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[bookmark: _Toc223453136]Task 1: Assessment of Digital Skills 
[bookmark: _Toc223453137]Introduction: Importance of Digital Skills
Digital skills are the skills that are needed to use digital technologies in an effective manner. Digital skills are an essential skill for someone to have in both higher education and in the modern workplace. These skills in higher education play a vital role to help students to progress further with their academic studies. They are used continuously during their studies such as accessing the internet for researching, accessing online modules and using digital technology to complete and submit assignments. Having a strong understanding of digital literacy is important as it plays a big contribution to successful studies. This plays a big part in students developing critical thinking skills and organisational skills as it helps them to engage better. Getenet et al. (2024)
In the modern workplace, digital skills are used just as frequent. They are relied upon to communicate between staff and customers, manage the workload and data analysis. This helps the workplace to run in a more efficient and organised manner.  As technology evolves further over time, digital skills are key to future education and career development.

[bookmark: _Toc223453138]Overview of the JISC Digital Capability Tool
The JISC Digital Capability Tool is a tool for students to self-assess their level of digital skills. It focuses on the key skills that are used in learning in higher education. I answered a series of questions about my level of digital skills and how capable I am using these skills for different tasks. My results from the JISC tool were shown on a graph to highlight the level of my understanding and knowledge of each of these areas.
[bookmark: _Toc223453139]Summary of JISC Results
The results from the JISC Digital Capability Tool show that I have a mixed understanding of digital skills. My strongest point was digital communication, digital proficiency, digital wellbeing and digital identity management. This shows that I am capable of using these to be more successful during my time studying higher education and later for future career opportunities. There is a lot of room for improvement in other areas such as digital creation, problem solving and media literacy as I scored lower in these sections.
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[bookmark: _Toc223453140]Strengths in Digital Skills
One strength of mine is digital communication. I use this skill on a regular basis to check my timetable, email lecturers and other professionals in the university and communicate with my classmates through teams. This is a vital skill for me to have as it is heavily relied upon during my studies and future career plans.
Another strength of mine is digital wellbeing; this is the ability to manage my screen time effectively and understanding online safety in a positive way which will support my own overall wellbeing during my time studying at university as reducing screen time has shown to reduce screen fatigue. (Thomée et al., 2011; Faelens et al., 2021).

[bookmark: _Toc223453141]Areas for Improvement 
Preparing for digital learning is a skill that needs improving for myself as this is key for understanding and completing the tasks and assignments that I have been set. I often find it a struggle to focus and manage my time wisely between the note taking in class and then getting started on an assignment.
[bookmark: _Toc223453142]Another skill that I found needs improving is digital innovation. I lack the ability to understand how to use new technologies quickly and I will need to go over it a few times before I can understand the basics. This skill is important for my studies as new technology can improve my way of learning and writing assignments, creative thinking skills and help me prepare for future workplaces that may use modern technology. (Alenezi, 2023).
Action Plan Using SMART Goals
To make improvements in my weaker areas I have used SMART Goals:
· Specific: Improve digital innovation by trying new digital tools related to my work.
· Measurable: Experimenting with one new digital tool each week.
· Achievable: Set one evening a week dedicated to this only.
· Relevant: This will improve confidence in using technology for my studies.
· Time-bound: I aim to achieve this by the start of next term in four weeks.
[bookmark: _Toc223453143]Reflection and Conclusion
Improving my abilities with digital skills will improve my academic studies and future career developments. This will help me in higher learning with my research for sources and information, organise and prepare for assignments in a productive manner. This will also improve my future career opportunities as it will allow me to use technology in a confident manner and expand my choice of career.
[bookmark: _Toc223453144]Task 1 References 
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[bookmark: _Toc223453145]Task 2: LinkedIn Learning Certificates – Office 365
[bookmark: _Toc223453146]Outlook Essential Training (Microsoft 365)
[bookmark: _Toc223453147][image: ]
Word Essential Training (Microsoft 365)
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Excel Essential Training (Microsoft 365)
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PowerPoint Essential Training (Microsoft 365) [image: ]
[bookmark: _Toc223453150]

