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AIM(S) 
 
· To develop competency engaging with digital platforms for personal and business growth  

LEARNING OUTCOMES 
 
Upon the successful completion of this module, the student should be able to: 
· Evaluate the appropriate use of contemporary technologies to improve workplace efficiency and employability. 
· Demonstrate an understanding of using digital technology to enhance a personal brand capability.  
· Develop digital competency for task and project management. 
· Develop competence in workplace data-handling and analysis. 
 
INDICATIVE CONTENT 
 
· Modern workplace communications systems, including email and social networking. 
· Professional platforms for project planning 
· Web-based and mobile applications within the workplace. 
· Legal, ethical and security issues, including the ethical implications of gathering information within the context of data protection. 
· Converting raw data into valuable insights for decision-making 
· Sources of information to solve workplace problems. 
· Numeracy, knowledge and reasoning as an integral part of most employment areas, including an appreciation of the use of basic statistics in the interpretation and analysis of data. 
· Basic numerical data-handling through the use of Microsoft Excel  
 
Study Time Allocation 
  
The study time for the module is divided as follows:  
	Activity type 
	Hours 
	Percentage 

	Scheduled learning 
	40 
	20% 

	Independent learning 
	160 
	80% 

	Placement learning 
	0 
	0% 

	TOTAL 
	200 
	100% 


  
 	 
ASSESSMENT 
  
Assessment Component 1  
(Tick one) 
  
☐ 	Written exam 	☐ 	Coursework 	☒ 	Practical 
 
	Mode of assessment 
	Volume 
	Weighting 

	E-Portfolio 
	 4 elements  
	100% 


  
  
Assessment Summary 
	Activity type 
	Percentage 

	Written exam 
	0% 

	Coursework 
	0% 

	Practical 
	100 

	TOTAL 
	100% 


  
  
INDICATIVE READING LIST  
 
	Module Code 
	BMSW4008 

	Module Title 
	Digital Skills for Personal Development and Business Growth 

	Classification 
	Reading List entry 
	Electronic* 

	Essential 
	Digital Literacy Unpacked, edited by Katharine Reedy, and Jo Parker, Facet Publishing, 2017. ProQuest Ebook Central, https://ebookcentral.proquest.com/lib/trinity/detail.action ?docID=5490897. 
	☒ 

	Essential 
	Dadwal, S. S. (Ed.). (2020). Handbook of Research on Innovations in Technology and Marketing for the Connected Consumer. IGI Global. 
http://doi:10.4018/978-1-7998-0131-3 
	☒ 

	Essential 
	Byrd, L. S. (Ed.). (2021). Cultivating Entrepreneurial 
Changemakers Through Digital Media Education. IGI 
Global. http://doi:10.4018/978-1-7998-5808-9 
	☒ 

	Essential 
	Sandhu, K. (Ed.). (2020). Digital Transformation and 
Innovative Services for Business and Learning. IGI 
Global. http://doi:10.4018/978-1-7998-5175-2 
	☒ 

	Essential 
	Pinto, F. M., & Guarda, T. (Eds.). (2020). Digital 
Marketing Strategies and Models for Competitive 
Business. IGI Global. http://doi:10.4018/978-1-79982963-8 
	☒ 

	Essential 
	Soltanifar, M., Hughes, M., Gocke, L., (2021), Digital 
Entrepreneurship, Springer group. http:// 10.1007/9783-030-53914-6 
	☒ 

	Essential 
	Burgess, J., Marwick, A. and Poell, T.2018. The SAGE Handbook of Social Media. 55 City Road, London: 
SAGE Publications Ltd. Available at: 
<http://www.doi.org.ezproxy.uwtsd.ac.uk/10.4135/9781 473984066> [Accessed 20 Jul 2021]. 


	☒ 

	Module Code 
	BMSW4008 
	

	Module Title 
	Digital Skills for Personal Development and Business Growth 
	☒ 

	Classification
	Reading List entry
	Electronic* 

	Further 
	 (2003-09-25). Paulus, P., & Nijstad, B. (Eds.), Group 
Creativity: Innovation through Collaboration. : Oxford University Press. Retrieved 20 Jul. 2021, from https://oxford-universitypressscholarshipcom.ezproxy.uwtsd.ac.uk/view/10.1093/acprof:oso/978 0195147308.001.0001/acprof-9780195147308. 
	☒ 

	Further 
	Bencsik, A. (Ed.). (2017). Knowledge Management 
Initiatives and Strategies in Small and Medium 
Enterprises. IGI Global. http://doi:10.4018/978-1-52251642-2 
	☒ 


 
 
  























 	 
	Week Commencing
	Content
	Resources/Activities
	Assignments & Tasks

	Week 1
W/C
29/9/25
	Induction to Module
· Moodle Masterclass
· Turnitin
· Module Handbook
· Assignments overview
· JISC Discovery Tool
· Digital Connectivity Bursary
· Product Access (e.g. Office 365 etc.)
	
· PowerPoint
· Computer
· Moodle access
· Turnitin login
· JISC Discovery Tool
· Module Handbook (digital copy)

	
Task: Complete the JISC Discovery Tool

Task: Assess your Digital Skills and upload to Moodle for Feedback.

