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Reflection on My Digital Skills: Strengths, Weaknesses, and Plans for Improvement
Completing the JISC digital skills assessment has really helped me understand where I stand with my digital abilities. It has given me a clear picture of my strengths, areas I need to develop, and how I can improve to succeed both academically and professionally (Jisc, 2019).
One of my main strengths is digital proficiency. I feel confident using digital devices, applications, and online tools, and I can usually pick up new programs or skills fairly quickly. When something doesn’t work as expected, I try to figure it out myself. I think this curiosity and problem-solving mindset is one of my strongest points. To build on this, I plan to keep experimenting with new tools and consider helping other students who might be less confident with technology. I feel teaching or sharing knowledge will also strengthen what I already know, as practising skills with others can reinforce learning (Kolb, 2014). I do arrange study groups at my house, and I think it has helped us all to face our challenges together.
Another area I feel strong in is digital productivity. I can organise my digital workspace, manage tasks efficiently, and adapt tools to suit my needs. I use cloud services, bookmarks, and calendars to stay on top of my work, which helps me manage deadlines and focus better. To improve further, I plan to explore apps, organise my files more effectively, and learn tips from other students on how they manage their workflow (Goodfellow & Lea, 2013).
I’m also confident in information literacy and digital communication. I can find and evaluate information effectively, and I understand the importance of referencing and copyright. I can communicate clearly through different digital channels, keeping my audience in mind. Going forward, I want to keep improving by trying out different ways of presenting information and engaging with different online communities professionally (Beetham & Sharpe, 2019).
But there are areas I need to work on. Media literacy and data literacy are both “developing” for me. I know I need to get better at searching media, spotting bias, and understanding how data is used. My plan is to practise using fact-checking tools, explore copyright-free resources, and take online courses to learn how to handle and analyse data properly. I also want to practise creating digital content that communicates information clearly and responsibly (Hobbs, 2017).
Digital collaboration and digital participation are other areas I want to strengthen. I sometimes find it challenging to work with groups online or participate actively in wider digital networks. To improve, I plan to practise using tools like shared documents and calendars and gradually get more involved in online discussions or professional networks, such as LinkedIn. Starting small, observing others, and then contributing will help me build confidence.
I also need to develop digital creation and innovation skills. I want to get better at producing digital content, like presentations, graphics, or simple web pages, and at trying new tools in creative ways. I plan to set aside time to experiment with these tools and reflect on how I can use them in my learning and projects. Similarly, preparing for digital learning is something I want to improve by customising my digital setup and practising with new apps or learning platforms as soon as I start using them.
Finally, digital skills for work are an area I need to focus on. I want to make sure I’m ready for the workplace by building professional digital skills, keeping my CV and portfolio updated, and learning the tools most relevant to my future career. I plan to research digital expectations in my field and take steps to make my online world professional and positive.
Overall, this report has shown me that while I have solid strengths in digital proficiency, productivity, communication, and information literacy, I have some important areas to develop. My plan is to take small, practical steps to improve in media literacy, data literacy, collaboration, creation, innovation, and workplace skills. By practising regularly, taking online courses, and reflecting on my progress, I can turn my developing areas into strengths and feel confident in using digital skills both now and in the future.
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A thousand words on excel 
From what I’ve learned by watching videos and tutorials, Excel is basically a program that helps you organise stuff, do calculations, and even make charts to see your data clearly (Microsoft, 2024). I think of it as a smart digital notebook: instead of writing numbers and lists on paper, you can type them in, and Excel will help you work with them faster and easier (GCFGlobal, 2024). People use it for all sorts of things—keeping track of money, planning projects, or making schedules. You don’t need to know everything to get started—you can just try the basics first and figure the rest out as you go (Purdue University, 2023).
When you first open Excel, the first thing you notice is the grid of boxes called cells. These cells are in rows going across and columns going down (Khan Academy, 2023). Each cell has a name, like A1, B2, or C3. At first, this seemed confusing, but I realised it actually makes things much easier later on when you want Excel to do calculations or link different parts of your data.
One of the main things I learned is that Excel can do math. Simple calculations are easy—you type an equals sign in a cell and then the calculation, like =2+3, and Excel gives you the answer (ExcelIsFun, 2022). You can also subtract, multiply, or divide the same way. This is really handy if you have a list of numbers you want to add or calculate quickly. Instead of doing it by hand, Excel does it for you automatically, saving time and avoiding mistakes.
Excel also has functions, which are like ready-made formulas for more complicated stuff. Functions can add a whole column of numbers, find averages, or even make decisions based on the data (TechTarget, 2024). For example, the SUM function adds all the numbers in a column automatically, which is a big time-saver. At first, functions looked confusing, but once I tried them, I realised how useful they are. You can even combine functions to do more advanced calculations later on.
Another thing I found really cool is AutoFill. If you type “Monday” in a cell and drag the small square in the corner down, it fills in the next days—Tuesday, Wednesday, and so on (Hawley, 2023). The same works for numbers, dates, or any repeated patterns. It’s amazing how much time this saves when making schedules or tracking things over time.
Sorting and filtering are super useful too. Sorting puts your list in order—like alphabetically or from smallest to largest—and filtering hides stuff you don’t need to see right now (TechTarget, 2024). This makes big lists easier to manage. I noticed it’s much easier to focus on the important information when you use these tools.
Making charts was one of the most interesting things I learned. Charts turn numbers into pictures, which makes data way easier to understand (Leila Gharani, 2023). For example, if I track monthly spending, a chart instantly shows which months cost the most. I found this much easier than scanning a long list of numbers. Excel lets you make bar charts, line charts, pie charts, and more, and you can change colours and styles to make them look nicer.
Formatting is something I noticed a lot in the tutorials. You can change fonts, colours, and make numbers bold to make your spreadsheet easier to read. Conditional formatting is even cooler—Excel can automatically change a cell’s colour depending on its value. For example, negative numbers could turn red (GCFGlobal, 2024). This makes it really easy to see important information at a glance.
Excel also lets you use multiple sheets in one file. It’s like having different pages in a notebook. You can use one sheet for expenses, another for a budget, and another for a schedule. Some sheets can even use information from other sheets automatically, which is really handy if your data is connected (Microsoft, 2024). This makes Excel feel flexible and powerful.
Something I realised is that Excel isn’t just for numbers. You can use it for lists, checklists, or schedules too. For example, you could make a to-do list, track workouts, or plan meals. It’s really flexible for organising all sorts of information (Purdue University, 2023).
As I got more familiar, I learned about more advanced stuff like data validation and pivot tables. Data validation checks that information is entered correctly, and pivot tables summarise large amounts of data quickly (TechTarget, 2024). I haven’t tried these much yet, but they seem super useful if you’re dealing with big projects.
Overall, what I’ve learned is that Excel is a tool to make managing information easier. It’s like a smart notebook where you can write things down, organise them, do math automatically, and make charts to see your information clearly (GCFGlobal, 2024). Even just knowing the basics—entering data in cells, doing simple calculations, and creating charts—can save a lot of time and make life easier. The more you explore and try things out, the more useful Excel becomes. It’s not as scary as it looks, and it can even be kind of fun once you get the hang of it.
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	INCOME
	3,350
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