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Those are the digital skills badges I achieved during this module, which show the areas I have developed and my progress through the JISC assessment.

JISC report 





  Digital skills are a big part of studying and working today, so completing the JISC Discovery Tool at the start of the module gave me a clearer idea of where I am and what I still need to learn. The results showed a mix of strengths and areas that I need to improve. Some skills, like communication, collaboration and productivity, were stronger, while other areas like digital innovation, problem solving and preparing for digital learning were much lower. This assessment helped me understand my confidence level with technology and how the Digital Skills module has supported my development.

One of my strongest areas was digital communication. The results showed that I am confident in using tools to communicate online, which makes sense because I use emails, messaging apps and social m  edia regularly. Throughout the module, I also learned to use Outlook more professionally, such as organising my inbox, creating folders and managing my calendar. These skills will help me in university and in the workplace, as clear communication is important in any job (Reedy & Parker, 2017). I also scored well in digital collaboration, which is about working with others online. Using Teams, shared documents and group communication tools felt quite natural to me.
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Another strong area was digital productivity, which includes using technology to stay organised and complete tasks. The module helped me build on this by showing me how to use Office 365 more effectively, especially Word and PowerPoint. I also learned about creating presentations properly using Slide Master, layouts and accessibility features. This made me feel more capable in producing professional-looking work. High results in communication, collaboration and productivity show that I feel comfortable using everyday digital tools and can manage my learning independently.

My scores for information literacy, media literacy and data literacy were somewhere in the middle. This means I can find information online and understand different types of content, but I still have gaps in evaluating what is reliable. During the module, we learned about being careful with online sources, checking credibility and avoiding inaccurate information. This links to what Dadwal (2020) explains about connected consumers needing strong information-handling skills. I still need more practice with analysing data confidently, especially using Excel. We did learn the basics like SUM, AVERAGE and creating charts, but I often felt unsure and needed more time to understand formulas properly.

The lowest results were in digital innovation, problem solving, preparing for digital learning and digital creation. These areas had the shortest bars on my chart. They showed that I lack confidence in using technology creatively, trying new tools independently, and adapting when something goes wrong. For example, if a file doesn’t open or something fails to upload, I get stressed easily rather than experimenting with solutions. Sandhu (2020) explains that digital innovation involves trying new ideas and being open to change, so this is something I want to build on. My results also showed weak skills in preparing for digital learning, which includes planning ahead, managing time and organising online work properly. Although I’m getting better with Planner and Outlook, I still rely heavily on reminders.

Throughout the module, I improved in several areas. Learning about AI tools such as ChatGPT and Copilot helped me understand how to use AI safely, ethically and within university rules. We also discussed GDPR and cybersecurity, which made me more aware of strong passwords, phishing and protecting personal information online. These topics link to media literacy and digital wellbeing, which are important for studying and working safely online (Burgess, Marwick & Poell, 2018). Using Microsoft Forms was another new skill for me. I didn’t know how to create surveys or collect responses before, so this was a useful addition to my digital toolkit.


Looking at my results overall, I can see that I am confident in general digital communication and everyday tools, but I need to work on more advanced or creative areas. To improve, I plan to practise Excel more often because data skills are important for many jobs (Soltanifar, Hughes & Gocke, 2021). I also want to develop my problem-solving skills by trying to fix issues myself before asking for help. Finally, I want to grow my confidence in digital creation by experimenting with more features in Word, PowerPoint and other apps.

In conclusion, the JISC Discovery Tool gave me a clear overview of my current digital abilities. It highlighted what I already do well and what I need to work on. The Digital Skills module has already helped me improve in several areas, and I now feel more prepared for university assessments and future employment. With continued practice, especially in innovation, problem solving and data literacy, I believe I can develop into a more confident and independent digital learner.
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LinkedIn Learning  (Word, Excel, PowerPoint)

[image: ]The PowerPoint course helped me improve how I create presentations. Before, I mostly chose basic templates, but I didn’t think about design, accessibility, or consistency. The course taught me about Slide Master, using layouts properly, and keeping presentations clear and easy to follow. I also learned how to record slides and add visuals in a way that supports the message instead of making it look messy. This will help me a lot with my final presentation for the module and in future university work. Overall, the PowerPoint training made my presentations look more professional and improved my confidence when preparing slides.
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Completing the Microsoft Word LinkedIn Learning course helped me understand features that I didn’t know existed. Before doing the course, I mainly used Word just for typing, but I didn’t really know how to format documents properly. The course showed me how to use headings, styles, spacing, and layout tools, which has already made my assignments look more professional. I also learned about tools like reviewing, comments, and track changes, which will be useful for group work or when I need to edit drafts. Overall, the Word course made me feel more confident and organised when creating academic work, and it has improved how I present my writing.




