







DS3 Digital Portfolio 
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Introduction
This digital portfolio includes five related artefacts that were produced throughout the module: a business leaflet generated by ChatGPT, an example of a customer communication using WhatsApp, an Excel data-management task, an Excel customer feedback artefact, and an activity evaluating sources of information about social media marketing. They have been chosen as examples to show different aspects of digital competence and not because they are restating the same skill. The portfolio also demonstrates progression in the use of familiar communication processes to increasingly meaningful data analysis, content production, critical review and autonomous problem solving. This demonstrates the digital competence of using digital technologies confidently, critically and responsibly (Vuorikari, Kluzer and Punie, 2022).


Portfolio Item 1: Digital communication through WhatsApp
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Figure 1. WhatsApp customer enquiry and price-list example from DS1.
The first example is one WhatsApp message between a prospective beauty salon patron and the beauty. The image displays a screen capture of a customer clicking on a Facebook ad and inquiring about the cost of eyelash extensions and the earliest possible time for her to get an appointment. The image of a price-list is then sent in the chat. This artefact is evidence of a practical example of digital communication as the information is delivered fast and in an understandable way. It also demonstrates the direct trajectory from social media advertising to customer service and sales communication. As a consequence, the example is linked to a real business activity in class.
The most prominent skills demonstrated are around professional communication, customer needs, sharing digital content and using visual information. This is relevant because digital competence is not just a matter of knowledge, but of choosing the suitable digital competence in a specific context (Vuorikari, Kluzer and Punie, 2022). However, social media can also help to build direct customer relationships and contribute to the SME performance in the case of purposeful usage as part of a marketing strategy (Chatterjee and Kar, 2020).
Portfolio Item 2: Microsoft Excel
[image: ]
Figure 2. Excel appointment/data-management example from DS1.
The second one is the Excel work to arrange appointments and to review information. The original work informs that the use of Excel is used for monitoring weekly and monthly appointments and managing information. The reflection also picks up checking and removing duplicates and the use of the function COUNTIF. This is an example of a situation where information and data literacy are present as raw information is put into an organised form for planning and decision making.

The most important development is self-confidence. The work reflects awareness of errors in formula which, at times, can lead to doubt and the ability and desire to develop analytical skills. Identifying gaps in digital competence and maintaining them up to date are emphasized in the DigComp 2.2 specification. (Vuorikari, Kluzer and Punie, 2022). Digital confidence also is a key element for successful engagement in higher education, as shown in University digital-skills programmes (Morris et al., 2023). So the Excel activity is proof of both learning the technology and growing as a person.
Portfolio Item 3: ChatGPT and digital content creation
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Figure 3. ChatGPT-generated beauty-business leaflet example from DS1.
The third one is creating a leaflet for a beauty business using ChatGPT. The displayed details of services, customer benefits, location and contact information are displayed in a promotional way in the screenshot. The activity is designed to show the capacity to leverage an emerging AI tool for a practical application and not just to answer simple questions. Demonstrates good communication, planning, editing, and converting information to a customer-centered message
For effective use of AI, however, evaluation is necessary too. The output is not to be accepted blindly and without checking accuracy, suitability and professionalism. Recent studies demonstrate that the ability to use generative AI is not enough to be considered AI-literate, but rather is accompanied by an understanding of the ethical implications and the ability to assess its outputs (O'Dea et al., 2024). Research on higher education also shows that knowledge and attitudes towards AI are predictive of the adoption of AI tools for purposes (Delcker et al., 2024). Consequently, this activity demonstrates a shift in digital practice (technology as an enabling tool, not an evaluative tool); and human judgement is still responsible for the output.

Portfolio Item 4: Excel customer-feedback artefact
[image: ]
Figure 4. River Fitness pivot table and customer-feedback chart from DS2.
The fourth one is the activity where you ask the River Fitness customer for feedback. Each customer answer is categorized into satisfied, neutral and not satisfied in the original spreadsheet. There are 75 customers in total, with 46 of them being satisfied, 18 neutral and 11 not satisfied. After summarising the categories with a pivot table, the results are shown in a pie chart.
Several higher level skills are on display with this artefact including the ability to organically categorize data, to summarize data in a pivot table and to present the data in a visual format. Various chart types and colors were explored, labels were modified and feedback was added from tutors for consistent colors. This illustrates reasoning, evaluating and responding to feedback.
Activity is clearly real world business related. A manager will be able to quickly grasp the overall trend of customer satisfaction in the visual summary as compared to a long list of numbers. In today's digital marketing landscape and business research, the capability to translate information into valuable and meaningful evidence for decision-making is gaining increasing importance (Fu et al., 2024). Therefore, it is an activity that builds both skills in EXCEL and data-communicating.






