesses 
In this section of the author will identify two of their weaknesses as identified by the JISC assessment. 
· Digital Innovation- According to LinkedIn (2025) digital innovation is defined as the use of digital tools and platforms to create and realise new ideas that would improve the consumers online interaction and generate value. They also suggest that digital innovations could provide a business with competitive advantages and improved productivity and efficiency. The main pillars of digital innovation include AI, machine learning, using the internet of things and new technologies such as augmented reality. The author does not feel as they possess the sufficient skills and expertise in using such software and realises that this could be an excellent opportunity for their personal and career growth. They plan on improving their knowledge in such technologies to gain better understanding and possibly start using them to their advantage.
· Digital Creation- Willmore (2025) defines a digital creator as a person that uses digital platforms to create and distribute a wide range of digital content such as videos, art, applications and programs, etc. Using digital platforms to create content nowadays is an invaluable tool used to engage with potential peers and supporters or market a product or a service. Content creation is a possible source of income too on platforms such as YouTube, TikTok, Twitch, Kick, and others (Quinn, 2023). The author has never used any digital platforms to create content and does not feel comfortable in being in front of a camera or have their personal details in the online space. However, they realise the potential of digital creation and is planning on gaining more knowledge on the topic regardless. 


[bookmark: _Toc216174416]1.5 Action Plan for Improvement 
1. The author will initially use the resources available on LinkedIn to improve their knowledge and proficiency in the use of Microsoft 365 (LinkedIn, 2020). They will additionally practice using the applications in the 365 package in their free time to further improve their proficiency. 
2. The author will seek out materials to help improve their skills in using digital tools for both innovation and content creation. Event though they feel uncomfortable creating online content they will expand their knowledge on the topic.
[bookmark: _Toc216174417]1.6 Conclusion
After the author conducted a JISC test for their digital skills they found areas that they are strong in and areas that are underdeveloped. After researching the identified skills thoroughly, the author has identified certain skills that need Improvement. They have created an action plan for improving said skills and hopefully improve their knowledge and efficiency in using many different digital tools. 
[bookmark: _Toc216174418]1.7 Reference List