Task 3: Relevance and Importance of Microsoft Excel 
[bookmark: _Toc223453151]Introduction
Microsoft Excel is a spreadsheet software that is used in higher education, in the workplace and in everyday life. It allows people to organise data and analyse it thoroughly by using charts, tables and graphs. (Simaremare & Siregar, 2024). It is a useful tool for storing and navigating information and data in an organised formation.
In higher education, Microsoft excel is very useful to students as it is essential in managing data for various studies and assignments. It helps students to organise information and analyse the data needed. In business, Excel is essential in using for budgeting and project management. It can be used to analyse important data such as sales, staff, profit and organising. 
Excel also helps manage everyday life situations such as personal finances, managing bills, income and outgoings. It helps to organise everyday routines and personal schedules making everything easier to keep track of having it all on a spreadsheet.
Microsoft excel is a useful and reliable tool to make everyday life, education and work easier to understand and keep to a structured routine.

[bookmark: _Toc223453152]Uses of Microsoft Excel
[bookmark: _Toc223453153]Data Analysis
Microsoft excel is a useful tool that uses formulas to analyse data, it also sorts and filters the data. This makes it an effective and more simple way to sort through the data to get the outcome needed. Using the functions SUM, MIN AND MAX, AVERAGE and more advanced formulas such as VLOOKUP create a quick and simple way to calculate and get the correct information. 
Sorting creates a more efficient and user-friendly way of organising data. It can sort data from lowest to highest or in alphabetical order. Filtering displays only the information needed to the user to make it easier to breakdown and view without filtering all the information manually. 
Pivot tables can be used in summarising large amounts of data, taking out the necessary information needed without losing useful information. These can be used in many settings to look at results, analyse data and sales. 
Microsoft excel is an essential to higher learning and career development as it enables its users to process information and data in an effective manner, helping with organisational skills and managing personal needs.

[bookmark: _Toc223453154]Budgeting and Financial Management
Microsoft Excel is a tool used in education, everyday life and in the workplace to manage budgeting, track income and expenditure. Using spreadsheets help the users to organise all data easily and notice patterns in spending from creating graphs and charts. Using the formulas above this makes it easier for excel to calculate these correctly. It is used in everyday life to track bills, rent and any other outgoings. Excel is an efficient and reliable way to make budgeting more organised

[bookmark: _Toc223453155]Reporting and Decision-Making
Microsoft Excel allows user to do more than just budgeting, it transforms data into charts, tables and dashboards making it easier to calculate and view results instead of doing it manually without technology. Using charts, tables and dashboards on excel give a more informed decision for its users. It is used widely in the workplace for various tasks such as tracking expenditure in sales or managing sales.
Tables are used to filter that information into rows and columns creating a structured way to view results. Charts come in many forms such as pie charts and bar charts used for calculating numerical data, making it easier to compare results and identify patterns. Dashboards in excel are used to show all important data in one place combining charts and tables making it a more simple and effective way for users to get a better understanding of the outcome of the results. 
[bookmark: _Toc223453156]Practical Spreadsheet Task
The purpose of this household income and expenditure spreadsheet was designed to create a way to easily identify the household’s disposable income after expenses. Using excel is a simple way to keep track of monthly income and spending patterns as it calculates automatically making budgeting for the year much easier and less complicated. It is an effective way to track all outgoings and bills such as rent, council tax, petrol, food and hobbies all in one place. It enables the users to identify their spending habits over the year and what is being spent each month making it easier to plan ahead for future spending.
Organising the data into rows and columns with each row showing the income and outgoings and the columns showing the months creates an easy overview of what is going in and out. The formulas used in excel help calculate both the wages together to show the combined total monthly income. 





