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The first five weeks of the Digital Skills for Personal Development and Business class have provided me a good and practical foundation for coping with the problems I face at work and school. I didn't know much about digital tools before this course, and I wasn't sure how to use them well. But the workshops have taught me a lot more about how to utilise them in a manner that is useful, correct, and professional.
The initial week clearly defined the lesson structure and demonstrated the increasing significance of digital skills in all sectors of the business world. Consequently, it became increasingly apparent that the ability to operate technology is no longer merely a desirable asset in the workplace rather, it is an essential and anticipated skill. This instilled a sense of real world significance in the lessons that followed, which served as a source of motivation for me.
[bookmark: _GoBack]I had talked about Microsoft Outlook and organising tasks in a casual way earlier, so week 2 was on those things. The class taught me how to use email, keep track of my schedule, and set priorities for my activities in a more structured way. After thinking about it more, I notice that effective digital organization affects both my professional reputation and how well I do my job. The skills we talked about have already affected how I do my schoolwork and write letters, and I can see how they could be useful in a business situation too.
The third week of the program, which was all about LinkedIn and LinkedIn Learning, was the most crucial for my career and personal growth. Before this course, I hadn't done anything on LinkedIn and was primarily just utilising it. The session presented excellent information about how the platform operates, which is a great way to network, build your brand, and advance your career. I became a better student when I learned how to display potential employers my academic history and skills in a way that is clear and enticing. Also, the introduction to LinkedIn Learning offered me a simple and reliable approach to maintain getting better at my job, which I now consider as a crucial element of my long term career goal. After this lesson, I updated my biography, made my professional description sharper, and started taking classes and reading things that were vital to my career.
We covered Office 365, Word, and PowerPoint in weeks 4 and 5. Until these lessons, I had no idea how to utilise these applications. PowerPoint, Word, and the Microsoft suite gave me total grief. My knowledge has risen greatly after finishing all the courses. I can utilise them confidently and grasp their essential characteristics, something I couldn't say at the start. For Word experts, I learned document styles, layout, and organization. PowerPoint taught me about visual communication tips. Style, layout, and content organization effect audience engagement and message clarity, as I now understand.
In conclusion, these five weeks have changed my digital tool use from basic to intermediate. The study improved my abilities and helped me consider my work attitude and internet presence. My new abilities and knowledge will benefit me in university and at work.