	Week 2
W/C
6/10/25
	Outlook & Task Management
· How to use Outlook (email features, inbox management)
· Managing a Calendar (adding events, reminders)
· Outlook To Do Lists
· Trello basics
· Microsoft Planner overview
	· PowerPoint
· Computer
· Outlook account
· Microsoft Planner
· Trello login or guest boards
	
Task: Add Assignment Deadlines to Outlook Calendar

	Week 3
W/C
13/10/25
	Artificial Intelligence
· What is AI? What can it be used for?
· Beginner AI tools (e.g. ChatGPT, Microsoft CoPilot)
· Using AI in assessments (examples, guidelines)
· Acknowledging AI use in assignments
· Ethical use of AI in study/work
· GDPR awareness
· Cybersecurity basics (phishing, strong passwords)
	
· PowerPoint
· Computer
· ChatGPT/Copilot access
· AI policy 
· AI acknowledgement examples
· GDPR & Cybersecurity handouts
	


	Week 4
W/C 
20/10/25
	Microsoft Office 365 & Word
· Online Office365 access and downloading Office apps
· Microsoft Word: saving, formatting, headings, table of contents, sorting A-Z
· Embedding videos and images
· Sharing documents, Microsoft settings
· Saving to OneDrive
· Microsoft Teams for communication and collaboration
	· PowerPoint,
· Computer
· Online Office365 (via Hwb)
· Word (Office 365),
· OneDrive access,
· CoPilot
· Microsoft Teams


	Task: Write 500 words on the course so far and upload to Turnitin


	Week 5
W/C
27/10/25
	Reading Week 
NO CLASSROOM LECTURES – YOU WILL BE GIVEN READING/RESEARCH BY YOUR LECTURERS
	
	

	Week 6
W/C
3/11/25
	PowerPoint
· Layout and accessibility features
· Using Designer and Slide Master
· Transitions, animations, sounds
· Embedding videos
· Recording presentations
· Saving as PDF vs PowerPoint
· Presenting using PowerPoint
· PowerPoint Live (presenting online)
	
· PowerPoint
· Computer
· Access to PowerPoint Live, sample media files (videos/sounds), accessibility checker guide

	

	Week 7
W/C 
10/11/25
	Excel
For Business Use: 
· Basic formulas (SUM, AVERAGE, IF) 
· Data visualisation (charts, graphs) 
· Sorting/filtering data
For Personal Use: 
· Creating a habit tracker 
· Budgeting sheet 
Weekly schedule or grocery list template
	
· PowerPoint
· Computer
· Excel (Office 365)
· Template spreadsheets (budgeting, tracker, business analysis)

	
Draft Deadline: 

Friday 14th November  23.59pm


	Week 8 W/C 
17/11/25
	Microsoft Forms 
· Creating surveys and quizzes
· Sharing and collecting responses 
Analysing data and exporting to Excel

	
· PowerPoint
· Computer
· Microsoft Forms
· example survey/quizzes, sample dataset
	Task: Create a Microsoft Form and Collect Data

	Week 9 
W/C
24/11/25
	LinkedIn & LinkedIn Learning
· Creating and optimising a LinkedIn profile 
· Networking tips and online etiquette 
Finding and completing courses on LinkedIn Learning
	
· PowerPoint
· Computer
· LinkedIn account
· LinkedIn Learning access
· Profile photo suggestions
Guide to writing bios
	Task: Build a LinkedIn Profile & Connect LinkedIn Learning.

	Week 10
W/C
1/12/25 
	Final Presentations
· Peer feedback and personal reflection


	
Microsoft Form & QR Code
	Final Submission for PowerPoint 1/12/25 09.00am

	Week
11
W/C
8/12/25
	Final Presentations
· Peer feedback and personal reflection
	
Microsoft Form & QR Code
	Final submission for portfolio. 12/12/25 23.59
 



Assignment – E Portfolio

Task 1 – Assessment of Digital Skills (700 words) and complete the digital skills badges 

Task 2 - LinkedIn Learning Certificates for Office365 (Word, Excel, PowerPoint)

Task 3 – Essay on relevance of Excel + Embedded Excel (1,000)

Task 4 – 7 Minute Reflective Presentation (What you have learned, how they can/have implemented it, links to task1, 2 and 3) 
[bookmark: _Hlk161920382]APPENDIX GA36a

	LEVEL 4 ASSESSMENT SPECIFICATION 



	Student name:
	     
	Student ID number:
	

	Programme:
	Certificate of Higher Education in Employability Skills

	Module:
	Digital Skills for Personal and Professional Growth

	Module code:
	BMSW4008
	Contribution to Overall Module Assessment (%):
	100%

	Lecturer:
	Philippa Fitzgerald
	Internal Verifier:
	Mel Squire

	Assignment Title:
	Evidence of Learning (E-Portfolio)
Task 1 – Assessment of Digital Skills (700 words) and complete the digital skills badges  
 
Task 2 - LinkedIn Learning Certificates for Office365 (Word, Excel, PowerPoint) 
 
Task 3 – Essay on relevance of Excel + Embedded Excel (1,000) 
 