[image: ]The Excel course was the one I found the most challenging, but it was also the most useful. I didn’t have much experience with Excel before, so learning about basic formulas like SUM, AVERAGE and IF was really helpful. The course explained them step-by-step, which made it easier to understand. I also learned how to create simple charts and how to format data to make it clearer. Even though I’m still not fully confident, the course gave me a foundation that I can build on, especially because Excel is important for business, budgeting, and data analysis. It showed me that Excel is not as scary as I thought, and I just need more practice.









Essay on the Relevance of Excel
Microsoft Excel is one of the most widely used digital tools across education, business and personal life. Even though it can seem difficult at first, Excel is important for organising information, analysing data and supporting day-to-day decision-making. During this module, I learned several basic Excel skills which helped me understand why the software is so useful. This essay explains the relevance of Excel today, how it supports learning and work, and how the skills I developed have helped me feel more confident with digital tools.

One of the main reasons Excel is important is that it helps people organise information in a clear and structured way. In education, students often need to manage data such as research findings, grades, schedules or budgets. Excel allows this information to be arranged logically using rows and columns, making it easier to read and understand. In this module, we created a simple personal budget sheet. Doing this helped me realise how helpful Excel can be for planning finances and tracking spending. Reedy and Parker (2017) explain that digital tools that support organisation increase productivity and independence, which are essential skills for students.


A second reason Excel is relevant is because it can perform calculations quickly and accurately using formulas. Before this course, I had very little experience with formulas and found them confusing. However, learning basic functions like SUM, AVERAGE and IF helped me understand how Excel can save time and reduce mistakes. Instead of calculating numbers manually, Excel can complete the task instantly. This is especially useful in workplaces where employees deal with financial data, performance reports or statistical information. Sandhu (2020) states that digital tools which automate tasks improve accuracy and help organisations make informed decisions. Even though I only learned the basic formulas, they already showed me how powerful Excel can be.


Excel is also a valuable tool for data visualisation. Many people find it easier to understand information when it is presented in charts or graphs. During the module, I learned how to turn data into bar charts and line graphs. This skill is useful for academic work, such as showing survey results or research trends, but also for business tasks like presenting sales figures or customer feedback. Visualising data helps identify patterns and trends more easily (Soltanifar, Hughes & Gocke, 2021), making Excel a key tool for communication as well as analysis.

In business settings, Excel is used in nearly every sector. It plays an important role in finance, marketing, administration, human resources, education, healthcare and many more areas. Dadwal (2020) highlights that digital tools like Excel allow organisations to analyse consumer behaviour, track performance and understand data. Because of this, many job descriptions include Excel as a required skill. Learning Excel now gives students an advantage when applying for work, as employers expect staff to have at least basic spreadsheet knowledge. For people entering careers where data is important, Excel becomes an essential part of daily tasks.

Excel is also helpful in personal life, not just in education and work. People often use spreadsheets to plan budgets, track bills, record fitness goals or organise daily routines. When I created my personal budget for the assignment, I realised how useful Excel can be for managing money. Being able to understand where money goes each month is an important life skill, especially for students. Burgess, Marwick and Poell (2018) explain that digital literacy supports everyday decision-making, and Excel plays a key role in developing confidence with numbers and data.

Although Excel has many benefits, it can feel overwhelming at first, especially for beginners. When I started learning formulas, I sometimes felt stuck and didn’t understand why something wasn’t working. However, the module helped by breaking tasks into smaller steps and allowing time to practise. Reedy and Parker (2017) note that digital skills improve with practice, repetition and support, which matches my experience. I still need more confidence with more advanced formulas, but this module gave me a good foundation.


Excel also helps develop problem-solving skills. When creating formulas, users must think clearly about what they want to calculate and how the data should be structured. If something goes wrong, they need to check their steps and find the error. This type of logical thinking is useful in many areas of education and work. Being able to analyse data, test ideas and check accuracy is an important skill across many subjects. Excel teaches people how to examine information carefully and understand how different values are connected.

Using Excel in this module also taught me about digital accuracy and the importance of correct data entry. Even a small mistake, such as typing the wrong number or forgetting part of a formula, can change the final results. This made me more aware of checking my work and understanding how formulas operate. Sandhu (2020) explains that accuracy is essential for digital innovation and effective decision-making in the modern workplace. This helped me understand why Excel skills are valued in many jobs.

Overall, Excel is an essential digital tool because it supports organisation, analysis, communication, accuracy and problem-solving. The skills I learned during this module have helped me feel more confident with data and digital tools. Although I still have areas to improve, especially with more advanced formulas, I now understand the basics and feel more prepared for university work and future employment. Excel is not just a piece of software; it is a tool that helps people understand information more clearly and make informed decisions. With practice, I believe my skills will continue to grow.



Below is the link to my Excel budgeting sheet, which shows evidence of using formulas, calculations and data organisation as required for Task 3. The sheet includes my monthly income, expenditure, total amounts and balance.   

1.xlsx  
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