Portfolio Item 5: Evaluating academic sources
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Figure 5. AS3 source-evaluation work showing author, relevance, reliability and difficulty analysis.
The fifth is the source-evaluation work about social media marketing and SMEs. The activity assesses the study of Chatterjee and Kar (2020) which has been peer reviewed and investigates why SMEs employ social media marketing and how it impacts their business performance. The work gives an explanation about the way that the source is found by the university library and google scholar with specified search terms. Then it uses the CRAAP approach to assess the authorship, date, relevance, reliability.
This activity is significant as part of digital competence, because it means the evaluation of information. Selecting one source that was related to the topic and that had empirical evidence. However, recent research has provided further evidence that social media usage remains pertinent to SME performance (Qalati et al., 2022; Amegbe, Zungu and Hanu, 2023; Fu et al., 2024). The study on digital marketing adoption among SMEs in Pakistan further reveals that managerial support, employee's IT literacy, cost and social influence are other factors that affect the adoption of digital marketing by the SMEs in Pakistan (Ali et al., 2023). As such the activity clearly involves a progression from information search to an evaluation of the reliability and usefulness of information.
Development and reflection
The best piece development is gaining independence across the five pieces. Some activities were challenging at the start due to questions about the use of Excel formulas, pivot tables, choice of chart, and the reliability of online information. These issues were overcome by rehearsal, feedback from a tutor, multiple attempts and the strategic use of digital tools. The River Fitness task is especially good evidence of development as multiple versions of the chart were tried and the better version was chosen. The source-evaluation task also demonstrates evidence of growth with authorship, publication, evidence and relevance having replaced the focus on the appearance of a website or article.
For customers: WhatsApp for communication; for information: Gmail; for academic and everyday documents: Word; for organising and analysing data: Excel; for content creation and problem solving: ChatGPT; for research: academic databases. This is evidence of contextualizing effective competence in digital skills. The tool isn't chosen arbitrarily, but instead based on the task.
The portfolio evidences engagement with literature. Research conducted since 2020 reveals that social media can provide assistance to SME marketing and performance (Chatterjee and Kar, 2020), and that organisational, technological and environmental factors are important to digital adoption (Qalati et al., 2022; Fu et al., 2024). The framework of DigComp is more comprehensive for information literacy, communication and content creation/problem solving (Vuorikari et al., 2022). The blend of this is of benefit to the future academic development and workplace performance of the portfolio.
Audio reflection script
This portfolio demonstrates my progression in the area of digital skills, supported by practical tasks. I chose some examples that reflect communication, data management, content creation, data visualisation and academic source evaluation. The WhatsApp case demonstrates how a real business can be aided by digital communication. The Excel example demonstrates how tools can use to schedule appointments and information. There was an increased level of confidence with repeated practice.
The River Fitness task proved very helpful as it did not just involve entering data, but also required much more. After checking the result I needed to group information, make a pivot table, select a chart and enhance the presentation. Feedback from tutors also helped me to gain an understanding of the importance of consistency and also clarity of visuals. I learned that a digital artefact should communicate a message and not just information that is correct.
The ChatGPT activity was an addition of another important skill. I read that generative AI can be used to generate business content, which still requires human verification. Accuracy and relevance, tone and ethical use continues to be significant. This supports the research which reveals that there is a difference between using AI and also evaluating it (O'Dea et al., 2024).
Lastly, critical thinking in the source evaluation task was developed. I learned that while a professionally-appealing website may be a legitimate source for learning in the academic realm, it is not necessarily so. Researching the source and evidence of an article, date, author, and journal, with relevance adds more credibility to the research. In general, confidence, independence and critical use of digital tools has increased. These skills promote study, work and daily activities.
Conclusion
The overall standard of the portfolio is satisfactory, and it shows evidence of the progression of a variety of digital skills, with it showing evidence of practical and reflective learning. Selected work demonstrates communication, analysis of data, visualisation, using AI to generate content, research and critical evaluation. The most significant development is in the use of digital tools with increasing functioning and purpose. The next steps towards further development include particular attention to advanced Excel analysis skills, using AI responsibly, and the ability to evaluate academic sources. These spaces can extend the achievements already reached and facilitate their participation with greater confidence in study, work and daily life with digital technologies.
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therefore were not accessible or usable for this task, while the remaining sources were written in
clear academic English, and were accessible and usable for this task.

Slide 5 — Evaluating Credibility: Author

Sayan Chatterjee and Arpan Kumar Kar are academics and have authored numerous papers on
information management and digital business. Their information systems research expertise helps
in strengthening the credibility of the analysis, as they have the expertise to understand the impact
digital systems have on business practices e.g., social media (Chatterjee & Kar, 2020). Author
expertise is important as it indicates that the research has been carried out by a person who is
knowledgeable about the information being provided, making it more credible than something
from a non-authority.

Slide 6 — Evaluating Credibility: Date and Relevance

The date of the source is also recent, 2020, and, especially in the world of social media platforms
and marketing techniques, up to date. Although this study was carried out shortly before the onset
of the COVID-19 pandemic, which has altered the adoption of digital in businesses, it still serves as
a very relevant baseline and the results are reinforced and corroborated in other more recent studies
carried out in the period between 2022 and 2024, which all reiterate the fact that social media is
significantly affecting the performance of SMEs ( Zhang & Zhu, 2022; Amegbe et al., 2023). This
is an indicator that the source is still relevant and hasn't been refuted by more recent research.

Slide 7 — Evaluating Credibility: Reliability

The source is reliable because it has been published in an academic peer — reviewed journal the
International Journal of information management, which implies that the research has been
reviewed in advance by other qualified researchers. The study also employs a simple empirical
approach, which means that the data is gathered directly from the SMEs, and not based on
anecdotal claims (Chatterjee & Kar, 2020). This aligns with what would be expected of a
trustworthy academic source, according to the CRAAP criteria introduced in Digital Skills, where
assessing authority, accuracy and purpose are important factors to consider when determining the
reliability of an academic source. The findings of similar peer-reviewed studies involving large
SME samples and using the same modelling technique, namely structural equation modelling,
further support this reliability and also arrive at similar conclusions (Abbasi et al., 2022; Keelson et
al., 2023).

Slide 8 — What I Found Difficult

The most difficult aspect of this was the narrowing down. Though many articles talked about social
media marketing, few specifically about SMEs and credible business gains and measurable results.
It was also hard to determine whether it was a good peer reviewed study or a sub-impression source
like an industry blog posting with hard numbers that lacked methods. It was really important for
them to learn to use the CRAAP test in order to determine whether a source was reliable or not, and
not assume that a source is reliable based on its professional appearance.
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