Task 4 – 7 Minute Reflective Presentation (What you have learned, how they can/have implemented it, links to task1, 2 and 3)  
	Word count (or equivalent):
	2500 +7 minute presentation

	Submission deadline:
	PowerPoint Presentation Monday 1st December 2025 09:00am
Complete Portfolio Friday 12th December 2025 23.59pm
	Return date of provisional marks & written feedback:
	PowerPoint Monday 19th January 2026 23.59pm 
Portfolio Friday 30th January 2026 23.59pm 

	Submission method:
	All written assessments, where practical and possible, must be submitted via Turnitin unless otherwise instructed by the Lecturer. (Please DO NOT put this assessment specification into Turnitin or it will match many similarities with other students’ submissions.)
Alternative submission method (if applicable): 
Late submission of the assessment will result in a late penalty mark:
Work which is submitted up to 1 week late will be capped at 40% for the first attempt and will be awarded a mark of 0% for re-assessment. Late submission penalties may be lifted only if there is an approved extenuating circumstances claim. 
Work submitted more than 1 week late will be considered as a non-submission and will not be marked. The work may be considered as a submission for reassessment if offered by an Examining Board or if there is an approved extenuating circumstances claim.  

	Academic honesty / referencing:
	Academic honesty is required. In the main body of your submission, you must give credit to authors on whose research and ideas your work is based. Append to your submission a reference list that indicates the books, articles, etc. that you have used, cited or quoted in order to complete this assessment.  



	Module Learning Outcomes 
(from module syllabus)

	Upon the successful completion of this module, the student should be able to:

· Evaluate the appropriate use of contemporary technologies to improve workplace efficiency and employability.
· Demonstrate an understanding of using digital technology to enhance a personal brand capability. 
· Develop digital competency for task and project management.
· Develop competence in workplace data-handling and analysis.






	
TASK DESCRIPTION


Use of Generative AI in Assessment 
(Lecturer to indicate Yes or Not against each element) 
 
 
	RESEARCH 
	For this assessment, you can use Generative AI to support you in research, including searching for bibliography, using tools to summarise, compare and interrogate materials. 
	Yes ​☐​ 
 
No  ​X​ 

	STRUCTURE 
	For this assessment, you can use Generative AI to support you in structuring your submission, including creating a draft argument structure, identifying parts and headings, etc. 
	Yes ​☐​ 
 
No  ​X​ 

	PROOFREADING 
	For this assessment, you can use Generative AI to check your own text/creation for grammatical and syntactical mistakes, including rephrasing of your own work within specific standards. 
	Yes ​☐​ 
 
No  ​X​ 

	WRITING 
	For this assessment, you can use Generative AI to create text for submission. 
	Yes ​☐​ 
 
No  ​X​ 

	CREATIVE 
	For this assessment, you can use Generative AI to create creative materials, such as images. 
	Yes ​☐​ 
 
No  ​X​ 

	PROGRAMING 
	For this assessment, you can use Generative AI to create and check code. 
	Yes ​☐​ 
 
No  ​X​ 

	NONE 
	For this assessment, you are not allowed to use any type of Generative AI support. This includes research support, structure support, writing/proofreading support and creative support. 
	Yes ​​ X
 
