Reflective essay
This essay is going to be about what we have covered in the past 4 weeks. During week one we were introduced to the subject which is digital skill. Digital skills are being able to use a computer/mobile phone confidently. A skill which is also especially important is being able to store your data securely, even using email and being able to connect through zoom correctly.
Something I have learnt is being able to write a professional email. By this I mean we have learnt is how to correctly write a subject line, how to ‘CC’ someone into the email and ‘BCC’ someone in. ‘BCC’ is adding someone into the email secretly which means that only the sender of the email knows that the person as added in. We have learnt how to greet someone correctly and choosing whether it should be formal or informal, how to end the email depending on the person receiving the email. One thing you must remember is to clearly state why you are emailing the person as some may not understand what the email is for.
Another thing I have learnt about is artificial intelligence (AI). Artificial intelligence is a computer robot which stimulates a ‘human,’ but it will do it 100x faster than a human could. AI will do any given task within seconds. We also learnt about the ethic of using artificial intelligence. For certain things you may be able to use it however you cannot copy and paste answers from there. You may be able to paraphrase or ask them for the structure of writing an assignment, but once again you cannot plagiarise what you have read.
Lastly, we learned about Microsoft 365. During this lesson we learned about how to properly structure our assignments and how to apply formats and references. We were discussing excel, teams, power-point and one drive. We have learnt how to confidently use these web engines without additional help. Office 365 has all these features in one app. Whilst discussing Microsoft teams we have learnt how to effectively use the interface, how to create or join a team meeting and what the channels are used for. The channels you create yourself to organise files and chats for each topic. When you have a scheduled meeting, it is also interlinked with outlook calendar. Word and PowerPoint also have already formatted documents/power-points with different templates and styles and automation tools. These features enhance productivity by letting you focus more on content that the presentation of it.
In conclusion, I have learnt a lot in the past couple of weeks about different digital tools and how to use them. Knowing how to correctly use different digital tools is particularly important as now everything is done through a computer and no longer done on a piece of paper. Being able to comfortably use these will help you so much more when it comes to apply for jobs because they will know you will not need help when it comes to doing certain things on a computer.


