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[bookmark: _Toc223453136][bookmark: _Toc224086747]Task 1: Assessment of Digital Skills
[bookmark: _Toc223453137][bookmark: _Toc224086748]Introduction: Importance of Digital Skills
[bookmark: _Toc223453138]In today’s higher education and global workforce, digital skills are essential rather than only valuable. They include the ability to find, evaluate, create, and share information using digital technologies. These skills support critical thinking, communication, and productivity. With nearly 90% of jobs requiring digital literacy (UNESCO, 2023), continuous digital learning is vital for flexibility and long-term career strength.
[bookmark: _Toc224086749]Overview of the JISC Digital Capability Tool
[bookmark: _Toc223453139]According to JISC (2024) The JISC Digital Capability Tool is an analytic framework designed to help individuals assess their digital skill across several areas. It develops a self-assessment model where users reflect on their habits, confidence, and practical application of digital tools. The tool is grounded in the JISC Digital Capabilities Framework, which maps out the skills required to succeed in a digital culture. By using this tool, students and professionals can identify "blind spots" in their digital profile, allowing for a targeted approach to professional development rather than a generic learning path (Wall et al., 2023).
[bookmark: _Toc224086750]Summary of JISC Results
[bookmark: _Toc223453140][image: A diagram of a person's head
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Figure 1: JISC results (Developed by the author).
The JISC results for my profile reveal a balanced but adjusted distribution of capabilities. The radar chart directs high levels of ability in Digital Identity Management and Digital Wellbeing, suggesting a strong awareness of professional online presence and health-tech balance. Medium-high scores are visible in Digital Learning Activities and Digital Communication. However, the results show noticeably lower scores in Data Literacy, Digital Creation, and Problem Solving, indicating that while I am a confident consumer and communicator in digital spaces, my technical "maker" skills and data-driven decision-making abilities require further cultivation.
[bookmark: _Toc224086751]Strengths in Digital Skills
[bookmark: _Toc223453141]Digital identity management is a key strength in my profile, reflecting my ability to build a positive digital footprint and manage multiple online identities effectively. I maintain a professional LinkedIn presence to showcase my academic work while keeping strict privacy controls on personal platforms. Additionally, I determine strong digital wellbeing by using focus modes to reduce distractions and regularly monitor screen time, helping me avoid digital exhaustion and help productivity in needing environments.
[bookmark: _Toc224086752][bookmark: _Toc223453144]Areas for Improvement
My profile indicates a need to improve my ability to analyze, explain, and envision data. In a data-driven business world, the lack of ability to develop insights from complex datasets can be a barrier to high-level management roles and evidence-based academic research (Ng, 2016).
Digital creation and problem-solving area refer to the ability to design and create new digital objects (like infographics or basic code) and troubleshoot technical issues individually (WEF, 2023). Strengthening this is central for my career, as it reduces dependency on technical teams and allows for more modern presentations of ideas.
[bookmark: _Toc224086753]Action Plan Using SMART Goals
To improve my less powerful areas I have developed the following SMART goals 
Specific- Complete a "Data Analysis with Excel/Power BI" certification and learn to create Canva.
Measurable- Completion of 5 modules and a final project. Produce 3 high-quality reports for my current projects.
Achievable- Using University LinkedIn Learning access learning free online tutorials and templates.
Relevant- this will improve by focusing on managing and researching reports.
Time-bound -improve this Within the next 8 weeks.

[bookmark: _Toc224086754]Reflection and Conclusion
Reflecting on these results, my digital profile is confident but "technically developing." While I can navigate digital environments and manage my professional role with help, the next phase of my growth must focus on the "hard" digital skills of data control and creative production (Beetham and Sharpe, 2013). Enhancing these areas will directly support my academic journey by allowing for more educated data modelling. 
