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Task 1 
Assessment of Digital Skills 
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Introduction
Digital skills play a crucial role in modern life, influencing how individuals learn, communicate, and engage with technology. As society becomes increasingly digital, having strong digital capabilities is essential for academic success, employability, and effective participation in everyday tasks. Digital skills range from basic functions, such as navigating online platforms, to more advanced abilities involving critical thinking, digital creativity, and data analysis. Because of this wide range, it is important for individuals to understand their current level of digital competence and identify areas for improvement.
One tool designed to support this development is the Jisc Discovery Tool, which provides an effective way to evaluate personal digital strengths and weaknesses. The tool presents users with a series of structured questionnaires covering different aspects of digital capability. Upon completion, it generates detailed feedback explaining the user’s current skill level and offering guidance on how to improve. This resource is particularly beneficial for students, as it encourages reflection on one’s digital habits, confidence, and areas requiring further development. After using the Jisc Discovery Tool, I received a set of results highlighting both strengths and weaknesses in my digital skillset. This report will examine those findings and discuss how I plan to enhance my abilities as a learner. (JISC Discovery)
Strengths
[bookmark: _Int_oL0JzBd8]A key strength found in my results is my ability to use digital communication and collaboration tools effectively. Platforms such as Microsoft Teams and Outlook are essential for maintaining organised communication in academic and professional environments. I consider this an area of confidence because I consistently aim to author emails that are formal, clear, and professionally structured. Effective communication is important not only for conveying information but also for proving credibility and building positive relationships with peers, tutors, and colleagues.
Microsoft Teams supports strong collaboration. One of its most significant advantages is its seamless integration with the wider Microsoft 365 suite. This allows users to access tools such as Planner, SharePoint, OneDrive, and Outlook without leaving the Teams environment. As a result, workflow becomes more streamlined, and teamwork becomes more efficient and organised (Syskit, 2024). My confidence in using these tools enables me to take part in group discussions, share documents, manage tasks, and communicate effectively in digital spaces. This strength contributes positively to my academic performance and my ability to collaborate in both formal and informal contexts.

Weaknesses
Although I have strengths in communication, my Jisc Discovery results also highlight several weaknesses, the first being finding reliable information and resources. While I can locate information quickly, I do not always take the necessary steps to verify whether the information is factual or whether the author is credible. This is a significant issue in the digital age, where misinformation is increasingly common. Youth Employment UK (2022) notes that individuals sometimes publish false information deliberately, either to be malicious or to spread a certain message or agenda. This type of misinformation can lead people to form inaccurate opinions or rely on unreliable data. Because of this, it is important to follow a proper research process. One method that can help is using the CRAAP Test, which evaluates a source based on Currency, Relevance, Authority, Accuracy, and Purpose.
[bookmark: _Int_I3IiVe0k]Another weakness identified is digital creativity and problem-solving. I sometimes struggle to interpret data or understand how to apply digital tools creatively to solve problems. Critical thinking is essential when working with digital information, and this is an area where I lack confidence. To overcome this weakness, I can use online platforms that encourage creativity, collaboration, and feedback. Engaging with these platforms allows individuals to share work, receive constructive comments, and learn through trial and error (Ashhe, 2024). Over time, this practice can help strengthen my problem-solving skills and build confidence when faced with unfamiliar digital tasks.

Conclusion
In conclusion, the Jisc Discovery Tool is a highly effective way to assess one’s digital capabilities and identify areas for improvement. It covers a wide range of skills necessary for success in today’s digital environment and provides clear feedback tailored to each user’s needs. From my results, I have learned that digital communication and collaboration are strengths of mine, particularly when using tools like Outlook and Microsoft Teams. However, I also recognise that I must improve my ability to evaluate information and develop stronger digital problem-solving skills. By following the guidance provided through the Jisc Discovery Tool and applying it consistently, I aim to strengthen these weaknesses. Continuing to develop my digital skills will support both my academic progress and my future success in an increasingly digital world.
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LinkedIn Learning Certificates for Office365
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Task 3 
Essay on Relevance of Excel in professional and personal life.

[bookmark: _Int_AbLOZMXe]Microsoft Excel is a spreadsheet program that helps people organise, calculate, and analyse information. It works by arranging data in rows and columns, while allowing users to create formulas, generate charts, and build models. The Corporate Finance Institute explains that Excel is widely used in areas like finance, accounting, and data analysis because it offers a flexible way to manage numbers and information (Corporate Finance Institute, 2024).
Over time, Excel has grown from a basic tool into a powerful programme that can be used for many different tasks. Its flexibility and ability to work well with other Microsoft applications make it a necessary tool in both professional and personal life.

