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(JISC Digital Tool, 2025) 

Digital Skills play a crucial role in the economy and in productivity across personal and professional life. Research has shown that most employers prefer the entry-level graduate employees to have already developed digital skills (Tee at al., 2024). Furthermore, the demand will be increasing due to the technology evolution and introduction of new tools (Tee at al., 2024). Regarding education, older adult learners are more likely to enrol for online courses than younger adults (Gardner, et al., 2022), which suggests that they should be capable of utilising online tools for successful study journey.

I am satisfied with the results of my JISC test. My digital skills for work have already been developed and the results confirmed that. The test has given me confidence and motivated me to work on other skills that are less developed. I strongly believe that the basic knowledge I have provides a good start for further improvement. My only unexpected insight was a weakness in problem-solving which I strongly consider to be my big strength in real life and work environment. However, I am aware that I usually seek help from others with IT issues, therefore, I would like to improve and become more independent.
My biggest strength is Digital Identity Management. I have experience in managing my identity in face-to-face and online interaction. I am aware of the numerous training opportunities available online and I take part in them whenever possible. As a result, I maintain my social identity very carefully across online platforms. My profiles on LinkedIn, Facebook and Instagram are synchronised. 
My second strength is Digital Skills for Work. ‘’Digital skills are observed as a necessary precondition of a person’s employment status’’ (Dordevic, Milanovic and Radosavljevic, 2025).  I had a good understanding of digital skills by the time I finished high school, and I developed them further during my work experience. I utilise my already good knowledge and I am committed to excelling further. University tasks and lectures often remind me of tools that I had forgotten about or had not considered using them previously.
My main area for improvement is Digital Collaboration. I have a good understanding of the basic tools available for digital collaboration. However, I plan to use them more often and explore other options, as I believe it can help the development of my people-management skills. I have avoided digital collaboration for the past few years, but the JISC test helped me understand its importance. Froese (2025) discusses how virtual work is replacing international business travel which highlights the importance of online collaboration among employees. 
Second area for development is Information and Data Literacy. I experience difficulties finding and understanding academic or professional sources supporting my research. I am aware of my critical thinking limitations; hence I make the use of the tools provided by the university and practice them. Regarding data literacy, I consider it essential to understand how to evaluate the data online. Especially for my and my client’s safety. I also utilise online forms, questionnaires for my professional and personal purposes, which helps to learn through practical application. Ghodoosi (2025) states that data literacy can be improved by exploring the perspectives and expectations of stakeholders, educators and business leaders.

By improving these skills, I will benefit from higher productivity at professional and academic life, enhanced quality leadership and improved decision-making based on my data literacy and analysis skills. In my academic journey, the primary goal is to produce quality academic work, such as reports and data analysis. Therefore, engaging with other students and improving my information literacy will lead me to my success.




Improvement is achieved through practice; hence I set out a SMART goals plan below to improve my skills in the coming semesters.

	Specific
	Measurable
	Achievable
	Relevant
	Time-bound

	Using three tools to improve my data literacy
	Complete weekly research on the content from the lectures.
	Using digital tools, I learnt about at the university and courses.
	Improving my critical thinking skills and writing my reports.
	Achieve this goal at the time of my next assignment.

	Committing to volunteer work to improve collaboration with others
	Being a part of a team each semester and asking feedback from the leaders.
	Open access to group via university.
	Improving my online collaboration with others and my management skills.
	Achieve this goal by the end of next semester.