[bookmark: _Toc223453157]Reflection and Conclusion
Excel is used often in education and the workplace particularly jobs that require digital skills. It is important to have knowledge in excel as it is used in many roles such as finance and online businesses. Having skills in Excel allows the opportunity to work various industries.
[bookmark: _Toc223453158]Task 3 References 
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[bookmark: _Toc223453159]Task 4: Reflective Presentation Summary 




Learning and Skill Development
[bookmark: _Toc223453162]Microsoft Excel is a very useful tool to support my time in university and in future career opportunities. It will teach me the skills needed to improve my studies and career. Excel will teach me how to organise, how to look at and how to create bars and charts to analyse data and create my own. Using excel for my studies will enable me to organise my work effectively. It enables me to analyse data and add it to my assignments to show my research
Links to Task 1
The JISC Discovery tool was useful in collecting the data you provide and giving results that show which skill needs improving on. This enables students to focus on improving the skills they scored lower on improving overall digital skills.
[bookmark: _Toc223453163]Links to Task 2
Linkedin Learning Office 365 certificates were informative in showing a visual step by step guide on how to use Outlook, Word, PowerPoint and Excel which is beneficial in developing digital skills.
[bookmark: _Toc223453164]Links to Task 3
[bookmark: _Toc223453165]Excel has created the opportunity for me to learn many skills such as data analysing and organising work and finances which are key in education and the workplace and will continue to develop further in future as technology continues to advance. 
Application to Studies and Career
I will apply these digital skills in my academic work and future career by using spreadsheets to manage and keep track of studies/work hours. Track my income and spending 
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Income  January  February March April May June July August  September October November  December

Wage 1 2,100 2,166 2,050 1,800 2,800 2,200 1,550 2,000 2,400 1,800 1,900 1,700

Wage 2  567 433 620 450 700 900 600 450 500 800 700 600

Total 2,667 2,599 2,670 2,250 3,500 3,100 2,150 2,450 2,900 2,600 2,600 2,300

Expenditure  January  February March April May June July August  September October November  December

Rent 1,500 1,400 1,250 1,200 1,200 1,300 1,300 1,300 1,400 1,500 1,350 1,200

Council Tax 200 180 190 180 170 200 150 160 120 200 120 110

Utilities  150 140 125 150 130 160 140 125 130 120 110 130

Broadband  40 40 40 40 40 40 40 40 40 40 40 40

Phone 20 20 20 20 20 20 20 20 20 20 20 20

Gym  30 30 30 30 30 30 30 30 30 30 30 30

Food 150 100 130 140 115 120 140 110 140 140 130 140

Petrol  200 100 140 180 160 170 160 150 150 140 130 120

Insurance  100 120 110 110 140 110 130 120 120 110 120 120

TV License  15 15 15 15 15 15 15 15 15 15 15 15

Total 2,405 2,145 2,050 2,065 2,020 2,165 2,125 2,070 2,165 2,315 2,065 1,925

January  February March April May June July August  September October November  December

Disposable Income  262 454 620 185 1,480 935 25 380 735 285 535 375


Microsoft_Excel_Worksheet.xlsx
Sheet1

		Income 		January 		February 		March		April		May		June		July		August 		September 		October		November 		December

		Wage 1		2,100		2,166		2,050		1,800		2,800		2,200		1,550		2,000		2,400		1,800		1,900		1,700

		Wage 2 		567		433		620		450		700		900		600		450		500		800		700		600

		Total		2,667		2,599		2,670		2,250		3,500		3,100		2,150		2,450		2,900		2,600		2,600		2,300

		Expenditure 		January 		February 		March		April		May		June		July		August 		September 		October		November 		December

		Rent		1,500		1,400		1,250		1,200		1,200		1,300		1,300		1,300		1,400		1,500		1,350		1,200

		Council Tax		200		180		190		180		170		200		150		160		120		200		120		110

		Utilities 		150		140		125		150		130		160		140		125		130		120		110		130

		Broadband 		40		40		40		40		40		40		40		40		40		40		40		40

		Phone		20		20		20		20		20		20		20		20		20		20		20		20

		Gym 		30		30		30		30		30		30		30		30		30		30		30		30

		Food		150		100		130		140		115		120		140		110		140		140		130		140

		Petrol 		200		100		140		180		160		170		160		150		150		140		130		120

		Insurance 		100		120		110		110		140		110		130		120		120		110		120		120

		TV License 		15		15		15		15		15		15		15		15		15		15		15		15

		Total		2,405		2,145		2,050		2,065		2,020		2,165		2,125		2,070		2,165		2,315		2,065		1,925

