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Digital Skills for Personal Development and Business Growth
I started my university studies in January 2026 on the Employability Skills course. One of the modules included in the course is Digital Skills for Personal Development and Business Growth. This module focuses on helping students understand the importance of digital skills and how these skills can support both academic success and future career opportunities. In modern society, technology is used in almost every area of life, so developing strong digital abilities has become an important part of higher education.
Digital skills can be described as the ability to use technology to locate information, assess whether it is reliable, create digital content and communicate ideas effectively. These abilities are important because they allow individuals to participate fully in a world that increasingly depends on technology and digital communication (UNESCO, 2023). As digital systems continue to evolve, students and graduates are expected to adapt to new tools and platforms quickly. Because of this, employers now place a strong emphasis on digital competence when recruiting graduates (Ball, 2025). Reflecting on this made me realise that improving my digital skills will not only help with my university work but will also prepare me for the expectations of future employers.
In the past, education mainly focused on core academic skills such as reading, writing and mathematics. While these are still essential, digital literacy has become increasingly important in recent years. Some education specialists now refer to digital literacy as the “fourth pillar” of education, highlighting how important it has become alongside traditional learning skills (Society for Education and Training, 2017). Digital literacy is not simply about knowing how to use technology. It also includes understanding how to use digital tools safely, responsibly and effectively. Research has also shown that developing digital literacy supports student engagement and helps learners adapt to technology-rich learning environments (Ng, 2012).
Technology now plays a major role in everyday activities. People regularly use digital devices for communication, accessing information, completing work tasks and entertainment. Because of this, students need to develop confidence when using digital tools if they want to succeed academically and professionally. Being comfortable with technology can help students complete coursework more efficiently and prepare them for the digital demands of modern workplaces (Learning.com, 2023). From my own experience so far at university, many learning activities already rely heavily on digital platforms.
As part of this module, I completed a digital capability self-assessment. The aim of the assessment was to help me understand my current level of digital skills and identify areas where I could improve. The results suggested that overall I am currently working at a capable level in most areas. Although this was encouraging, the assessment also showed that there are still areas where I need to develop further. In particular, I need to strengthen my skills in information, data and media literacies, digital problem solving, and digital creation.
After reviewing my results, I used the DigiSkills learning materials available on Moodle. I completed several of the online learning activities that focused on the areas where I needed the most improvement. These activities introduced me to different digital tools and techniques that can help improve my confidence when using technology. Completing these resources also helped me understand that digital skills can be developed gradually through practice and experience.
The results shown in the spider graph highlighted several areas where I performed strongly. My strongest areas were Digital Wellbeing, Preparing for Digital Learning, Digital Communication, Digital Productivity and Digital Identity Management. These results suggest that I am able to manage my use of digital technology in a responsible and balanced way. They also show that I am comfortable using digital platforms to communicate with others and organise my work effectively. In addition, the results indicate that I understand the importance of maintaining a professional online presence and managing my digital identity carefully. These strengths are useful for university study because digital platforms are regularly used for communication, accessing learning materials and submitting coursework. Recognising these strengths helped me feel more confident about the skills I already have.

SMART Goals for Developing My Digital Skills
To improve the areas where my digital skills were weaker, I created several SMART goals. These goals will help me focus on specific improvements and monitor my progress over time.
Information, Data and Media Literacies
One of my goals is to improve my ability to search for, evaluate and use digital and academic information more effectively. To achieve this, I plan to complete at least three additional DigiSkills modules and apply what I learn when completing my assignments. I will also set aside time each week to practise using academic databases and online search tools. Developing these research skills is important because university assignments require reliable and well-evaluated sources. Research shows that strong digital information literacy skills help students produce more effective academic work (Ng, 2012). My aim is to achieve this improvement before returning to university after the Christmas holidays.
Problem Solving
Another goal is to strengthen my digital problem-solving skills. This includes learning how to deal with technical issues, analyse digital tasks and choose the most suitable tools for completing them. I plan to test at least two different problem-solving strategies when completing coursework and reflect on how they improve my confidence and efficiency. I will practise these skills using online tutorials, university support resources and real assignment tasks. Digital problem solving is important because it allows students to work independently and deal with unexpected technical problems. Developing this skill will help me become more confident when working with new digital platforms. I plan to develop these skills during the next academic term.
Digital Creation
My final goal focuses on improving my confidence in creating digital content. This includes producing presentations, infographics or multimedia materials. To develop this skill, I plan to create at least two pieces of digital content either for assessments or personal practice. I will use tools recommended on Moodle, such as Canva and advanced PowerPoint features, and also explore basic video-editing tools. These skills are increasingly used in university assessments and are also valued by employers (Ball, 2025). Improving this ability will allow me to present information more clearly and creatively. My aim is to complete these pieces of work before the Christmas break.

