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Assessment of Digital Skills
Introduction
In my current work environment, digital literacy is no longer a choice. Technology is involved in almost all aspects of my work process. As a Duty Manager for a Hospitality organization, I use digital literacy daily. This reflective essay will assess my current level of digital literacy, the learning experience from the module, and the current utility of my digital literacy. (Eshet-Alkalai, 2004; Van Dijk and Van Deursen, 2014).

My Role and Use of Digital Tools
As a Duty Manager at a hotel, I am responsible for a wide range of operations and administrative tasks. The daily use of Microsoft Outlook to manage communication, respond to customer queries, verify staff absenteeism, and liaise with suppliers regarding deliveries plays a crucial role in enhancing efficiency in my daily operations. In addition, Outlook provides a fundamental platform for time management, enabling the scheduling of meetings amid a busy week of operations.
Furthermore, Microsoft Word is a daily used tool in creating professional communications, as well as preparing in-house documents and reports for the management team. In addition, Microsoft Excel plays a crucial role in supporting the operations-related aspects of my job, as it enables tracking of reservations, as well as managing relevant information on events and party planning in a clear and presentable manner. In essence, the entire MS 365 module provides a platform for supporting the various aspects of a professional, thus making it relevant and applicable (Microsoft,2024).

JISC Digital Discovery Tool – Self-Assessment
Before working through this module, I undertook the JISC Digital Discovery Tool assessment. (Jisc, 2023). The results gave me a candid and structured view of my strengths and weaknesses. The areas in which I performed strongly were Digital Identity Management and Digital Skills for Work. Both areas were identified as Proficient. This reflects the confidence I have developed over many years in my professional life, using digital tools in a management capacity. The areas in which I performed least well were at the Developing level: Digital Proficiency, Digital Productivity, Information Literacy, Data Literacy, and Digital Collaboration. I expected these results. I knew that while I was proficient in the basics, I realized that I was largely self-taught and relied upon the repeated use of familiar features. I recognized that I had failed to exploit the full potential of these tools. The results were useful in helping me to plan a more deliberate approach to digital development. The areas in which I performed at the Capable level were Digital Communication, Preparing for Digital Learning, and Digital Wellbeing. I thought these results were a fair assessment. I knew that I was comfortable in digital communication and managing my digital identity. I recognized that I could benefit from improving my use of shared calendars and that I should develop strategies to deal more effectively with email and digital overload.
LinkedIn Learning and Broader Digital Development
As a result of the JISC assessment, I took a number of LinkedIn Learning courses to address the identified gaps. (LinkedIn Learning, 2026). The courses included training in Microsoft Outlook, Word, Excel, Canva, and Microsoft Copilot, among other subjects, with each course directly relevant to my job requirements. The Outlook course helped me optimize my use of calendar and task-related features, enabling me to manage a hectic schedule better. The Word and Excel courses helped me gain a deeper understanding of these two applications, which I frequently use, enabling me to utilize their full potential.

Reflection and Next Steps 
In a sense, reflecting on this self-assessment exercise has helped me change my conceptualization of personal digital capability, in that I no longer automatically assume that “everyday usage” means that I am fully capable in these areas, but instead recognize that there is always more to learn, and that formal learning can have a significant impact in terms of actual benefits in the field (Beetham and Sharpe, 2019). I have been able to apply these ideas in my daily life, for example, by using Outlook more thoughtfully, as well as producing more polished and well-organized documents in Word. In terms of my personal goals, I hope to build on my skills in areas like data literacy and digital collaboration, as these are becoming increasingly relevant to my career trajectory.














TASK 2
LinkedIn Learning Certificates – Office 365
The following table summarizes all LinkedIn Learning certificates completed by Natachia Rodrigues (Tash Rodz on LinkedIn profile) as part of the BMSW4008 Digital Skills module. The certificate images are displayed below the table.

