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[bookmark: _Toc217066221]Assessment of Digital Skills 

[bookmark: _Toc217066222]Introduction
Digital skills are a key part of my daily experience as a student. I depend on digital tools for accessing learning materials, communicating with others, and managing coursework. Because technology is used so naturally in my studies, I wanted to take time to reflect on how effectively I use it. Completing the JISC Digital Capability assessment helped me better understand my current skills and areas for improvement.

[bookmark: _Toc217066223]JISC assessment overview 
Completing the JISC Digital Capability assessment made me more aware of how uneven my digital skills are. When I looked at the results, some areas reflected abilities I already feel comfortable using, while others showed gaps I had not really considered before. Seeing the results laid out visually made these differences more obvious. Instead of being discouraging, this helped me recognise which skills need more attention and practice. The badges I received also supported this reflection by showing specific areas where I have already started to build confidence.

[bookmark: _Toc217066224]Strength
One of the areas where I scored higher was digital wellbeing, which didn’t surprise me too much. I try to keep a healthy balance when I study online, mainly because I know I get easily distracted if I’m not careful with my time. I usually plan my work in shorter sessions, and I take breaks when I need them instead of pushing through. This helps me stay focused and avoid the feeling of being overwhelmed by constant online tasks. Seeing this reflected in the assessment reassured me that this habit is genuinely one of my strengths.
Digital communication is another area where I feel more confident, particularly in academic settings. I am used to communicating online with other students, whether that involves emailing about coursework or working together on shared documents. I find this easier than face-to-face communication in some situations, as it gives me time to think through what I want to say. This has helped me avoid misunderstandings and stay organised when working on group tasks.
[bookmark: _Toc217066225]Weakness
Problem solving was one of the areas where I scored lower, and this matched my own experience. When I encounter technical or digital problems, my first reaction is often to look for guidance rather than try to solve the issue independently. I can usually follow instructions once they are explained, but I sometimes struggle when I need to apply this knowledge in new situations. This has made me realise that I need more hands-on practice to build confidence when dealing with unfamiliar digital challenges.
Data literacy is another area where I recognised a clear need for improvement. While I can work with basic data, I often find more complex information difficult to interpret with confidence. Tasks such as using spreadsheets, organising data, or understanding what the numbers show can feel challenging rather than intuitive. This is something I have tended to avoid in the past, which has limited my confidence in using data effectively. The assessment made me realise how important this skill is, especially for decision-making in both academic work and future professional contexts.

[bookmark: _Toc217066226]SMART
To improve my weaker digital skills, I have set a realistic and structured action plan. During the current semester, I plan to focus on developing my problem-solving and data literacy skills. I will complete at least one Excel course on LinkedIn Learning and practise these skills by applying them to coursework and simple data-related tasks, such as organising information in spreadsheets. My progress will be measured by completing these activities independently and feeling more confident using data tools by the end of the semester. This approach will help me build practical skills that are directly relevant to my academic work.

[bookmark: _Toc217066227]Conclusion
Completing the JISC Digital Capability assessment helped me reflect more honestly on my digital skills than I had done before. It highlighted both the areas where I feel confident and the areas that still need improvement, particularly problem-solving and data literacy. Rather than seeing these weaknesses as negative, I now view them as important skills to develop over time. By working on them through practice and targeted learning, I feel more prepared to support my studies and build digital skills that will also be valuable beyond university.
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[bookmark: _Toc217066231]Task 3 
[bookmark: _Toc217066232]Essay on Relevance of Excel in professional and personal life.

[bookmark: _Toc217066233]1.Introduction
Microsoft Excel is widely used across education, business, and everyday financial management, making it an important digital tool in many contexts. It allows users to organise, analyse, and present data in ways that support clear decision-making. In both personal and professional settings, Excel is commonly applied to tasks such as budgeting, data analysis, and reporting. These uses reflect broader discussions around digital skills and the growing importance of working effectively with data in different contexts (Reedy and Parker, 2017). This essay explores how Excel supports these activities through practical examples and an embedded household budgeting spreadsheet.

[bookmark: _Toc217066234]2. Uses of Microsoft Excel Data analysis
Microsoft Excel is widely used for data analysis because it allows data to be organised and explored in a clear and structured way. By arranging information into tables with rows and columns, Excel helps users identify patterns, trends, and relationships within numerical datasets. Clear data organisation is essential for effective analysis and for reducing errors, particularly when working with financial or performance-related data (Broman and Woo, 2018).
Excel also supports basic analytical tasks such as comparing values across time periods, calculating totals, and monitoring changes in performance. Features such as sorting, filtering, and simple formulas enable users to manipulate data efficiently without requiring specialist technical skills. This makes Excel suitable for both educational and professional contexts as an entry-level data analysis tool (Powell and Baker, 2010).
In academic and organisational settings, Excel is commonly used to analyse financial data and key performance indicators. Its analytical value lies in its ability to present data in a transparent and interpretable format that supports informed interpretation and decision-making (Panko, 2008).