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[bookmark: _Toc223453145][bookmark: _Toc224086756]Task 2: LinkedIn Learning Certificates – Office 365
[bookmark: _Toc223453146][bookmark: _Toc224086757]Outlook Essential Training (Microsoft 365)
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[bookmark: _Toc224086758]Word Essential Training (Microsoft 365)
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[bookmark: _Toc224086759]PowerPoint Essential Training (Microsoft 365)
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[bookmark: _Toc224086760]Task 3: Relevance and Importance of Microsoft Excel
[bookmark: _Toc224086761]Introduction
Microsoft Excel is an effective spreadsheet tool, which has been essential in education, business, and life in general since it was introduced in 1985. Being a component of the Microsoft Office, Excel allows one to structure, analyses, and imagine data using a user-friendly grid-based boundary (Sharma, 2026). Excel in educational organizations develops variable literacy and thinking that is needed in academic achievements. It is used in business settings to support financial modelling, data analysis and strategic planning of all zones. To individuals, Excel supports personal budgeting, monitoring of data, and makes smart decisions. Excel is the standard of the spreadsheet management in the industry with more than 750 million users across the rondure and, therefore, the knowledge of this tool is the key to digital literacy and employability (Kaushik, 2022).
[bookmark: _Toc224086762]Uses of Microsoft Excel
Data analysis
Excel is very powerful in data analysis with formulas, works, sorting, filtering and rotating table functionality. Automatic calculations are possible through formulas, as well as in-built functions such as SUM, Average, IF, VLOOKUP and statistical functions, simplify complex calculations (Jeffries, 2022). The sorting and filtering features enable users to manage large data sets, finding trends and patterns in them. Pivot tables are one of the strongest tools of analysis in Excel that allows individuals to summaries, analyses and present large data sets with passion. As an example, a business market analyst may summarize the sales data per region or product line using pivot tables, getting information that will guide the strategy. The advanced options are available to the user with the use of such functions as INDEX-MATCH and range formulas to perform more complex data modelling and analysis (Jelen and Syrstad, 2022).
Budgeting and financial management
Excel is better in terms of budgets and financial management. Its grid format naturally supports the tracking of income and expenses and formulaic calculations of totals, differences and balances. Excel is used in budget planning, cash flow estimating, financial reporting and adjustment analysis by organizations. A case in point is a finance department that develops monthly budget templates to compare plan and actual costs, conditional formatting of costs to show overspending (Balik, 2009). Small enterprises use Excel to invoice, track the accounts receivable and make profit-loss statements. It is flexible and therefore it can be customized to fit the needs without costly specialized software. Such explanations as data validation avoid entry errors, and secure sheets keep formulas intact which guarantee proper financial documentation.
Reporting and decision-making
Excel converts new data into useful reports and imagination that can be used to make informed decisions. Charts and graphs such as bar charts, line graphs, pie charts, and scatter plots are used to visually establish the data making the trends and similarities clearly visible (Sharma, 2026). Conditional formatting is used to display major figures of measurement and outliers with color scales and data bars. Dashboards are a set of charts, tables, and key performance indicators (KPIs) displayed on a single screen, which provides businesses with single-screen business communication of a specific business. As an example, a sales manager can build a dashboard that displays the trends in proceeds and regional performance, and that is automatically updated with the new data that is uploaded into the system. These vision tools fill the gap between advanced data and actionable information and allow the stakeholders to make evidence-based decisions (Few, 2012).
[bookmark: _Toc224086763]Practical Spreadsheet Task
The spreadsheet of household income/ spending, which I developed, is the reflection of the application of Excel in personal finance management. It is a spreadsheet that manages finances in a month, finds overheads patterns, and establishes disposable income and helps in making financial planning decisions.
The spreadsheet has three major components: income tracking, outlay category and the calculation of disposable income. Income section tracks two sources of wages over a year period whereby formulas automatically compute monthly amounts using SUM formula. The expenses section classifies eleven types of expenses such as fixed costs (rent, broadband) and variable costs (utilities, food, petrol). The total amount of each category is used each year with the use of the SUM function, whereas all expenses are summed up at the end of every month.
Several Excel functions make this spreadsheet more functional:
Formulas and Functions: I used SUM functions in calculating totals, and Percentages functions to calculate disposable income as a percentage of total income.
Charts and Visions:
I have drawn four charts to analyses data.
Spreadsheet.xlsx
· An annual spending breakdown of pie chart that indicates that rent takes 60 per cent of the overall payments.
· A line chart that was a contrast of income and expenses each month showing positive cash flow throughout the month.
· A line chart monitored the trend in disposable income which is between £1,585 and £1,955.