Certificate Images
The following pages will show the official LinkedIn Learning certificates earned during this module
· Outlook Essential Training (Microsoft 365) – Completed 27 Jan 2026
· Learning Microsoft 365 Copilot for Work – Completed 26 Jan 2026
· Learning Microsoft 365 Copilot for Work (2024) – Completed 28 Jan 2026
· Getting Your Website Online – Completed 28 Jan 2026
· Outlook Quick Tips (2022) – Completed 28 Jan 2026
· Nano Tips for Using Microsoft Office – Completed 30 Jan 2026
· Outlook: Time Management /Calendar and Tasks – Completed 30 Jan 2026
· Word Essential Training (Microsoft 365) – Completed 3 Feb 2026
· Canva Essential Training – Completed 9 Mar 2026Excel Essential Training 
· Excel Essential Training (Microsoft 365) – Completed 11 Mar 2026
· Excel: PivotTables for Beginners – Completed 11 Mar 2026
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TASK 3
The Relevance of Microsoft Excel in My Professional Role
Introduction
Microsoft Excel is arguably one of the most popular productivity tools in use globally (Microsoft, 2024). There are many reasons for this. The application is powerful and flexible. It allows individuals and organizations to store, manage, and present data in a way that is conducive to decision-making and day-to-day activities. For me, as a General Manager in a hotel environment, Microsoft Excel is not just an application. It is part and parcel of how I manage my activities. The essay is a reflective essay that examines the relevance of Microsoft Excel in my professional activities and the learning I have undertaken from this module. It also examines how I have come to appreciate the application.

Excel in Day-to-Day Hotel Management
There are a lot of moving parts to juggle in a hotel. Bookings must be monitored and cross-checked. The staff Rota must be planned and changed. Events and parties must be budgeted for. Delivery times must be coordinated with suppliers. Before this module, I had been relying on Excel to handle most of these tasks. However, it had been a basic use of the program. I had been using it for simple data entry. I had not been utilizing the full potential of the program.
One of the most important functions that Excel performs for me is the monitoring of bookings. A well-designed spreadsheet allows for a quick overview of the situation. Which rooms are booked? Who is arriving? When are they arriving? When are they leaving? Do they have any special requirements? This is a busy industry. Change is quick. Nothing must slip through the net. A spreadsheet is indispensable for a hotel. It allows for quick filtering, sorting, and searching.

Another area in which Excel is useful to me is the management of the staff rota. Creating a Rota that considers complex patterns of shifts, time off, and requirements for coverage is a complex task. A well-designed spreadsheet allows for a quick overview. This is useful because the hospitality industry is full of changes. A simple formula can be used to add up the hours worked for each member of staff. This is useful for payroll. 

Events, Party Planning, and Budget Management
 The   organization of events and parties at the hotel is a highly rewarding yet challenging part of my job. Every event needs a well-defined budget where income is compared to expenditure. This includes all aspects of the event, such as catering, decorations, staff, and entertainment. This is where the use of Excel can be highly beneficial. I can set up a template where the expected cost factors are included. I can enter the actual values as they are provided. I can calculate the actual values using the formula function. This not only helps manage the budgets for individual events but also provides a broader outlook on the types of events that are more profitable and where the event budgets are more likely to go wrong. By maintaining the data in a structured format in Excel, I can make more informed decisions on future events according to the data. 

Learning Through the Module – Excel Essential Training and PivotTables 
Over the duration of this module, I have completed two LinkedIn Learning courses focusing on Excel. (LinkedIn Learning, 2026).The first was “Excel Essential Training (Microsoft 365),” which I completed on 11 March 2026, following almost three hours of training. The second was “Excel: PivotTables for Beginners,” also completed on 11 March 2026. The training was extremely beneficial for expanding my knowledge of what can be done with Excel.
The training was extremely beneficial for expanding my knowledge of what can be done with Excel. The training introduced me to features I had not used or had only superficially used before, such as complex formula construction, conditional formatting, data validation, and chart creation. Conditional formatting was particularly interesting to me. The ability to visually format data to quickly identify overdue tasks or staff shortages is extremely valuable for improving the usability of spreadsheets. 
The training on PivotTables was extremely enlightening for me. I had heard of PivotTables before but had always found them to be intimidating. The training made me realize that PivotTables are one of the most powerful tools available for data analysis. The ability to analyze data would be extremely valuable for analyzing booking patterns over time or staff hours worked by the entire staff. 

