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   Starting university is a massive transition for any student. It is a period where one must move away from the highly structured and guided learning of high school into the independent and self-driven environment of higher education. This essay uses Gibbs’ Reflective Cycle (1988), to look back on my experience of building a professional e-portfolio and developing my digital literacy through specialized training. By reflecting on this specific journey, I can better understand how I have grown as a student, how I have overcome technical challenges, and identify the specific areas where I still need to improve to succeed in my future career, especially as digital skills are now seen as essential for success in a tech-driven world (INCA University, 2025).
   As part of my professional development module, I was tasked with creating a e-portfolio. A key requirement for this portfolio was to demonstrate professional proficiency in core software. To achieve this, the university encouraged us to complete a series of LinkedIn Learning courses to earn digital "badges" in Microsoft Office tools: PowerPoint, Word, Excel, and Outlook.
   As I started the "Excel Essential Training" course, I realized I was completely out of my depth. I struggled to understand how to use complex "VLOOKUP" functions and how to create pivot tables to organize large sets of data. Similarly, in the Outlook course, I discovered advanced features like "Rules," "Quick Steps," and "Calendar Integration" that I had never even heard of before.
   I had to frequently pause the videos to practice the tasks on my own screen. After completing each course, I had to pass a final quiz to earn the digital badge. The most difficult part was the final stage: taking these digital certificates and embedding them into the e-portfolio software. I encountered several technical glitches where the layout of my portfolio would break every time, I tried to add a new image or a link. I found myself working late into the night, to ensure that every link worked and that the final product looked professional. I finally clicked the "Submit" button feeling a mixture of exhaustion and relief.
    At the very beginning of this process, my primary feeling was one of slight arrogance and annoyance. I felt that because I was part of a "digital generation," I should not have to take basic courses on how to use Word or Outlook. I felt that my time would be better spent reading academic books for my other modules. However, as I got deeper into the Excel and Word courses, my feelings shifted from overconfidence to a sense of genuine humility. I felt embarrassed that I had been using these tools for years without knowing their most powerful and time-saving features. This "digital anxiety" is a common feeling among university students who realize their digital skills are geared toward social media rather than professional production (Yan and Hu, 2025).
   As I began to pass the quizzes and see the digital badges appear on my profile, my mood improved significantly. I felt a strong sense of accomplishment and personal pride. Seeing the "Certified by LinkedIn Learning" badge next to my name made me feel like a real professional rather than just a first-year student. However, when I faced technical issues with the e-portfolio software such as the publish button not working or my formatting disappearing, I felt a huge amount of stress and panic. I worried that all the hours I spent earning the badges would be wasted if the digital platform failed to display them correctly.
   Looking at the portfolios of my classmates made me feel like mine was not creative enough. I felt a sudden lack of confidence in my design skills. However, talking to my peers made me realize that almost everyone was struggling with the same technical hurdles. This shared experience helped lower my stress levels. By the time I finished the project, I felt much more capable, but I also felt a deep sense of fatigue from the steep learning curve I had to climb in such a short amount of time.
   Looking back, there were both positive and negative aspects to this learning experience. The bad part was my poor time management and lack of preparation. Because I underestimated how difficult and time-consuming the LinkedIn Learning courses would be, I left them until the very end of the month. This meant I was rushing to finish the Excel and Outlook badges at the same time I was trying to design the layout of my e-portfolio. The pressure of the looming deadline made it very difficult to enjoy the learning process; it felt more like a race against time. Additionally, I found that some of the online tutorials were quite repetitive, and it was a struggle to stay focused for several hours at a time while staring at a computer screen.
   On the good side, the practical benefits of these new skills were immediate and very clear. For example, after finishing the Outlook course, I completely reorganized my university email account into specific folders for each of my modules. This small change stopped me from missing important announcements from my lecturers and made me feel much more in control of my studies. The PowerPoint course taught me how to use "Slide Masters" and "SmartArt," which made my final portfolio look sleek, consistent, and far beyond the quality of anything I had produced in high school.
   A very positive outcome that I did not expect was the boost to my future employability. According to Joseph et al. (2024), gaining micro-credentials like these digital badges is a fantastic way for students to stand out to employers in a crowded job market. Having these badges displayed on my actual LinkedIn profile gave me a new feeling of security and confidence about my future career prospects. I realized that the university was not just teaching me theory; they were giving me the tools to succeed in the real world.
   Many students today are very comfortable using apps, smartphones, and social media platforms, but they often lack the productive and analytical digital skills required in a professional or university environment (Sunny and Ramasamy, 2025). I fell into the common trap of thinking that because I could navigate the internet, I was digitally literate. In reality, being truly digitally literate means knowing how to use technology to solve complex problems, manage large amounts of data, and communicate information in a professional way (Bansal and Choudhary, 2024).
   The structure of the professional development module, which combined self-paced online learning with a final digital project, was designed to encourage Self-Regulated Learning. This is a key concept at university where students are expected to take full responsibility for their own skill development rather than being told exactly what to do at every step.
   Research by Tarattakan et al. (2025) suggests that students who engage with digital literacy tools early in their degree are much more likely to succeed in their later years of study. My struggle with Excel happened because I had never been challenged to use data in a meaningful way before. The university environment pushed me out of my comfort zone, which was a necessary part of my academic growth. Furthermore, learning how to use Outlook effectively helped me manage the information overload that many first-year students feel. By organizing my digital life, I realize I could have handled this entire situation much more effectively as final reflections show us the gaps in our initial planning (Wallin, 2025). I created more mental space for my academic writing. This experience showed me that digital skills are not just extras; they are the foundation that supports all other types of university learning.
   Firstly, I should have treated the LinkedIn Learning courses as part of my weekly required reading from the very first week of the term. If I had completed just one badge every two weeks, I would have completely avoided the last-minute panic and the late nights. I also should have been more proactive in seeking help from the university’s support services.
    I also could have integrated these digital skills into my other assignments much sooner. I have learned that digital skills are not separate from academic success; they are deeply connected.
   Digital literacy is like a muscle; if you do not use it regularly, you will lose the ability. I plan to use the advanced features of Microsoft Office like automatic referencing and data sorting following the official university standards for high quality work (Monash University, 2025), for every piece of work I submit in the second term. I will also continue to use LinkedIn Learning as my "go-to" resource whenever I feel a gap in my knowledge or encounter a new piece of software.

SMART Action Plan

• Specific: I will improve my data analysis and time management skills by completing two additional LinkedIn Learning courses: "Time Management Fundamentals" and "Data Visualization for Beginners."

• Measurable: I will track my progress by earning the digital certificates for both courses and uploading them to my e-portfolio as new evidence of my professional development.

• Achievable: I have scheduled 90 minutes every Sunday morning for "Online Skill Building," which is a realistic and manageable amount of time within my current weekly schedule.

• Relevant: These courses are directly related to my upcoming modules in the second term, which will require me to handle more complex data sets and manage a much heavier workload of assignments.

• Time-bound: I will complete both courses and have my digital certificates uploaded to my portfolio by the end of the Week 6 "Reading Week" in the second term.
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