				January 		February 		March		April		May		June		July		August 		September 		October		November 		December

		Disposable Income 		262		454		620		185		1,480		935		25		380		735		285		535		375
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Introduction

		Digital skills are essential for using technology effectively in education and the workplace
In higher education, they support researching, accessing online learning, and completing assignments.
Strong digital skills help students develop digital literacy, critical thinking, and organisational skills.
In the workplace, digital skills are used for communication, managing workloads, and data analysis.
As technology continues to develop, digital skills are vital for future education and career success.

		







How My Digital Skills Have Developed

		I have developed strong digital communication skills, such as using email, online learning platforms, and collaboration tools to communicate effectively during my studies.
My digital skills have developed through regular use of technology during my studies and by reflecting on my strengths and areas for improvement using the JISC Digital Capability Tool.  
I am able to use online research tools to find reliable sources for my studies.

		







How I Have Used My Skills

		I have used digital communication tools such as email and online teams to communicate with tutors and classmates.
I have used the online library and academic websites to research reliable sources for my studies and I have used moodle to submit assignments online.
 I have used good digital wellbeing and identity management by protecting my personal information and using technology responsibly.
 I have used feedback and self‑reflection tools, such as the JISC Digital Capability Tool, to identify areas for improvement.

		







How I Plan To Apply Them In Future Studies And Career

		I will continue to use digital tools such as online learning platforms, email, and Microsoft Office applications to support my academic studies. 
I plan to improve my research skills by using academic websites and digital libraries to find reliable information. 
I aim to further develop my skills in problem solving, and media literacy to strengthen my overall digital capability.
 In my future career I will use digital skills to manage workloads, analyse data, and communicate professionally in the workplace.
 I plan to continue to practise good digital wellbeing and identity management by using technology responsibly and securely.

		







Task 1 Reflection

		Digital skills are essential for success in higher education and the modern workplace.
 They support researching, online learning, communication, and completing assignments effectively. 
The JISC Digital Capability Tool helped me understand my strengths and areas for improvement.
 My strongest areas are digital communication, digital proficiency, and digital wellbeing.
 I need to improve skills such as digital innovation, problem solving, and media literacy. Developing these skills will support my academic progress and future career opportunities.

		







Task 2 Reflection

		I completed Microsoft 365 Essential Training in Outlook, Word, Excel, and PowerPoint, which improved my digital confidence and abilities.
Excel supports data analysis through formulas, sorting, filtering, pivot tables, and visual tools such as charts and dashboards.
 I developed practical skills in budgeting and financial management by creating a household income and expenditure spreadsheet.
 Excel helps with informed decision making by presenting data clearly and efficiently. 
Developing Excel skills is important for future career opportunities, particularly in roles that require strong digital and analytical skills.

		







Task 3 Reflection

		Microsoft Excel supports higher education by helping students manage information, analyse data, and complete assignments effectively. 
Excel is widely used for data analysis through formulas, sorting, filtering, and pivot tables.
It is an effective tool for budgeting and financial management, allowing users to track income, expenditure, and spending patterns.
Charts, tables, and dashboards help transform data into clear visuals that support reporting and decision making. 
Creating a household income and expenditure spreadsheet improved my understanding of how Excel can be used in real‑life situations.
Developing Excel skills is important for future education and career opportunities, especially in roles requiring strong digital and analytical skills.

		







Conclusion

		In conclusion, digital skills are essential for success in higher education and future careers. Using the JISC Digital Capability Tool and completing Microsoft 365 training has helped me recognise my strengths and areas for improvement.
Developing skills in Microsoft Excel has been particularly valuable for data analysis, budgeting, and decision‑making.
Continuing to improve my digital skills will support my academic progress and career opportunities.
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