	Taking part at online debates to improve online communication
	Interacting online with five people every week.
	Using social media platforms allows me to debate about subjects of my interest.
	Improving online collaboration and exploring online tools.
	Achieve this goal by July 2026.
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My LinkedIn certificate for Power Point:
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My LinkedIn certificate for Word:
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Microsoft Excel program is recognised worldwide for its extensive areas of use across professional, educational and personal environments. Its wide range of tools has been utilised for both simple and more extensive datasets. It supports calculation, presentation and organisation of big datasets which can be stored in one place. As part of Microsoft 365 stands next to applications such as PowerPoint and Word and is accessible on computers, laptops, tablets and mobile phones. The comfortable format makes it a universal tool suitable for different users with differences such age, experience or profession.
Program performs many important tasks for different organisations. 
Rosener (2024) explains that ‘’MS Excel offers a comprehensive suite of features including advanced formulas, powerful charting capabilities, data analysis tools, and visualization options’’. It also supports macros, and other automation and customization features. For example, it can employee’s tracker with personal information, training records and attendance. This supports structuring and organising the resources in the business. Organisations such as schools, GPs, social groups benefit from these advantages. Visualisation is another benefit. Utilisation of tools such pivot tables and charts help the communication by providing simple visual information, for example providing a breakdown of people hired in each region or breakdown of people based in each company office. These tools are especially helpful for people with preferences of visual content rather than data spreadsheet. 
Productivity is essential for any institution and Excel provides options of reducing repetitive tasks. Formulas are the main tool decreasing the time of manual calculations and data input, pivot tables allow to summaries data automatically and filter options allow to search for a specific data in one sheet avoiding the need of creating several lists. Main point supporting productivity is the fact that the worksheet can be saved as a template and utilised at any point in time.
Automation allows employees to utilise their skills on tasks that require human impact. Olafusi (2024) supports the importance of automation such as Excel that allows for constantly updated information data for any organisation. For example, utilisation of advanced formulas such as vlookup allowing to match the data even between two different files. This saves time, increases productivity and reduces the risk of mistakes, especially while working under pressure.
OneDrive, as part of Microsoft 365 allows Excel files to be saved, shared and edited by multiple other users at the same time. This supports online collaboration which is becoming very important in workplaces around the world. Remote work, international travels and teamwork require tools allowing people to work together from different locations. Collaboration within users is not the only advantage of the program, it can also be integrated in other applications which allows more extensive use. ‘’ Microsoft Excel has powerful capabilities, which are strongly valued and used both by individuals and in every company for a large diversity of tasks.’’ (Ramos, 2021).  In the research author discusses the possibility of integrating other programs into Excel which improves its collaboration with other platforms and helps extending the range of tools (Ramos, 2021). That is a big benefit for every industry using management systems like logistics, construction or hospitality. Research shows that combining Excel with other software has a significant advantage on project management, which mainly focuses on the excess of calculations and graphical needs (Hu, 2020). 
Everyone at least once in their life must make an important financial decision such as investing in a business, buying a house or renovating already owned house, even purchasing a new car. Excel is widely used in financial decision-making by supporting individuals in tracking their expenses, forecasting income and creating financial plans. For years electronic technologies supported reducing the amount of manual calculations and helped people avoiding mistakes. Therefore, Microsoft Excel helps optimising savings and investments costs which can affect the final investment decision (Hordei, et al., 2021). A spreadsheet can calculate costs, keep track of progress, create a timeline and help organise the required steps. Combining all this data together allows individuals to analyse their situation and helps making informed decisions.
Following the financial aspect, time management is another area where Excel provides strong support. In both professional and personal use, effective planning can save time and improve organisation. Research shows that Excel tools can assist with planning events, organising work hours, scheduling meetings, or manging lunch breaks and annual leave. Business using Excel planning tools has been using it since January 2019 and reported significant reduction of the time required for daily scheduling to be under four hours (Bailey, 2020). Another study shows that the time of production plan papers was reduced by 1.36 minutes using the automated tools (Kalwar, et al., 2023). The main goals for the business were decreasing the chances of errors and increasing the reporting efficiency (Kalwar, et al., 2023). At a personal level, Excel provides templates such calendars, task lists and planners supporting time efficiency and organisation.
In conclusion, Microsoft Excel can be a very basic tool or an advanced spreadsheet depending on user requirements. With its support of data management and analysis, financial planning, automation and visualisation, decision-making support and being so universal in use across industries all around the world, it helps people communicate the information more effectively and most importantly – with reduced chances of mistakes. From planning daily tasks and creating household expenditures, to advanced data trackers in business – Microsoft Excel is one of the most thoughtful tools combining a range of options to support personal and professional life. 



Please see below attached Excel expenditure for a family of four. The spreadsheet demonstrates the importance of Excel and its support in real life. 
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ASSIGNMENT EXCEL.xlsx
SUMMARY



		EXPENDITURE		Jan-24		Feb-24		Mar-24		Apr-24		May-24		Jun-24		Jul-24		Aug-24		Sep-24		Oct-24		Nov-24		Dec-24

		TOTAL INCOME		£   5,110.11		£   5,110.11		£   5,710.11		£   5,110.11		£   5,110.11		£   5,710.11		£   5,110.11		£   5,110.11		£   5,710.11		£   5,110.11		£   5,110.11		£   5,710.11