Reflection on My Digital Development
Developing my digital skills will have a clear impact on my progress at university and my future career. By improving my information and media literacy, I will be able to locate stronger academic sources and produce assignments that are supported by reliable evidence. This will help improve the overall quality of my academic work.
Improving my digital problem-solving abilities will also help me feel more confident when using unfamiliar platforms or dealing with technical issues. Being able to resolve problems independently will allow me to work more efficiently and reduce the stress that sometimes comes with using new technologies.
Developing my digital creation skills will help me present information more clearly and professionally in assignments and presentations. These abilities will also be useful when applying for jobs in the future, as many employers expect graduates to communicate ideas effectively using digital tools.
Overall, reflecting on my digital capability has helped me recognise both my strengths and the areas where I need to improve. Research also highlights that students who actively develop digital skills are better prepared for both academic learning and professional environments (Jisc, 2022). By continuing to develop these skills throughout my studies, I will become a more confident learner and better prepared for a workplace that relies heavily on digital technology.
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The Relevance of Microsoft Excel in Professional and Personal Life
Introduction
Microsoft Excel is one of the most commonly used computer programs for organising and analysing information. It is used in many different areas including business, education and everyday life. Excel developed from earlier spreadsheet software created by Microsoft, with one of the first programs being Multiplan in the early 1980s. As computer technology developed, Excel eventually became the most widely used spreadsheet program and played an important role in modern office work (Encyclopaedia Britannica, 2025).
Today Excel is much more advanced than the earlier versions. It allows users to store large amounts of data, carry out calculations automatically and display information in charts or tables. Because of these features, Excel is used by professionals, students and individuals who need to organise data or complete tasks more efficiently. In my opinion, its flexibility is one of the reasons it has remained so popular for many years. This essay will explore how Excel is used in professional environments, how it can help with everyday personal tasks and why it is also useful for students in education.

Excel in Professional Environments
One of the main reasons Excel is widely used in professional environments is because it can perform calculations quickly and accurately. Many businesses deal with financial information, sales figures or performance data on a daily basis. Excel includes built-in formulas and functions that make it easier to analyse this information. For example, formulas such as SUM, AVERAGE and IF can calculate totals or compare values automatically (Microsoft, 2024). This saves time and reduces the chance of human error compared with calculating everything manually.
Another key benefit of Excel is its ability to organise large amounts of information. Many organisations collect data about customers, products and services. Without a system to organise this data properly, it can become confusing and difficult to analyse. Excel allows users to sort and filter information, making it easier to find specific data when needed. One useful feature is the PivotTable, which can summarise large datasets and highlight patterns within the data (University of Manchester Library, 2023).
For example, a retail company might use Excel to record monthly sales figures and compare performance across different locations. By analysing this data, managers can identify which products sell best or which stores are performing better than others. This information can then be used to improve marketing strategies or manage stock more effectively. In this way, Excel helps businesses make decisions based on data rather than guesswork.
Excel is also useful for presenting information clearly. Large tables of numbers can sometimes be difficult to understand, especially when presenting information to colleagues or managers. Excel includes different types of charts and graphs which allow users to visualise their data. For instance, bar charts, line graphs and pie charts can show trends or comparisons more clearly (University College London, 2022). A manager might use a line graph to show how sales have changed over the past year. Seeing the data visually often makes it easier for people to understand what is happening.

Excel in Personal Life
Although Excel is often linked to business or office work, it can also be very useful in everyday personal life. One of the most common examples is personal budgeting. Many people use spreadsheets to track their income and spending each month. By recording expenses such as rent, groceries and bills, individuals can see where their money is going.
Excel makes this easier because formulas can automatically calculate totals. For example, the SUM formula can add up all expenses in a category and show the total amount spent (MoneyHelper, 2023). This allows individuals to compare their spending with their income and decide whether they need to reduce certain expenses.
Using Excel for budgeting can also help people become more aware of their financial habits. For example, someone might realise they are spending more money on entertainment or takeaway food than expected. Once this becomes clear, they may decide to make small changes to their spending. Over time, this can help individuals save money or plan for future financial goals.
Excel can also be used for organising everyday activities. Many people use spreadsheets to manage schedules, plan events or track tasks. For example, someone planning a holiday might use Excel to organise travel details, accommodation costs and daily budgets. It can also be used to create study schedules or keep track of assignments and deadlines. Because spreadsheets can easily be edited and updated, they are a simple but effective way of staying organised (FutureLearn, 2022).

Excel in Education and Student Life
Excel is also very useful for students and academic work. Many university courses require students to collect and analyse data as part of their assignments. This is common in subjects such as business, economics, science and social sciences. Excel allows students to organise information clearly and perform calculations more efficiently.
For example, if a student conducts a survey for a research project, they can record the results in Excel and analyse the data using formulas or charts. This makes it easier to identify patterns or trends within the data (Jisc, 2023). Instead of manually calculating results, Excel can process the information much faster.
Another advantage is that Excel helps students present their work more clearly. Charts and graphs can be used to show research results in a visual format. This often makes it easier for lecturers or readers to understand the findings. For example, a pie chart might be used to show the percentage of responses in a survey.
Learning how to use Excel is also beneficial for future careers. Many employers expect graduates to have basic digital skills, including the ability to work with spreadsheets. Excel is commonly used in many jobs, including finance, marketing, administration and project management. Having experience with Excel can therefore make students more employable after graduation (University of Leeds Digital Education Service, 2024).
In addition, using Excel encourages students to develop logical thinking and problem-solving skills. When working with formulas or datasets, students must think carefully about how the data is organised and how calculations should be applied. These analytical skills are useful both in academic work and in professional environments where decisions often depend on data.

Conclusion
Overall, Microsoft Excel remains one of the most useful digital tools in modern life. In professional environments it helps organisations manage financial information, analyse data and present results clearly. Features such as formulas, PivotTables and charts allow businesses to understand information more easily and make better decisions.
Excel is also useful in everyday personal life. It can help individuals manage their finances, track expenses and organise tasks or events. By keeping information in one place, spreadsheets make it easier to stay organised and plan ahead.
For students, Excel provides an important opportunity to develop digital and analytical skills. It helps with data analysis, research and presenting information clearly in academic work. These skills are also valuable in many future careers. Because of its flexibility and practical uses, Excel continues to be an important tool in professional, personal and educational contexts.
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