In the last four weeks of Digital Skills for Personal Development and Business Growth, I learned a lot about how technology can help us in our work and personal life by being more organized and efficient. Each week we looked at different tools, like understanding the module and exploring apps like Outlook, Microsoft 365 and AI. I can already see that these lessons are influencing my studies, communication skills and personal development. 
During the first week, the induction really helped me with what I should expect to be learning. I came to understand how digital skills are essential in our everyday lives and careers nowadays. It made me think about my existing skills and the areas I want to improve in, like time management and my confidence when talking in front of other people, which feels hard for me as English is my third language and sometimes I get shy talking in front of new people. It was nice to see that this module is not only focused on learning software but also about personal development, which I think will help me at the end of the semester for my presentation. 
In week two, we looked at Outlook and task management. I learned how to sort my emails and now feel confident in doing so. Setting up meetings was something I did not know we could do on Outlook, and now I feel confident in setting up a meeting and using the calendar. Getting used to Outlook made me think that it’s not just about sending and receiving emails but that we can be more productive with using it, and it has made me feel more in control of my work. 
Week three was about artificial intelligence. It was interesting to see that it has such an impact on our everyday lives. We explored different forms of AI such as the most popular one ChapGPT. We learned that it’s not something that should be feared but rather how it can help us with our learning and creativity when used responsibly. We were shown how it can hallucinate while giving out information to us and making it sound like it’s the truth. We were taught the basics of cybersecurity and how we should be careful of our security and decision making.
During the fourth week, we moved on to Microsoft 365 and Word. While already knowing the basics, it introduced me to new features that I haven’t tried before. I got to learn about sharing documents, inserting references and saving to OneDrive. I now feel confident in using Microsoft Teams and know how to set up a meeting and create a chat group. 
Overall, the first four weeks have made me realize how digital skills are needed and essential for personal growth. I’m now feeling more confident using different tools, managing my time and keeping organized with the skills I’ve developed. I'm curious about the next part of this module and can’t wait to keep building my confidence in digital skills. 


