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Digital Skills are essential for students as majority of the universities use online platforms for learning, research, assessments and communication(Reedy and Parker, 2017). Universities use platforms such as Turnitin on which students submit their assignments and for digital communication. In a workplace, the use of digital skills can improve efficiency by minimizing the number of errors and increasing productivity(Sandhu,2020). Due to the ongoing digital transformation, employers required the graduates to have digital competence ( Soltanifar et al., 2021). 
According to my JISC report, my strongest areas are digital communication and digital identity management and my weakest areas are data literacy and digital problem solving. The JISC Digital Capability tool assesses the skills that an individual has and also skills that need improvement, such as digital communication and information literacy. I feel confident about my results as it highlights my strengths and also the areas that require improvement. As I am aware of the areas that need improvement, I am also assured about my stronger areas. 
Digital Communication is one of my strengths as I use Outlook a lot in my workplace to communicate with my managers and in the past during COVID-19, Teams used to be the main platform on which I had to go in order to communicate with my lecturers. Having Digital Communication as a strength it makes work and university more efficient (Sandhu, 2020). Digital Identity Management is my second strength area. Digital footprint is the trail an individual leaves behind after posting on social media. I use social media every day and everything that I post has a second thought before appearing on others’ feed. I am aware of the fact that whatever I post could potentially have an impact on my future career. Online reputation is important for future employment as the employer might have to make a decision whether the individual should be part of the company or not based on the content they saw on the individual’s social media platforms. Social media reputation could drastically impact an employment opportunity (Burgess, Marwick and Poell, 2018).
 First weakness is data literacy, which is the ability to read, analyze and argue based on data given(Dadwal,2020). This is difficult for me because I struggle with managing data overload, when I have to deal with a large amount of information I become overwhelmed. Having this skill as a strength it is important when required to make decisions based on evidence and to support business innovation (Dadwal, 2020). A second weakness of mine is digital problem solving. Digital problem solving is the ability to solve a technical issue when it happens. As technology nowadays is highly used, when it does not work accordingly it will make the task harder to be finished and also it will create frustration. I usually try and fix the problem myself but I mostly end up asking for help if the problem is over my knowledge. Digital problem solving is important in university and work because most of the tasks rely on it, being able to sort it out, it will save so much time and also will lead the tasks to better outcomes. 
My SMART action plan is to improve data literacy by creating charts and data information sheets and the creating a report on that. Digital problem solving will be improved by looking at videos on the internet and trying to follow the steps from there in order to sort out the problem. By making sure that these two weaknesses will be improved I will have to practice at least once a week. I aim to achieve this goal by the end of July 2026.
In conclusion, improving these skills will help me a lot at the university and it will make my journey productive, stress-free and more enjoyable. However, these skills will help me with my future career as well as it will make me feel confident in what I am doing, productive and efficient. I have learned a lot of things from this reflection such as it is important to always work on the skills you have in order to improve them and also to work out for new skills as it is beneficial to be highly skilled.
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This essays is about Relevance of Excel in professional and personal life. Excel is spreadsheet program that is widely used, approximately 1 billion users from the whole word(Arnott,2025). There are several things that can be done while using Excel, such as creating table, using functions and charts are some of the few things that can be done in Excel(Arnott,2025). According to Ginsberg 2025, Microsoft Excel was introduced in 1985  and evolved significantly from  a basic spreadsheet to data analysis tools for business and personal use. Excel in 2007 there was a huge increase in the number of rows and columns, users had access to 1 million rows and 16,000 columns according to the same source (Ginsberg, 2025). Microsoft Excel is used for so many reasons, however most of the people are using it for business purposes. Kaushik, 2025 mentioned that there are over 750 million people all around the world that uses Excel for business purposes, conducting tasks such as planning financial, data analysis which could include sales, stock count and so many others.  
Microsoft Excel is used by most of the businesses because it helps them to have all the data base in one place rather than having it on paper which can be easily lost. Most of the businesses use Microsoft Excel for finance, for example the expenses they have towards the company. Another use can be for payroll, Microsoft Excel can help businesses to manage the salaries of their employees and keep a record of how many hours or days each employee worked for. Stock is another use, this is to keep a trackof the stock that is available and to make sure that never runs out.Excel is really helpful when it comes to business, there is no need for different platforms to keep all the data base, one platform such as Microsoft Excel can keep all the data base of a business  organised and assure the user that everything will work efficiently. As on Microsoft Excel, businesses are able to create a pie chart, diagrams and so many other data analysis tools and templates, a business will be able to make better and faster decisions regarding their business as it is visually easy to use the data they have entered(Panneerselvam,2023). Most of the businesses us Microsoft Excel for their companies so it is important to have knowledge of it.
 In my spreadsheet I have calculated the income and expenses of a family of two members. I used the SUM formula to calculate the income of two people per month and per year together. I also used  multiplication to see how much each person makes in one year and then the subtraction to find out how much is left each month after expenses. Total income a month from two people is £4,100 and per year £49,200. A month there is a total expenditure of £1,561.66 and per year £18, 739.92. These formulas are useful not only for household, but also for business. In a household these formulas could be use to calculate the income and the expenses, while in a business could be use to calculate sales, profit and also expenses. Microsoft Excel let the user to analyse date and make decisions based on that(Winston, 2021).
Excel in budgeting for a personal use is important for individuals and families because it will help them keep a track on the income and the expenses, this way the individual or the family will make sure that they will  not go on debts and also will make them feel stress-free. This also prevent overspending as one month the income might not be high enough in order to afford extra spending that it is not a must to. However, it could also be useful if the individual or the family is planning on saving some money as it will have a clear vision after seeing all the expenses , how much they can afford to save that specific month( Panneerselvam, 2023). As an example from the spreadsheet I created, the income after expenditure per month allows us to save approximately £1,500 a month and the rest to be used for leisure activities and other expenses that might occur by the next pay day.
Microsoft excel in business use could be used for decisions making using the data. Businesses looks at sales, profit and expenses. As for example if the profit is higher than expected, there could be potential further investments, and for sales, if are good then the employer might start looking for new staff to increase productivity. As for expenses, if they are too high , there might be the case of trying to reduce them until the business goes back on track. Using Microsoft excel for decision making in a business, as all the data based information will make it easier rather than assuming what decisions should be made. However, it will also reduce the risk of the business to collapse as an idea of what might happen next  and the actions that needs to take place will be easier to spot on. Planning future strategies Microsoft Excel could also become useful as it could potentially add figure that the business expects for a certain period of time and calculate and also analyse possible outcomes( Al Maruf, 2022).
 In conclusion, Microsft Excel it is important in modern organisation because it will  keep everything organised and well structured. Also important in support analysis and decision making as it is visually easier to check data from charts, diagrams and and so many other. However, Microsoft Excel help personally as well by giving the individual the possibility to manage the income and expenses. Excel is important for employability because nowadays everything is digitalised, makes easier to work on data and also keeps everything well organised (Soltanifar et al., 2021).
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Introduction
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This is a reflective presentation on the skills that I developed so far during this module.