No  ​☐​ 


 
 Examples of statements If you have not used AI
I confirm that I have not presented any AI generated materials as my own work. 
I confirm that I have copies of my drafts, notes, and other resources I used, which I may be asked to provide in evidence.
Examples of AI statements if you have used AI
Example 1: 
I acknowledge the use of Grammarly (https://www.grammarly.com/) on Date to check my work using the prompt(s): 
1. Please check the following text for readability, grammar and syntax. 
I confirm that I have not presented any AI generated text as my own work. I confirm that I have copies of my drafts, notes, and other resources I used before, and after the use of AI tools which I may be asked to provide in evidence. 
Example 2: 
I acknowledge the use of SciSpace (https://typeset.io/) on 7 March 2024 to support my research using the prompt(s): 
1. Please provide me with materials on the biology of the liver. 
2. Please provide me with materials on liver cells. 
I confirm that I have not presented any AI generated text as my own work. I confirm that I have copies of my drafts, notes, and other resources I used before, and after the use of AI tools which I may be asked to provide in evidence. 
Example 3: 
I acknowledge the use of ChatGPT (https://chatgpt.com/) on 13 April 2024 to write my notes into submission format using the prompt(s): 
1. Please write up these bullet points as an essay paragraph at university level. 
I confirm that I have not presented any AI generated text as my own work. I confirm that I have copies of my drafts, notes, and other resources I used before, and after the use of AI tools which I may be asked to provide in evidence. 
Example 4 - acknowledgement of the use of multiple AI tools: 
I acknowledge the use of SciSpace (https://typeset.io/) on 28 June 2024 to support my research using the prompt(s): 
1. Please provide me with materials on the American Civil War. 
2. Please provide me with materials on the reception of Gone with the Wind. 
I confirm that I have not presented any AI generated text as my own work. I confirm that I have copies of my drafts, notes, and other resources I used before, and after the use of AI tools which I may be asked to provide in evidence. 
I acknowledge the use of Adobe Express (https://www.adobe.com/express/) on 24 June 2024 to edit photographic material: 
1. Remove background from Figure 1. 
I confirm that I have not presented any AI generated materials as my own work. I confirm that I have copies of my drafts, notes, and other resources I used before and after the use of AI tools which I may be asked to provide in evidence.
	Task 1
	Importance of Digital skills
Currently where technology is everywhere digital skills have become very important because people use digital skills every day on their phones, tablets ,T.V , computers and technology has become more normal everyday life to point that having digital skills is essential and useful. University and companies now expect people to be confident with there digital skills, with gathering information online, and being safe online (JISC, 2023).Developing good digital skills can only make things easier for you as they help you in many ways of doing things in a faster and more efficient way
Summary of JISC results
My results show a wide range of skills some of which are proficient while others may need a little work to be improved upon. The results show that I am very proficient in finding information online , Proficient for digital communication and collaboration ,Proficient for being digital ,capable in using digital tools , capable for digital creativity and problem solving ,capable for managing my digital learning ,capable for my digital preferences and needs. This shows I have a good foundation in total but also that I have a lot of room to grow and improve in areas like using new digital tools and improving my studying environment.
Strengths
One of my strengths are that I am very capable of searching for resources and information online. Being proficient in finding information and resources suggests that I will be able to find a lot of information online and then try to use credible sources. Information literacy is very important to making good quality assignments (Association of college and Research libraries, 2016).
Second strength is Digital communication and collaboration being proficient in this means I can communicate online effectively this is important because I may not have a lesson in person but online and participate effectively in these lessons. Being able to effectively communicate is highly valuable in any situation and in the workplace(OECD,2021).Being able to communicate effectively means I can contribute a lot to group tasks and communicate effectively with the others.
Weaknesses
One of my weaknesses in digital creativity and problem solving receiving a capable in shows that I have some ability in this area but lack the ability to making videos and media. As digital creativity is required in the workspace and universities (UNESCO ,2022) building skills in this area will be very important.
Second weakness being manging my digital learning. I need to try and improve my digital space and not to be afraid to ask others for hand and how to improve manging my digital learning. Need to use more tools like calendars , time management tools. Organizing Ur time is essential to succeed and is very crucial academically (Zimmerman ,2002).
Action plan
Goal one improve digital creativity skills
Specific
Learning how to create digital content online by exploring more digital tools to use to create content
Measurable
Try and make content or videos on new digital platforms that I haven’t used before at least 3 new things.
Achievable
Use free videos and content and resources online recommended by teachers or JISC report.
Time
Try and complete all this within next 4-8 weeks.
Goal two improve digital learning management
Specific
Set up a calendar to improve my time management and use things like OneNote to take notes on.
Measurable
Make a weekly study schedule and maintain it daily.
Achievable
Weekly should look at how to improve my digital learning management for 10-20 minutes.
Time
Spend 4-8 weeks to implement all my plans.
Conclusion 
Looking back at my JISC report has helped understand things I need to improve and what my strengths are. It has given me a clearer area to focus on. By improving on my current foundation, I can enhance my academic performance and my performance in the workplace. Digital literacy is essential for education and the workplace as it will make u successful and make u more employable. Developing these skills will help me with employees and in education helping me get better marks be more creative. The JISC report has gone more in-depth in to what needs to be worked and gives more insight into what I needed to improve and ways in how to develop these skills. PS I didn’t get sent a digital certifcate


	Task 2
	[image: ] [image: ][image: ]