[bookmark: _Toc217066235]3. Excel for budgeting and financial planning 
Microsoft Excel is commonly used for budgeting and financial planning because it allows users to track income, manage expenses, and monitor financial goals in a structured and transparent way. By organising financial information into categories and time periods, Excel helps users develop a clearer understanding of spending patterns and financial priorities. This type of structured budgeting supports more informed financial behaviour, as individuals are better able to identify areas of overspending and adjust their plans accordingly.
Excel supports financial planning through the use of formulas and automated calculations, which reduce the risk of manual errors and allow figures to update instantly when data changes. Features such as totals, percentages, and comparisons across months help users evaluate financial stability and plan for future expenses. Research on financial literacy highlights that tools which support tracking and planning play an important role in improving financial decision-making and long-term outcomes (OECD, 2018).
In both personal and educational contexts, spreadsheets are widely used to support financial planning activities because they encourage active engagement with financial data. Xiao and O’Neill (2016) note that practical financial planning tools help individuals translate financial information into actionable decisions. Overall, Excel provides an accessible and effective platform for budgeting and financial planning by supporting organisation, accuracy, and financial awareness.

[bookmark: _Toc217066236]4. Reporting and data visualization in Excel 
Microsoft Excel is widely used for reporting and data visualisation because it allows numerical information to be presented in a clear and accessible format. Through the use of tables, charts, and summary calculations, Excel enables users to transform raw data into meaningful reports that support communication and understanding. Reporting in Excel is commonly used in educational and organisational contexts to summarise financial data, monitor performance, and present results in a structured manner.
Charts such as bar charts, pie charts, and line graphs play an important role in highlighting trends, comparisons, and changes over time. Visual representations allow users to interpret data more quickly than numerical tables alone, particularly when comparing categories or tracking performance across periods. Research on data visualisation suggests that well-designed charts improve comprehension by reducing cognitive effort and making patterns easier to recognise (Knaflic, 2020).
In business environments, Excel-based reports are frequently used to communicate insights to stakeholders and support decision-making. By combining calculated values with visual outputs, Excel helps ensure that analytical findings are both transparent and easy to interpret. Evergreen (2017) emphasises that effective visual reporting supports clearer communication of data-driven insights, making tools such as Excel valuable for everyday reporting tasks.

[bookmark: _Toc217066237]5. Excel as tool for decision making 
Microsoft Excel plays an important role in decision-making by enabling users to analyse data, compare alternatives, and evaluate outcomes based on numerical evidence. By bringing together calculated values, tables, and visual outputs, Excel supports a structured and logical approach to decision-making rather than reliance on intuition alone. This is particularly relevant when assessing financial choices, comparing scenarios, or identifying trends over time.
One of Excel’s key strengths in decision-making is its ability to support scenario analysis. Users can adjust input data and immediately observe how changes affect results, allowing different options to be evaluated in a transparent and consistent way. Digital tools such as spreadsheets help structure information and make complex data easier to interpret, which supports more informed and rational decisions (Sandhu, 2020).
In organisational contexts, decision-making increasingly relies on data-driven approaches supported by digital technologies. Tools like Excel allow users to compare alternatives, assess risks, and interpret outcomes using clear numerical evidence. As Pinto and Guarda (2020) explain, digital tools that support data organisation and analysis play a central role in improving the quality of decisions by making information more accessible and comparable. When designed carefully, Excel provides a reliable platform for supporting effective and informed decision-making.

[bookmark: _Toc217066238]6. Practical application: household income and expenditure spreadsheet
The embedded spreadsheet presents a clear overview of household income and expenditure across a twelve-month period. Data is organised into structured tables, with income and expense categories clearly separated to allow comparison between monthly values. This structure improves clarity and helps reduce the risk of misinterpretation when analysing financial information.
The spreadsheet uses the SUM function to calculate total income and total expenses automatically, improving accuracy and reducing the need for manual calculations. Savings are identified by comparing income and expenditure, allowing financial surplus or deficit to be recognised efficiently. A chart is also included to visually display financial data over time, supporting easier comparison of trends and aiding data-based decision-making.

