This year (2025) I decided to enrol in higher education. The course I chose to pursue was Employability Skills. Digital Skills for Personal Development and Business is one of the modules covered in the first term. 
Digital literacy is extremely important in all aspects of todays world. Many jobs, services and social interactions depend on technology. It gives users the ability to enhance academically, within their career and improve their day-to-day life. 
After attending class for the last 4 weeks, I have learnt many things including:
· A better understanding of Microsoft Office 365 and its products
· Artificial Intelligence and it’s tools.
· Features of Outlook and Teams
I have used Microsoft Office 365 programmes many times before but not much since leaving school. I’m looking forward to refreshing and improving the knowledge I already have while developing and learning new skills within the Microsoft Office suite.
Outlook is a tool I use every day. I check my emails multiple times throughout the day. I also use the calendar & To Do List features. I find it helps me stay organised and on track with the tasks and deadlines in my life. With everything synced across my devices, Outlook makes it easy for me to manage my time effectively and keep on top of my daily responsibilities.

AI is something that is completely new to me and I have found it really interesting. This technology has the potential to transform the way we live and work. But it can also be used in harmful and immoral ways. Examples of this I have mostly seen online via social media platforms.
Another programme that is new to me is Microsoft Teams. I remember hearing a lot about this application during COVID, with businesses & companies using it to keep in touch with employees, but it was never something I had to use. I had not accessed this application before that week's class. I have found that it is a very useful tool for collaboration and communication. It allows the users to chat instantly, video call, voice call,  set up meetings for individuals or groups. Even being able to schedule meetings for future dates. Also being able to share and edit files with others. I think it’s a very useful tool to use in this digital era.

I am looking forward to the next 4 weeks in this module and the topics that we will be covering. Especially PowerPoint, I always really enjoyed using this application in school. I’m also excited to learn how to use LinkedIn, looking in to how to build my online profile which can help me explore potential career opportunities.

In addition to in class learning I have personally learned things about myself. I feared, being a single Mum of 2 young children, that this wouldn’t be something I’d be able to commit to. But with the support from family, friends and the university facilities I feel this is achievable and I’m positive and ready to navigate my way through the remainder of the year.