	Task 3
	Introduction
Microsoft Excel is one of the most used digital tools in the world for work or education. As time has gone on, Excel has become a necessary skill in the workplace and education because it is used in all industries. Excel's ability to manage data creates spreadsheets, reports, or charts, making it a critical digital tool for all. I will be talking about Microsoft Excel, its importance, and examining some of the tools and abilities it has.
Main body
Excel is relevant because it has strong abilities to manage and analyze a lot of data. Excel provides a lot of tools for the user to use, like making tables, pivot tables, and charts, and with the use of formulas, can make things easier to do and complete in a faster time, where the calculations are done for you. Tools like pivot tables will allow you to sort Ur data no matter how large or small. Excel has so many functions to help you improve your work or enable you to complete work in a faster time. (Winston,2016) Excel's large range of capabilities has made it one of the most used digital tools. A lot of big companies still use Excel to this day.
Another area Excel is good at is budgeting. A lot of companies rely on Excel to do their financial planning, with Excel's range of capabilities, budgets can be tracked; however, the companies need them to be. With the use of formulas in Excel, any new or updated information will be corrected or added. For example, I created an Excel spreadsheet with formulas that calculate the total sum. (Frye,2018) says that Excel is the best for financial modelling because it’s easy to use and modify the work.
Excel's ability to change data from just numbers into visual pictures is extremely important, where u may need to use these charts to show data that is too big to read, for example, turning Ur data into a pie chart, bar chart, making it easy to turn numbers into something more visually representable. Making complex data into charts makes it easier for the user. (Walkenbach,2015) says that Excel enables the user to communicate complex information effectively.
Excel may play a crucial role in decision-making, especially in the workplace for people such as managers, because they can use Excel to test different scenarios with the data they already have. Using tools like Goal Seek or Solver, for example, a manager may take some data to create sales goals for the company. (Pournara and Wainer,2020) explains that these tools help managers to make decisions based on evidence rather than gut instincts. Excel has a wide range of abilities, which makes it useful in supply chain management, forecasting, scheduling, and inventory management.
Excel in an educational environment remains very important because it is a very useful digital tool for students and educators. It can support students across a variety of courses. Excel can help students organise information more easily, perform calculations faster with formula usage, and take Ur numerical data and transform it into charts so it is more visually representable. According to (Sinha and Kunduru 2021), Excel has become vital in education because it introduces basic skills to the user before they go on to use more advanced digital tools for their work. Excel may be the tool that introduces them to the usage of basic digital tools, and then to move on to more advanced tools when they are ready. Excel also has a lot of advanced tools on it, which they may go on to learn or use a different platform for other advanced tools to the user's liking.
Excel is also not just used in a professional fashion, but may be used by regular people to track household expenditure or even use it to make Ur schedule. People can use Excel at home to track and plan their finances better or for personal projects. Excel has considered that not all users may be familiar with the platform, and so has made it easier for them to use the platform and perform basic tasks with help online, if they need it.
Even though Excel may be an old tool compared to all the digital tools u may find, with its basic abilities to adapt to the user and easy usage for people who aren’t familiar with digital tools, it remains relevant for digital tools. The digital tool Excel is used everywhere in the world, and its basic and easy-to-use interface hasn’t changed since its release, making it easy to use and if u have used it previously, you won’t forget how to use it. Excel's compatibility with other digital tools like Word and OneDrive makes it suitable for a lot of usages and in varied areas. (Zhou,2019) mentions, as Excel evolves, it still has its basic structure, which is easy to understand for the user.
Conclusion
In this conclusion, Excel appears to be an essential digital tool across a wide range of areas in education and the workplace due to its ability in data analysis, budgeting, reports, formulas, charts, goal seek, and solver, allowing users to complete tasks at a faster pace and giving users more creative control over their work. Excel's adaptability makes it extremely useful in the workplace because u may need to change things at the last minute. People who understand how to use Excel are better equipped to analyse information.



	Task 4
	7 Minute Reflective Presentation (What you have learned, how they can/have implemented it, links to task1, 2 and 3)  
Prepare and deliver a 7-minute reflective presentation that summarizes what you have learned throughout the module. Your presentation should explain how you have developed your digital skills, how you have applied and plan to apply these skills in your academic work or future career, and clearly link to Tasks 1, 2, and 3. This includes reflecting on your JISC assessment and action plan, the LinkedIn Learning Office365 certificates, and your Excel essay and spreadsheet. Use what you have learned in the PowerPoint session, to create professional, well-structured, and visually engaging slides. Keep your content clear, concise, and within the 7-minute limit. 
Work should be referenced accordingly following the Harvard referencing guide.

	
	E-Portfolio Submission: 
You will submit the Portfolio to the Turnitin link, clearly labelled. Date see above.
The document includes a title and contents page along the AI acknowledgment page and a list of references for all elements.



IMPORTANT – PLEASE ENSURE THAT YOU:
1. Complete an AI statement available on Moodle and insert at the beginning of your assessment (not included in your word count). You will be deducted 2 marks if you fail to use this statement.

2. Upload onto the correct Turnitin links – Final 2025 and double check your Turnitin receipt that you have uploaded onto the correct Turnitin link. Your written work must be presented as a WORD document for the Portfolio NOT A PDF.







	GUIDANCE FOR STUDENTS IN THE COMPLETION OF TASKS



NOTE: The guidance offered below is linked to the five generic assessment criteria overleaf.

1. Engagement with Literature Skills
Your work must be informed and supported by scholarly material that is relevant to and focused on the task(s) set.    You should provide evidence that you have accessed an appropriate range of sources, which may be academic, governmental and industrial; these sources may include academic journal articles, textbooks, current news articles, organisational documents, and websites.  You should consider the credibility of your sources; academic journals are normally highly credible sources while websites require careful consideration/selection and should be used sparingly.   Any sources you use should be current and up-to-date, mostly published within the last five years or so, though seminal/important works in the field may be older.  You must provide evidence of your research/own reading throughout your work, using a suitable referencing system, including in-text citations in the main body of your work and a reference list at the end of your work. 

Guidance specific to this assessment: Your portfolio should include 12 references plus any others you have used from material from the internet, this should adhere to the Harvard referencing standard for your course and applied throughout. The Harvard referencing guide can be found on Moodle and on the library website. 



2. Knowledge and Understanding Skills
At level 4, you should be able to demonstrate knowledge of the underlying concepts and principles associated with your area(s) of study.  Knowledge relates to the facts, information and skills you have acquired through your learning.  You demonstrate your understanding by interpreting the meaning of the facts and information (knowledge). This means that you need to select and include in your work the concepts, techniques, models, theories, etc. appropriate to the task(s) set.  You should be able to explain the theories, concepts, etc. to show your understanding.  Your mark/grade will also depend upon the extent to which you demonstrate your knowledge and understanding. 