1. Jisc (2024). Jisc. [online] Jisc. Available at: https://www.jisc.ac.uk/.
2. LinkedIn. (2020). Office 365 Online Training Courses | LinkedIn Learning, formerly Lynda.com. [online] Available at: https://www.linkedin.com/learning/topics/office-365.
3. Linkedin.com. (2025). LinkedIn. [online] Available at: https://www.linkedin.com/pulse/what-digital-innovation-bhavin-madhani-ten8f [Accessed 22 Nov. 2025].
4. NHS (2017). What is digital literacy? | Health Education England. [online] Health Education England | Digital Transformation. Available at: https://digital-transformation.hee.nhs.uk/building-a-digital-workforce/digital-literacy/what-is-digital-literacy . (Accessed on 19.10.2025)
5. Quinn, K. (2023). 16 Ways To Make Money as a Content Creator (Plus FAQs). [online] Indeed Career Guide. Available at: https://www.indeed.com/career-advice/pay-salary/how-to-make-money-as-content-creator.
6. Varga, S. (2024). Impact of Social Media on Business: Benefits and Risks. [online] Socialinsider Blog: Social media marketing insights and industry tips . Available at: https://www.socialinsider.io/blog/impact-of-social-media-on-business/. (Accessed on 19.10.2025)
7. Willmore, S. (2025). What is a digital creator? [online] Memberful.com. Available at: https://memberful.com/blog/digital-creator/.
[bookmark: _Toc216174419]Task 2 – LinkedIn Certificates and Badges
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[bookmark: _Toc216174420]Task 3 – Microsoft Excel (+ Embedded Excel Table)
[bookmark: _Toc216174421]3.1 Introduction and Brief History of MS Excel
Microsoft Excel is one of the most useful and widely used applications today. It was first released in 1985 and is still used and updated to this day (Ginsberg, 2025). It provides the user with the ability to make calculations, arrange data, organise information and many other tools. It enables the user to take advantage of formulas that can optimise processes and automate certain tasks. Today it is still widely used in both personal and professional environments as a powerful and flexible tool. This part of the report will explore the benefits of using MS Excel and the potential benefits it can provide in both personal and professional development. 
[bookmark: _Toc216174422]3.2 Using Excel in Everyday Personal Life
MS Excel is a powerful tool that anyone can use to make improvements to their personal life and circumstances. One of the most common uses when it comes to personal life is for budged management (Microsoft.com, 2025). Excel can track and manage income, spending, and savings and create graphs and charts to visualize the results (Lewis and Roberts, 2025). The functions “SUM”, “AVERAGE”, “IF”, “WHEN”, “THEN”, are some of the basic functions that Excel provides for personal budgeting. For example, the function “SUM” adds and calculates the values of certain cells or ranges, and the function “AVERAGE” creates an average value of two or more entries. For example, the function “SUM” can summarize all the expenses a household has while the “AVERAGE” function could show the average monthly income of a household (AG Capital, 2021). 
Another personal use of MS Excel is creating to-do lists. These are lists of tasks that usually have a start and end date and the user inputting prompts that allows them to keep track of their progress in these tasks (Kashyap, 2024). 
Another use of MS Excel for the personal life is for academic purposes. It can be easily used to keep track of deadlines and resources used. It is also useful when the student needs to interpret data and create graphical representations of the analysed data (GeeksforGeeks, 2025). 
Additionally, some researchers such as Adams (2022) suggest that experience and expertise in using MS Excel are core employability skills that are both valued and essential for nowadays employers. This means that proficiency in MS Excel is becoming more important and prevalent when it comes to finding a job in the 21st century (CFI Team, 2025). 
[bookmark: _Toc216174423]3.3 Using Excel Professionally 
One of the most useful uses of MS Excel in a business and professional environment is in data management. Excel is widely used for structuring and analysing large sets of information across many different industries such as accounting, finance, healthcare, education, and marketing (Mapue, 2021). It is one of the most versatile and powerful software and will likely continue to be used in future due to its availability and ease of use. 
A primary use of MS Excel professionally is for data organization and storage. Excel’s structure allows for the user to input, categorize, and manage large sets of data efficiently (Vora, 2023). For example, human resources departments often use Excel to store information about their employees such as contact details, addresses, performance details and other relevant information. By using features such as data validation and formatting human resources professionals can easily keep track of relevant information and spot potential errors such as duplicate entries and missing information (Brown, 2025).
Another use of Excel in professional setting is for its exceptional data analysis capabilities. Financial analysts will often use functions such as “SUMIF” and “XLOOKUP” to extract meaningful information that they can use. For example, “SUMIF” is often used by analysts to add sales from specific product lines to see which one performs better (AFP Team, 2025). Additionally, excel has a powerful tool in the face of pivot tables which provide the user with the ability to summarize large volumes of data dynamically. A good example of professional use of pivot tables is in retail where one can use pivot tables to compare sales by region and potentially identify emerging trends (Microsoft.com, n.d.). 
Excel is also widely used professionally for forecasting and modelling, especially in fields where informed decision-making is crucial. For example, financial modelling relies on Excel’s ability to perform complex calculations and scenario-based analysis (Liliedahl, 2022). An analyst can use Excel before launching a new product to create a model projecting expected revenue based on variables such as price, market size, and cost of production. Using some of the more advanced functions of Excel enables professionals to simulate different circumstances and evaluate potential outcomes. Such functions can support evidence-based decision-making and potentially reduce the risks companies must take.
In addition to the above-mentioned, Excel greatly contributes to data visualization and communication. Almost all kinds of data can be presented as a chart or a graph that can make it far easier to understand and communicate to non-professionals (Sharma, 2019). Through visual tools such as line graphs and pie charts, stakeholders gain clearer understanding of trends and can make timely adjustments to their marketing strategies for example. 
[bookmark: _Toc216174424]3.4 Conclusion
MS Excel is a powerful digital tool that has been around for decades and will likely remain relevant for the foreseeable future. The software is an invaluable tool not only in professional settings but also in personal life. In personal life it can be used for data management and informed decisions such as creating personal budget tables that allow one to keep better track of their finances and ultimately contribute to better spending insights and could enable savings and financial independence. In professional settings, MS Excel can be used to manage large pools of information and helps businesses to make data-driven decisions and lowers the unnecessary risks associated with running any business campaign. Its powerful capabilities to manage data, forecast different scenarios, and present data in an appealing visual format are invaluable for businesses of any size. 
[bookmark: _Toc216174425]3.5 Embedded Excel Table
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FamilyBudget.xlsx
Family Budget 2025

		Category		January		February		March		April		May		June		July		August		September		October		November		December

		Income - Pamela		1500		1500		1650		1500		1500		1600		1200		1300		1700		1036		935		900

		Income - George		1800		2100		2000		1700		1800		1800		1800		1800		1900		1650		1600		1725

		Income - Additional		200		200		200		200		200		200		200		800		5200		200		600		400

		Total Monthly Income		3500		3800		3850		3400		3500		3600		3200		3900		8800		2886		3135		3025

		Expense - Rent/Mortgage		600		600		600		600		600		600		600		600		600		600		600		600

		Expense - Utilities		300		300		300		300		200		200		200		200		300		300		300		300

		Expense - Groceries		400		400		400		400		400		400		400		400		400		400		400		400

		Expense - Car Finance		240		240		240		240		240		240		240		240		240		240		240		240

		Expense - Insurance		200		200		200		200		200		200		200		200		200		200		200		200

		Expense - Pet Supplies		50		50		50		50		50		50		50		50		50		50		50		50

		Expense - Petrol		150		150		150		150		150		150		150		150		150		150		150		150

		Expense - Other		800		140		120		120		120		120		120		120		120		1500		100		1400

		Total Monthly Expenses		2740		2080		2060		2060		1960		1960		1960		1960		2060		3440		2040		3340

		Monthly Savings		760		1720		1790		1340		1540		1640		1240		1940		6740		-554		1095		-315

		Average Monthly Income		3883

		Average Monthly Expenses		2305

		Total Annual Savings		18936
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