DS1 – My Digital Life 

[image: ][image: ]Microsoft Word

[bookmark: _Int_FzHJJXhS]I regularly use word as an essential tool in my academic and professional life, to complete assessments, write cover letters and update my CV. It makes it easy to create structured documents that look professional and well-presented. Overall, it plays a key role in helping me stay organised in both my studies and personal endeavours.

[image: ][image: ]Canva

Canva is a tool I often use to create visually engaging posts for business and personal use. In business, I use Canva to create promotional and informational content for services in an eye-catching way. In my personal life I use Canva to design posters and invitations for events. With the extensive range of design templates, tools, and actions on Canva it is easy to bring your ideas to life, it looks professional and creative and a tool with endless options.

[image: ][image: ]Square Appointments

Square appointments help me efficiently book and manage clients; I use it everyday to keep track of my upcoming appointments and availabilities all in one place. It allows me to stay organised and run a smooth and professional service.


[image: ][image: ]Chat GPT

I use Chat GPT to help support my ideas when doing both university and professional tasks. It aids in helping me improve my writing and check where I can make my work better. Overall, it is a tool I use to be more efficient and bring attention to any improvements I can make.





[image: ][image: ]CapCut

I use CapCut to create and edit videos for my business page; the videos I make are high quality and essential in causing traction online. The videos I make with CapCut look professional and attracts attention and increases reach from the audience. This tool is crucial in promoting my business and growing my online presence.


Reflection

Throughout my studies and daily life, I use this range of digital tools to help both in my studies and business life. Applications like these help me stay organised, create content, and manage tasks efficiently. I feel quite confident in using all these tools to produce professional work and keep my schedule daily. However, I do feel that I could improve on the efficiency in how I use Microsoft word, I’m still learning where and how to use some tools on there but can still complete most tasks using word, I’m hoping in this digital skills module I will become more fluent in word. Although I have not mentioned it, I would also like to improve my skills on using excel as I currently have limited knowledge of the application. I believe it would be highly beneficial in business by tracking revenue, profit, and the expenses in a clear and concise report. Overall, these tools play a significant role in keeping me organised and staying productive.
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