Guidance specific to this assessment: You should refer to learning from the relevant units in the module. Your response to the tasks should demonstrate knowledge of relevant concepts, theories and models, and demonstrate the skills you have developed over the course of the module such as paraphrasing, synthesis, referencing and digital skills.



3. Cognitive and Intellectual Skills
You should be able to present, evaluate and interpret qualitative and quantitative data, in order to develop lines of argument and make sound judgements in accordance with basic theories and concepts of your subject(s) of study. You should be able to evaluate the appropriateness of different approaches to solving problems related to your area(s) of study and/or work. Your work must contain evidence of logical, analytical thinking. For example, to examine and break information down into parts, make inferences, compile, compare and contrast information.  This means not just describing what! But also justifying: Why? How? When? Who? Where? At what cost? You should provide justification for your arguments and judgements using evidence that you have reflected upon the ideas of others within the subject area and that you are able to make sound judgements and arguments using data and concepts.  Where relevant, alternative solutions and recommendations may be proposed.

Guidance specific to this assessment: Your portfolio should demonstrate knowledge and understanding of the tasks set including relevant theory. To demonstrate cognitive and intellectual skills more effectively in these tasks, focus on connecting theory and practice by explaining how theoretical concepts apply to real-world examples and showing how SEO and segmentation align with relevant theories. 



4. Practical Skills
At level 4, you should be able to apply the basic underlying concepts and principles to evaluate and interpret these within the context of your area of study. You should be able to demonstrate how the subject-related concepts and ideas relate to real world situations and/or a particular context.  How do they work in practice?  You will deploy models, methods, techniques, and/or theories, in that context, to assess current situations, perhaps to formulate plans or solutions to solve problems, or to create artefacts.  This is likely to involve, for instance, the use of real world artefacts, examples and cases, the application of a model within an organisation and/or benchmarking one theory or organisation against others based on stated criteria.  

Guidance specific to this assessment: You will be assessed on your ability to evaluate evidence and use it to underpin the claims you make. Present diverse evidence from practice, critically analyse how theories work in actual situations, and propose informed solutions to relevant problems. Your grade will primarily reflect your ability to evaluate evidence quality and use it effectively to support claims that meaningfully connect theory with practical applications.



5. Transferable Skills for Life and Professional Practice 
Your work must provide evidence of the qualities and transferable skills necessary for employment requiring the exercise of some personal responsibility. This includes demonstrating that you can communicate the results of your study/work accurately and reliably, and with structured and coherent arguments; that you can initiate and complete tasks and procedures, whether individually and/or collaboratively; fluency of expression; clarity and effectiveness in presentation and organisation. Work should be coherent and well-structured in presentation and organisation.


Guidance specific to this assessment: You are expected to use UK English. Work should be coherent and structured in presentation and organisation with appropriate and consistent font style and size
You must abide by the following Microsoft Settings; Arial font, size 12, 1.5 line spacing and the text should be justified.

Please note:
Up to 10% above the word limit – No deduction off final mark 
Between 10% and 25% above the word limit – Deduction of 5 marks off final mark 
Between 25% and 50% above the word limit – Deduction of 10 marks off final mark 
50% or more over length – Maximum mark of capped mark (iii) A failure to meet the word limit (or minimum word limit if a range is given) may result in lower marks based on the quality of the work because the work may not include the necessary information required for the assessment to meet the stated learning outcomes. (iv) The feedback on the assessment should explicitly mention any mark deduction and the reason for it.



	
     STUDENT FEEDBACK FORM



This section details the extent to which the assessment criteria are demonstrated by you, which in turn determines your mark. The marks available for each category of skill are shown. Lecturers will use the space provided to comment on the achievement of the task(s), including those areas in which you have performed well and areas that would benefit from development/improvement.





	Generic Assessment Criteria - Portfolio
	Marks available
	Marks 
awarded

	1. Engagement with Literature Skills
.
	
	

	





	15
	

	
	
	

	2. Knowledge and Understanding Skills

	
	

	





	20
	

	
	
	

	3. Cognitive and Intellectual Skills

	
	

	





	20
	

	
	
	

	4. Practical Application Skills

	
	

	





	20
	

	
	
	

	5. Transferable Skills for Life and Professional Practice

	
	

	



	25
	

	
	
	



	Assessment Mark (Assessment marks are subject to ratification at the Exam Board.  These comments and marks are to give feedback on module work and are for guidance only until they are confirmed. )
	Late Submission Penalties (tick if appropriate)
	%

	
	Up to 1 week late (40% Max)
	
	

	
	Over 1 week late (0%)
	
	








	GENERIC ASSESSMENT CRITERIA



	Level 4

	In accordance with the Framework for Higher Education Qualifications, at the end of Level 4 students will be expected to have demonstrated knowledge of the basic underlying concepts and principles of a subject, and an ability to evaluate and interpret these within the context of that area of study. They should be able to present, evaluate and interpret qualitative and quantitative data in order to develop lines of argument and make sound judgements in accordance with basic theories and concepts of their subject(s) of study. They will have learned how to evaluate different approaches to solving problems, and will be able to communicate the results of their study/work accurately and reliably, and with structured and coherent arguments. They will be able to undertake further training and develop new skills within a structured and managed environment and will have the qualities and transferable skills necessary for employment requiring the exercise of some personal responsibility.