		TOTAL EXPENSES		£   3,949.93		£   5,131.93		£   3,880.93		£   3,776.93		£   4,409.93		£   3,761.93		£   6,430.93		£   3,863.93		£   4,866.93		£   4,151.93		£   4,391.93		£   3,795.93

		ADDITIONAL SAVINGS		£   1,160.18		-£   21.82		£   1,829.18		£   1,333.18		£   700.18		£   1,948.18		-£   1,320.82		£   1,246.18		£   843.18		£   958.18		£   718.18		£   1,914.18

		SUMMARY		TOTAL

		TOTAL YEAR INCOME		£   63,721.32

		MONTHLY AVERAGE INCOME		£   5,310.11

		TOTAL YEAR EXPENSES		£   52,413.16

		MONTHLY AVERAGE EXPENSES		£   4,367.76

		TOTAL  ADDITIONAL 
SAVINGS FOR THE YEAR		£   11,308.16



INCOME VS EXPENSES



TOTAL INCOME	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	5110.1100000000006	5110.1100000000006	5710.1100000000006	5110.1100000000006	5110.1100000000006	5710.1100000000006	5110.1100000000006	5110.1100000000006	5710.1100000000006	5110.1100000000006	5110.1100000000006	5710.1100000000006	TOTAL EXPENSES	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	3949.93	5131.9299999999994	3880.93	3776.93	4409.9299999999994	3761.93	6430.9299999999994	3863.93	4866.9299999999994	4151.9299999999994	4391.9299999999994	3795.93	ADDITIONAL SAVINGS	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	1160.1800000000007	-21.819999999998799	1829.1800000000007	1333.1800000000007	700.1800000000012	1948.1800000000007	-1320.8199999999988	1246.1800000000007	843.1800000000012	958.1800000000012	718.1800000000012	1914.1800000000007	









INCOME

		INCOME		Jan-24		Feb-24		Mar-24		Apr-24		May-24		Jun-24		Jul-24		Aug-24		Sep-24		Oct-24		Nov-24		Dec-24

		Wage 1 Net Pay		£   2,007.94		£   2,007.94		£   2,007.94		£   2,007.94		£   2,007.94		£   2,007.94		£   2,007.94		£   2,007.94		£   2,007.94		£   2,007.94		£   2,007.94		£   2,007.94

		Wage 2 Net Pay		£   3,102.17		£   3,102.17		£   3,102.17		£   3,102.17		£   3,102.17		£   3,102.17		£   3,102.17		£   3,102.17		£   3,102.17		£   3,102.17		£   3,102.17		£   3,102.17

		Trust Funds		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0

		Stocks/ Share payouts		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0

		Universal Credit		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0

		Student Finance		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0

		Divident		£   - 0		£   - 0		£   600.00		£   - 0		£   - 0		£   600.00		£   - 0		£   - 0		£   600.00		£   - 0		£   - 0		£   600.00

		Total Income		£   5,110.11		£   5,110.11		£   5,710.11		£   5,110.11		£   5,110.11		£   5,710.11		£   5,110.11		£   5,110.11		£   5,710.11		£   5,110.11		£   5,110.11		£   5,710.11









Income



Wage 1 Net Pay	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	2007.94	2007.94	2007.94	2007.94	2007.94	2007.94	2007.94	2007.94	2007.94	2007.94	2007.94	2007.94	Wage 2 Net Pay	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	3102.17	3102.17	3102.17	3102.17	3102.17	3102.17	3102.17	3102.17	3102.17	3102.17	3102.17	3102.17	Trust Funds	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	0	0	0	0	0	0	0	0	0	0	0	0	Stocks/ Share payouts	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	0	0	0	0	0	0	0	0	0	0	0	0	Universal Credit	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	0	0	0	0	0	0	0	0	0	0	0	0	Student Finance	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	0	0	0	0	0	0	0	0	0	0	0	0	Divident	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	0	0	600	0	0	600	0	0	600	0	0	600	









EXPENSES

		EXPENDITURE		Jan-24		Feb-24		Mar-24		Apr-24		May-24		Jun-24		Jul-24		Aug-24		Sep-24		Oct-24		Nov-24		Dec-24

		Rent/Mortgage		£870.00		£870.00		£870.00		£870.00		£870.00		£870.00		£870.00		£870.00		£870.00		£870.00		£870.00		£870.00