In this presentation I will discuss what I learned each week, how I used these skills and also how they link to Task 1,2 and 3 from my report.

I will reflect on how these skills will help me with my studies and future job.
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Week 1-Induction & JISC Discovery Tool
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What I learned? 

-How to navigate Moodle

-Submit assignments on Turnitin and assignments overview

 -JISC Discovery Tool and product access (Office365)



Reflection

  My JISC results chart  shows areas that needs improvements and areas that I am good at. This  week helped with a part of Task 1: Assessment of Digital Skills.
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Week 2-Outlook And Task Management
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What I learned?

-How to use Outlook ( email features and inbox management )

-How to create events, reminders and using the to do list

-Basics about Trello and Microsoft Planner

How I used them?

-I used the Outlook Calendar to add deadlines of my assignments 

-To be organised : manage university, work and free time effectively .

Reflection

I am more organised and able to manage time effectively.



According to Microsoft(no date),  6 years later after Microsoft purchased Hotmail in 1997,  their services started to be available in so many languages and to have new features. According  to the same source in 2015 when Outlook became available on phones, the company had over 60 milion customers.
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Week 3-AI & Cybersecurity Basics 
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What I learned?

-What is AI and what it can be used for

-AI Tools and using AI in assignments (how to acknowledge it in assignments)

-GDPR awareness( basic data protection)

-Basic knowledge of Cybersecurity ( strong passwords)

 Reflection

How to acknowledge AI use in the assignments.

Helps me not to break module’s rules.
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Week 4-Microsoft Office 365 & Word 
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What I learned?

-Access Office365 and download apps

-Word ( saving formats, table of contents, inserting photos, sharing documents).

-Microsoft Team- communication and collaboration

How I use them? 

-In my assignments (500 words reflective writing)

 Reflection

I am more confident and I know how to format academic documents.
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Week 6-PowerPoint 
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What I learned?

-About layout and features.

-How to create slides using pre-made designs.

-How to apply transitions, music and  animations.

- Slide Show

How I used them?

-Everything that I learned is in this presentation.

Reflection

I am confident in creating a presentation.
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Week 7- Excel
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What I learned?

-For a business use I learned: Formulas(SUM, AVERAGE and IF) 

                                                       Charts, graphs and filtering data

                                                          

-For a personal use I learned: budgeting sheet (Monthly payments)

How I used them?

-I used this in my Task 3: essay and spreadsheet.

Reflection

I have a better understanding on how to use Excel for business and personal use.
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Week 8- Microsoft Forms 
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What I learned?

-How to create quizzes and surveys 

-How I can collect and share responses on my forms.

-Analysis  data and exporting it in an Excel spreadsheet 

How I used them?

-I created a form that I used at the end of this presentation  to collect feedback from

 my peers.

Reflection

I know how to create surveys and quizzes using Microsoft Forms for getting data in my researches and my future business.
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Week 9- LinkedIn & LinkedIn Learning
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What I learned?

-To create and manage a LinkedIn profile

-Some Networking tips( how to make potential employers having interest on your profile)

- Where to find and complete LinkedIn Learning Certificates.

How I used them?

-I used this in my Task 2 where I need to add my LinkedIn Certificates for Office365.

Reflection

I gained extra skills on Word, PowerPoint and Excel,  these making me more confident.
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Challenges, Improvements & Future Skills To Improve
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Challenges 

-Being able to submit on time( even if I have them on Outlook)

Improvements

-Using other apps to make sure I submit it on time( alarms on my phone)

-Informing my family about deadlines.

Future Skills To Improve

Improving my skills in Word, Excel and PowerPoint .
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