	Level 4
	FAIL
	MARGINAL FAIL
	SATISFACTORY
(3rd / Pass)
	GOOD
(2.2 / Pass)
	VERY GOOD
(2.1 / Merit)
	EXCELLENT
(1st / Distinction)
	EXCEPTIONAL
(1st / Distinction)

	Category
	0-29%
	30-39%
	40-49%
	50-59%
	60-69%
	70-84%
	85-100%

	Engagement with literature (including reading, referencing,
academic conventions and
academic honesty) 
	Little or no evidence of reading and/or reliance on inappropriate sources.
Views and findings mostly unsupported and non-authoritative.
Referencing conventions used incoherently or largely absent.
	Poor engagement with essential reading. No evidence of wider reading. Reliance on inappropriate sources, and/or indiscriminate use of sources. Heavily reliant on information gained through class contact. Inconsistent and weak use of referencing.
	Engagement with a limited range of mostly relevant and credible sources but with some reliance on information gained through class contact. Some omissions and minor errors.
Referencing conventions evident though not always applied accurately or consistently.
	Engagement with an appropriate range of literature, including sources retrieved independently. Some over-reliance on texts rather than other sources. Referencing may show minor inaccuracies or inconsistencies.
	Engagement with a wide range of literature, including sources retrieved independently.
Selection of relevant and credible sources.  Generally sound referencing, with no/very few inaccuracies or inconsistencies.
	Engagement with an extensive range of relevant and credible literature. Consistently accurate application of referencing. 
	Exceptional engagement with an extensive range of relevant and credible literature. High-level referencing skills consistently applied.

	Knowledge and understanding (Knowledge of the basic underlying concepts and principles of a subject.)
	Major gaps in knowledge and understanding of the basic underlying concepts and principles of the subject matter. Inclusion of irrelevant material.  Substantial inaccuracies. 
	Gaps in knowledge of the basic underlying concepts and principles, with flawed or superficial understanding. Some significant inaccuracies and/or irrelevant material.  
	Limited knowledge and understanding of the basic underlying concepts and principles within the subject area. Some elements may be missing. 
	Knowledge of the basic underlying concepts and principles is accurate with a good understanding of the field of study but lacks depth and/or breadth.
	Competent knowledge of the basic underlying concepts and principles.  Exhibits very good understanding. 
	Excellent knowledge and understanding of the basic underlying concepts and principles of the subject. 
	Exceptional, detailed knowledge and understanding of the basic underlying concepts and principles

	Cognitive and intellectual skills 
(Evaluate underlying concepts and principles of a subject and interpret qualitative and quantitative data in order to develop lines of argument and make sound judgements.) 


	Wholly or almost wholly descriptive work. Little or no evaluation of the underlying concepts and principles.
Failure to develop arguments, leading to illogical or invalid judgements. Minimal or no use of
evidence to back up views.

	Largely descriptive work, with superficial evaluation of the underlying concepts and principles. Weak interpretation of data, flawed development of arguments and judgements. Information accepted uncritically, uses generalised statements made with scant evidence and unsubstantiated opinions. Ideas sometimes illogical and contradictory.
	Limited attempt at evaluation of the underlying concepts and principles, tending towards description.
Can interpret qualitative and quantitative data but with some errors. Some evidence to support emerging arguments and judgements but these may be underdeveloped or with a little inconsistency / mis-interpretation.

	Good evaluation of the underlying concepts and principles. Can interpret qualitative and quantitative data, with minor errors.
An emerging ability to use evidence to support the argument.
Mostly valid arguments and logical judgements. 
	Sound evaluation of the underlying concepts and principles. Can interpret qualitative and quantitative data accurately. Ability to devise arguments using evidence to make mostly appropriate and valid judgements. 

	Excellent evaluation of the underlying concepts and principles. Can interpret qualitative and quantitative data accurately and with some insight. Excellent ability to devise arguments using evidence and make appropriate and valid judgements. 
	Exceptional evaluation of the underlying concepts and principles based evidence. Outstanding interpretation of qualitative and quantitative data.
Exceptional ability to devise arguments using evidence and make wholly appropriate and valid judgements. 

	Practical skills
(Different approaches to solving problems in particular contexts.)

	Limited or no use of taught, basic methods, materials, tools and/or techniques.
Little or no appreciation of the context of the application.
Very weak evidence of different approaches to problem-solving in particular contexts. 
	Rudimentary application of taught, basic methods, materials, tools and/or techniques but without consideration and competence. Flawed appreciation of the context of the application.
Weak evidence of different approaches to problem-solving in particular contexts.