		Council Tax		£0.00		£150.00		£150.00		£150.00		£150.00		£150.00		£150.00		£150.00		£150.00		£150.00		£150.00		£144.00

		Electricity		£80.00		£70.00		£60.00		£55.00		£40.00		£40.00		£30.00		£42.00		£55.00		£60.00		£80.00		£80.00

		Gas		£70.00		£70.00		£70.00		£70.00		£70.00		£70.00		£70.00		£70.00		£70.00		£70.00		£70.00		£70.00

		Water rates		£50.00		£50.00		£50.00		£50.00		£50.00		£50.00		£50.00		£50.00		£50.00		£50.00		£350.00		£50.00

		Food		£700.00		£700.00		£700.00		£700.00		£700.00		£700.00		£700.00		£700.00		£700.00		£700.00		£700.00		£700.00

		Car insurance		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£720.00		£0.00		£0.00		£0.00

		Car Tax		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£55.00		£0.00		£0.00		£0.00

		Fuel		£520.00		£520.00		£520.00		£520.00		£520.00		£520.00		£520.00		£520.00		£520.00		£520.00		£520.00		£520.00

		Child Care Costs		£620.00		£620.00		£620.00		£620.00		£620.00		£620.00		£620.00		£620.00		£620.00		£620.00		£620.00		£620.00

		Loans/Credit cards		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00

		Clothing shopping		£298.00								£648.00								£315.00		£370.00

		Savings for house renovation		£500.00		£500.00		£500.00		£500.00		£500.00		£500.00		£500.00		£500.00		£500.00		£500.00		£500.00		£500.00

		Savings for emergency		£200.00		£200.00		£200.00		£200.00		£200.00		£200.00		£200.00		£200.00		£200.00		£200.00		£200.00		£200.00

		Holidays		£0.00		£1,340.00		£0.00		£0.00		£0.00		£0.00		£2,679.00		£0.00		£0.00		£0.00		£0.00		£0.00

		Trainings		£0.00		£0.00		£99.00		£0.00		£0.00		£0.00		£0.00		£100.00		£0.00		£0.00		£290.00		£0.00

		Netflix subscription		£11.94		£11.94		£11.94		£11.94		£11.94		£11.94		£11.94		£11.94		£11.94		£11.94		£11.94		£11.94

		Gym subscription		£29.99		£29.99		£29.99		£29.99		£29.99		£29.99		£29.99		£29.99		£29.99		£29.99		£29.99		£29.99

tc={D9E3FAFC-6584-4166-BC61-D75A0931F552}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Possibly not required to pay

		Total		£3,949.93		£5,131.93		£3,880.93		£3,776.93		£4,409.93		£3,761.93		£6,430.93		£3,863.93		£4,866.93		£4,151.93		£4,391.93		£3,795.93

Possibly not required to pay





EXPENSES



Rent/Mortgage	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	870	870	870	870	870	870	870	870	870	870	870	870	Council Tax	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	0	150	150	150	150	150	150	150	150	150	150	144	Electricity	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	80	70	60	55	40	40	30	42	55	60	80	80	Gas	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	70	70	70	70	70	70	70	70	70	70	70	70	Water rates	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	50	50	50	50	50	50	50	50	50	50	350	50	Food	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	700	700	700	700	700	700	700	700	700	700	700	700	Car insurance	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	0	0	0	0	0	0	0	0	720	0	0	0	Car Tax	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	0	0	0	0	0	0	0	0	55	0	0	0	Fuel	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	520	520	520	520	520	520	520	520	520	520	520	520	Child Care Costs	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	620	620	620	620	620	620	620	620	620	620	620	620	Loans/Credit cards	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	0	0	0	0	0	0	0	0	0	0	0	0	Clothing shopping	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	298	648	315	370	Savings for house renovation	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	500	500	500	500	500	500	500	500	500	500	500	500	Savings for emergency	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	200	200	200	200	200	200	200	200	200	200	200	200	Holidays	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	0	1340	0	0	0	0	2679	0	0	0	0	0	Trainings	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	0	0	99	0	0	0	0	100	0	0	290	0	Netflix subscription	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	11.94	11.94	11.94	11.94	11.94	11.94	11.94	11.94	11.94	11.94	11.94	11.94	Gym subscription	45292	45323	45352	45383	45413	45444	45474	45505	45536	45566	45597	45627	29.99	29.99	29.99	29.99	29.99	29.99	29.99	29.99	29.99	29.99	29.99	29.99	
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