[bookmark: _Toc217066239]7.Conclusion
Microsoft Excel remains a valuable and accessible tool for data analysis, budgeting, reporting, and decision-making. By enabling users to organise, analyse, and visualise data effectively, Excel supports informed financial and analytical decisions in both personal and professional contexts. The practical spreadsheet application further demonstrates how Excel skills can be applied to real-life scenarios, reinforcing its relevance in academic study and everyday decision-making.
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Spreadsheet.xlsx
Sheet1



				January		February		March		April		May		June		July		August		September		October		November		December

		Income

		Salary		£2,328		£1,754		£1,943		£1,676		£1,546		£1,897		£2,135		£1,986		£1,754		£1,765		£1,978		£2,440

		Bonus		£235		£0		£223		£0		£145		£125		£323		£167		£136		£0		£153		£600

		Salary 2		£2,467		£1,965		£2,147		£1,856		£1,784		£1,654		£1,786		£1,875		£1,673		£1,985		£2,357		£2,650

		Total Income		£5,030		£3,719		£4,313		£3,532		£3,475		£3,676		£4,244		£4,028		£3,563		£3,750		£4,488		£5,690



		Expenses

		Rent		£750		£750		£750		£750		£750		£750		£750		£750		£750		£750		£750		£750

		Food		£230		£150		£240		£200		£167		£190		£210		£235		£345		£226		£289		£395

		Council Tax		£125		£125		£125		£125		£125		£125		£125		£125		£125		£125		£125		£125

		Gas		£67		£67		£67		£67		£67		£67		£67		£67		£67		£67		£67		£67

		Electric		£68		£68		£68		£68		£68		£68		£68		£68		£68		£68		£68		£68

		Water rates		£66		£66		£66		£66		£66		£66		£66		£66		£66		£66		£66		£66

		Fuel		£85		£30		£20		£90		£50		£30		£60		£40		£35		£80		£45		£70

		Holiday saving		£400		£400		£400		£400		£400		£400		£400		£400		£400		£400		£400		£400

		Christmas Gifts		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£900



		Total expenses		£1,791		£1,656		£1,736		£1,766		£1,693		£1,696		£1,746		£1,751		£1,856		£1,782		£1,810		£2,841

		Savings		£3,239		£2,063		£2,577		£1,766		£1,782		£1,980		£2,498		£2,277		£1,707		£1,968		£2,678		£2,849






image9.png
DIGITAL SKILLS FOR
PERSONAL DEVELOPMENT
AND BUSINESS GROWTH
REFLECTIVE
PRESENTATION

BY
MIKLOS MARK GAL





image10.svg
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        DIGITAL SKILLS FOR PERSONAL DEVELOPMENT AND BUSINESS GROWTH REFLECTIVE  PRESENTATION     BY    MIKLOS MARK GAL      This Photo by Unknown Author is licensed under CC BY - SA - NC  


image11.png
OVERVIEW OF THE
MODULE

- Development of digital skills

- Reflection and practical learning

=Links to Tasks 1, 2 and 3





image12.svg
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               OVERVIEW OF THE  MODULE                                                              -    Development of digital skills    -    Reflection and practical learning -    Links to Tasks 1, 2 and 3


image13.png
TASK 1

JISC DIGITAL CAPABILITY ASSESSMENT

JISC Digital Capability assessment

Increased self-awareness

Reflection on current skills





image14.svg
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  TASK 1    JISC DIGITAL CAPABILITY ASSESSMENT     JISC Digital Capability assessment Reflection on current skills Increased self - awareness


image15.png
- ||Téellbeing

-Digital
Communication





image16.svg
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    SKILLS IDENTIFIED (STRENGTHS  AND WEAKER AREAS)                                                             Strengths  - Digital wellbeing - Digital Communication  Areas for  improvement  - Problem solving - Data literacy


image17.png
LinkedIn Learning
Courses

Office 365 Skills |

Practical skill
development




image18.svg
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  TASK 2 LINKEDIN LEARNING  COURSES                                     


image19.png
LEARNING THROUGH EXCEL

Applying Excel skills

- L S V
e e Pt D e

B ) %4"4rr£.¥uﬂ Bt ,I...A.. .

& WG = |

Do IS lnj .B DN ITL e
e

CPEP e AT AT D T e TN N T
=Tt ‘WWP_ ut J.“ 335
128 e

D= W o “r
N1 ®s
1 % Byfes -~ A .

U i X Mt

5 O ey SR M LK R, 08




image20.svg
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    TASK 3 LEARNING THROUGH EXCEL    Applying Excel skills   Data analysis and organisation   Budgeting and reporting 


image21.png
& L

LICATION: HOUSEHOLD
- SPREADSHEET





image22.svg
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      PRACTICAL APPLICATION: HOUSEHOLD  SPREADSHEET   Household income and expenditure  Use of formulas  Charts and decision making  


image23.png
REFLECTION
AND FUTURE
USE

Increased

digital
confidence

Future
career
relevance

Academic
CIpp|ICClTIOn





image24.svg
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     REFLECTION  AND FUTURE  USE                                                           


image25.png
@\e%ntation Feedback





image26.svg
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               THANK  YOU!!!                                                                    