[bookmark: _Int_BhiZjrxm][bookmark: _Int_2XcAMxW0]Excel is highly relevant today because it supports clear decision-making, improves organisation, and helps people work more efficiently. In workplaces, Excel is used for budgeting, forecasting, analysing sales, and creating reports. Global Edulink points out that Excel is used in many fields such as marketing, planning, human resources, and finance because it helps professionals keep track of critical information and show trends (Global Edulink, 2022).
In personal life, many people use Excel to manage their household budgets, track expenses, plan schedules, and organise personal projects. Its simple structure means that even beginners can create spreadsheets that help them stay organised.
Excel also plays a vital role in education. Students use it to analyse research data, complete assignments, and create graphs. According to Universitas Multimedia Nusantara, learning Excel helps students prepare for the job market, where digital and data skills are increasingly necessary (UMN, 2023). Therefore, Excel supports learning, work, and personal organisation in practical and meaningful ways.
To better understand Excel’s value, this section looks at two key advantages: its cost-effectiveness and its strong data analysis features.
Cost-Effectiveness
One major benefit of Excel is that it is cost-effective. Many organisations already have Microsoft Office, so they do not need to buy extra software to perform tasks such as budgeting or data analysis. AceProject explains that Excel is a cheaper option than specialised project management or analytical software, which often costs far more (AceProject, 2023).
[bookmark: _Int_378pypZR]Because Excel is already available on most computers, people do not need to spend money on new tools. This makes it especially useful for small businesses, charities, students, and individuals who need reliable software but have limited budgets. Free templates and online tutorials also help users get started quickly without needing professional training.
Excel’s affordability also supports digital learning. Many educational institutions include Excel in their software packages, meaning students can gain valuable digital skills without paying extra. This shows how Excel supports both learning and financial accessibility.
Advanced Data Analysis Tools
Another important advantage is Excel’s ability to analyse data effectively. It includes tools such as PivotTables, advanced formulas, charts, and the Data Analysis ToolPak. These allow users to interpret data, find patterns, and produce meaningful reports. AceProject notes that Excel can handle generous amounts of information and turn it into useful insights, even for people who do not have advanced technical skills (AceProject, 2023).
For example, PivotTables help users summarise large datasets quickly, making them ideal for financial reports or research projects. Conditional formatting helps highlight critical information, such as rising expenses or low-performing results. These tools help both professionals and individuals understand their data better and make informed decisions.
[bookmark: _Int_P2iKPvRq]Excel’s analysis features are one reason it is still widely used in offices, schools, and homes. Even though some tasks may require more advanced software, Excel provides reliable tools that meet most everyday needs.
Although Excel is extremely useful, it does have some limitations. Two of the most significant disadvantages are its vulnerability to human error and its limited ability to create advanced visualisations.


Vulnerability to Human Error
Excel is prone to human error because many tasks involve manual typing. Small mistakes—such as entering the wrong number, misplacing a decimal, or using the wrong formula—can lead to incorrect results. AceProject highlights that errors in spreadsheets can cause serious problems in businesses, such as inaccurate financial information or poor project planning (AceProject, 2023).
These risks grow when spreadsheets become more complicated or when several people work on the same file. Without proper checks, data can become inconsistent or misleading. Even in personal contexts, a simple mistake can affect a household budget or savings plan. Although Excel provides tools like data validation and formula auditing, they require time and knowledge to use effectively. This makes human error one of Excel’s most common problems.
Limited Advanced Data Visualisation
Excel also has limitations when it comes to advanced data visualisation. While it offers basic charts and graphs, it cannot match the advanced, interactive features found in modern tools like Tableau or Power BI. Sigma Computing explains that Excel struggles with large datasets, real-time data, and complex dashboards, which makes it less suitable for organisations that rely heavily on visual analytics (Sigma Computing, 2023).
Excel charts can sometimes appear crowded or difficult to interpret, especially when dealing with complicated information. This can make it harder to communicate insights clearly. As businesses increasingly depend on high-quality data visualisation, Excel’s basic charting tools may not always be enough.
[bookmark: _Int_ivmJYYZE]In conclusion, Microsoft Excel stays a useful tool for professional, personal, and educational use. Its ability to organise information, perform calculations, and support decision-making makes it essential in many areas of life. Excel’s cost-effectiveness and strong data analysis tools show why it is still widely used today.
However, Excel also has limitations. It is vulnerable to human error, and it does not offer the advanced data visualisation features found in newer tools. Still, when used carefully and appropriately, Excel provides immense value and continues to be one of the most useful and accessible digital tools available.
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Excel Spreadsheet
I have used formulas to complete my table and to complete the final monthly budget for a family of 4. 
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Task 4 
7 Minute Reflective Presentation
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Budget in a year for family of 4

|_catezory (per month) mmmmmmmmmmmmmm
Rent 875 900 850 875 900 925 10325
car 450 400 375 500 m 400 450 520 a75 400 85 500 475 5335
Food 300 350 370 345 275 300 325 275 2% 315 330 350 325 3825
Electric 150 200 100 125 95 130 120 125 140 115 135 140 145 1575
Gas 100 150 100 150 9 125 100 150 135 115 100 115 108 1,435

Other 250 300 250 300 200 225 150 200 250 225 195 200 225 2745
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