	An adequate awareness and mostly appropriate application of basic methods, materials, tools and/or techniques.
Basic appreciation of the context of the application. 
Can identify problems in particular contexts and propose basic alternative approaches or solutions though there may be errors. 
	A good and appropriate application of basic methods, materials, tools and/or techniques.
Clear appreciation of the context of the application. 
Good evidence of different approaches to problem-solving in particular contexts and proposes mostly appropriate solutions.
	A very good application of a range of basic methods, materials, tools and/or techniques.
Very good consideration of the context of the application. Very good evidence of different approaches to problem-solving in particular contexts and proposes appropriate solutions.
	An advanced application of a range of taught, basic methods, materials, tools and/or techniques.
The context of the application is well considered, and insightful.
Excellent evidence of different approaches to problem-solving in particular contexts and proposes appropriate solutions. 
	Exceptional levels of application and deployment skills in particular practical contexts. Outstanding identification of problems in particular contexts and formulation of wholly appropriate, thoughtful solutions / different approaches.

	Transferable skills for life and professional practice
(Communicate the results of their study/work accurately and reliably, and with structured and coherent arguments; the qualities needed for employment requiring the exercise of some personal responsibility within a structured and managed environment.)
	Work is poorly structured, disorganised, inaccurate and/or confusingly expressed. Very weak use of language and/or very inappropriate style. Failure to work effectively individual or as part of a group. Little or no evidence of the skills for employment requiring the exercise of some personal responsibility.


	Work is poorly presented in a disjointed manner. It is loosely, and at times incoherently, structured, with information and ideas often poorly expressed. Weak use of language and/or inappropriate style. Flawed approach to individual or group work, meeting only partial obligations to others. Limited evidence of the skills for employment requiring the exercise of some personal responsibility.
	Mostly ordered presentation and structure in which relevant ideas / concepts are reasonably expressed. Work may lack coherence and/or accuracy in places. Can work as part of a group, meeting most obligations to others but perhaps with limited involvement in group activities.
Demonstrates the basic skills for employment requiring the exercise of some personal responsibility, with some areas of minor weakness.
	Mostly coherent, organised and accurate work, in a suitable structure and is for the most part clearly expressed. Can work effectively independently and/or as part of a team, with clear contribution to group activities.
Demonstrates the skills for employment requiring the exercise of some personal responsibility, with some areas of strength and some of minor weakness.
	Work is accurate, coherent, fluent, well-structured and organised. 
Can work effectively independently and/or as part of a team, with very good contribution to group activities. Demonstrates very good skills for employment requiring the exercise of some personal responsibility, with just occasional minor weakness.
	Work is coherent, very fluent and is presented professionally. Can work effectively independently and/or as part of a team, with an excellent contribution to group activities. Demonstrates excellent skills for employment requiring the exercise of some personal responsibility with an appetite for further development.

	Work is accurate, exceptionally coherent, very fluent and presented well. Can work effectively independently and/or as part of a team, with an exceptional contribution to group activities. Demonstrates exceptional skills for employment requiring the exercise of some personal responsibility with an appetite for further development.
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Monthly Household Income and Expenditures 

classification Price Quantity Amount

Income Amount

Electric bill £120 1 £120 salary £2,000

Rent £550 1 £550 stocks £200

Gas £50 1 £50

Groceries £400 1 £400

Internet £35 1 £35

Insurance £200 1 £200

Savings £300 1 £300

Petrol £20 4 £80

Entertainment £28 6 £168

Emergency fund £297 1 £297

Total £2,000 18 £2,200

£120

£550

£50

£400

£35

£200

£300

£80

£168

£297

Expenditures

Electric bill Rent Gas Groceries Internet

Insurance Savings Petrol Entertainment Emergency fund

£2,000

£200

Income

salary stocks


Microsoft_Excel_Worksheet.xlsx
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		Monthly Household Income and Expenditures 

		classification		Price		Quantity		Amount				Income		Amount

		Electric bill		£120		1		£120				salary		£2,000

		Rent		£550		1		£550				stocks		£200

		Gas		£50		1		£50

		Groceries		£400		1		£400

		Internet		£35		1		£35

		Insurance		£200		1		£200

		Savings		£300		1		£300

		Petrol		£20		4		£80

		Entertainment		£28		6		£168

		Emergency fund		£297		1		£297

		Total		£2,000		18		£2,200



Expenditures



Price	[CELLRANGE]
[CELLRANGE]
[CELLRANGE]
[CELLRANGE]
[CELLRANGE]
[CELLRANGE]
[CELLRANGE]
[CELLRANGE]
[CELLRANGE]
[CELLRANGE]

Electric bill	Rent	Gas	Groceries	Internet	Insurance	Savings	Petrol	Entertainment	Emergency fund	120	550	50	400	35	200	300	20	28	297	£120	£550	£50	£400	£35	£200	£300	£80	£168	£297	Quantity	
Electric bill	Rent	Gas	Groceries	Internet	Insurance	Savings	Petrol	Entertainment	Emergency fund	1	1	1	1	1	1	1	4	6	1	Amount	
Electric bill	Rent	Gas	Groceries	Internet	Insurance	Savings	Petrol	Entertainment	Emergency fund	120	550	50	400	35	200	300	80	168	297	

Income

Amount	
salary	stocks	2000	200	




image1.png
Prifysgol Cymru
¥ Drindod Dew Sant

J University of Wales
Trinity Saint David