· A chart shows the disposable income as a percentage of the total income (44-50%).
This analysis shows that the total annual income is £44,505, total spending is PS 23,118, and disposable income is £21,387 which is a good savings rate of 47.5 percent. March is categorized by the lowest rate of disposable income (44.38) as the expenses on rent and food are higher although September is characterized by the highest rate of 49.74.
[bookmark: _Toc224086764]Reflection and Conclusion
Overcoming the skill of Microsoft Excel is a valuable investment in my educational and career development. This task enabled me to identify the flexibility of Excel as a tool to transform raw data into valuable insights with the help of calculations, visualization, and analysis. The skills are useful in my studies as they will allow me to conduct research projects more powerfully and find it easier to present the results professionally.
Excel skills will continue to be considerable in my future career in most areas. The skill of using spreadsheets is on the lists of the most insisted digital skills that employers constantly use (World Economic Forum, 2023). Business data can be analyzed using Excel, budgets can be managed, performance can be tracked and reports produced that will aid in informed decision-making.
Also, it is suitable to support more modern tools including Power BI and Python in Excel. Excel skills such as data organization, formula logic and visualization are applicable in larger analytics platforms. Learning these abilities impacts to the growth of analytical skills, as well as the development of my capacity to address complex issues within the context of data-driven environments (Jelen, 2022).
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[bookmark: _Toc224086766]Task 4: Reflective Presentation Summary
[bookmark: _Toc224086767]Overview
This presentation is an overview of my experience in the development of digital skills during the BMSW4008 module. To begin with, I used technology as an end user. However, the process of assessing and focusing the learning has led me to become a complex digital expert who can expertly create and analyze data (Beetham and Sharpe, 2013). I will discuss four major areas, which include my boundary assessment of JISC, technical skills through LinkedIn Learning, skills with Excel at the advanced level, and how these skills can be applied in my future academic and professional environment.
[bookmark: _Toc224086768]Task 1: JISC Digital Capability Assessment
The experience started with the Digital Capability assessment provided by JISC. This had supporting background information which indicated high skills in Digital Identity and Wellbeing. Though, it found essential problems in Data Literacy and Creation--the areas that are essential to current business (JISC, 2024). This judgment went beyond the assessment which was general to detect particular blind spots in my profile (Wall et al., 2023). Importantly, I also came to know that digital literacy is not a separation but the scale that should be constantly developed (Ng, 2016). That changed my thinking concerning the assessment of skills as fixed qualifications to the focus as with passion developing abilities.
[bookmark: _Toc224086769]Task 2: LinkedIn Learning (Office 365)
To solve the basic requirements, I had to go through LinkedIn learning courses of outlook, word and PowerPoint. Such were not only starting to learn the software features but knowing how to use the technology productively and professionally (Sharma, 2026). In the form of graphics, the training in Outlook helped to make me more helpful in my organization, and the training in Word helped me to make the professionally formatted texts with proper references. All these make more than 6 hours of regular learning, which is showable by proving my commitment to development and creating a basis of advanced skills.
[bookmark: _Toc224086770]Task 3: Microsoft Excel & Data Analysis
The hardest and the most rewarding was the excel component. The household income project was a real-life example of the use of complicated formulas and advanced imagining. Drawing charts involved and showing that rent was 60 percent of the spending, it needed not only technical ability, but also analytical thinking of how to present the information in an effective way (Walkenbach, 2023). This has provided me with insight that spreadsheets are analytical tools that help in the making of evidence-based decisions. Excel capability is not selective but needed to be employed (Kaushik, 2022), which is the reason why I am going to undertake advanced training in Power Query and data modelling.
[bookmark: _Toc224086771]Application to Studies & Career
These skills can be used immediately in the academic life of anyone, whether it is to organize a literature review using Excel or to have a professional look using Word. These abilities make me a useful employee in my future career. Digital literacy and data analysis are revealed as one of the 10 preferred-after skills by employers (World Economic Forum, 2023). It is necessary to have my capacity to analyze data to make evidence-based recommendations that will further my career advancement in management positions (Few, 2012). Likewise, skills help in the business objectives since they allow to quick financial modeling and reduce the support on outward advisors (Jelen and Syrstad, 2022).
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