Excel as a Tool for Professional Development 
Aside from its practical applications, the development of my skill in Excel has helped me build confidence in my professional life. The ability to create clear, precise, and presentable information through Excel is a skill that is demanded of individuals in management positions, indicating that they are competent individuals who are meticulous in their work. In presenting information to other individuals in management positions or even business owners, an Excel report is significantly more effective than simply presenting approximate numbers written on paper.
The development of my skill in Excel also has a broader dimension, which is related to digital literacy (Eshet-Alkalai, 2004). The ability to conceptualize data, its structure, its querying, and its effective representation is a skill that is applicable in a wide range of applications beyond just Excel alone (Van Dijk and Van Deursen, 2014). My understanding of Excel has also helped me build confidence in my ability to deal with data in general, allowing me to be more aware of the capabilities of digital technology in enhancing my work.
Conclusion
Microsoft Excel is not just a simple tool for creating spreadsheets; it is a powerful tool that, if utilized correctly, can greatly improve the management of a business. Through this module, I have transformed from a basic user into a user who recognizes the depth that Excel has to offer. Excel has become a more powerful tool for tasks ranging from monitoring bookings to planning staff Rota or budgeting for events. Not only has the learning acquired from this module filled gaps in my knowledge, but it has also provided a new outlook on the way that data is used that will undoubtedly affect my future.















References:
1.Jisc (2023) Digital Discovery Tool. Available at: https://digitalcapability.jisc.ac.uk/our- service/discovery-tool/
2.Microsoft (2024) Microsoft 365 for business. Available at: https://www.microsoft.com/en-gb/microsoft-365
3.Beetham, H. and Sharpe, R. (eds.) (2019) Rethinking pedagogy for a digital age:
principles and practices of design. 3rd edn. New York: Routledge
4.Eshet-Alkalai, Y. (2004) Digital literacy: a conceptual framework for survival skills in the digital era’, Journal of Educational Multimedia and Hypermedia, 13(1), pp. 93–106.
5.LinkedIn Learning (2026) Excel Essential Training (Microsoft 365). Available at:
https://www.linkedin.com/learning/
6.Van Dijk, J. and Van Deursen, A. (2014) Digital skills: unlocking the information
society. New York: Palgrave Macmillan.











image1.png
Prifysgol Cymru

Y Drindod Dewi Sant
University of Wales
Trinity Saint David





image2.png
Digital proficiency " Digital productivity M Information literacy M Media literacy

W Data literacy M Digital communication M Digital collaboration M Digital participation

MDigital creation M Problem solving M Digital innovation 1" Preparing for digital learning
1 Digital learning activities M Digital identity management M Digital wellbeing

I Digital skills for work




image3.png
Linked ] Learning

Outlook Essential Training (Microsoft
365)

Course completed by Tash Rodz
Jan 27,2026 at 07:33PM UTC - 2 hours 12 minutes

Top skills covered

Microsoft Outlook

Jer—

Shea Hanson, Head of Learning Content Strategy

Certificate ID: 01dBe779addeTebic697b10208312126263520205809d209884581 3172209





image4.png
Linked ] Learning

Learning Microsoft 365 Copilot for
Work

Course completed by Tash Rodz
Jan 26, 2026 at 09:29PM UTC - 49 minutes

Top skills covered

(AI for Business) (Microsofl Copﬂol) (AI Producuvily)

Jer—

Shea Hanson, Head of Learning Content Strategy

Certificate ID: f5709945224283535e506002c906012916717d9Tcf441bd9cdcec2aa5007577





image5.png
Linked ] Learning

Learning Microsoft 365 Copilot for
Work (2024)

Course completed by Tash Rodz
Jan 28, 2026 at 05:32PM UTC - 29 minutes

Top skills covered

(OFﬁce 355) (Microsofl cmlm) (Artiﬁcicl Intelligence (AI))

Jer—

Shea Hanson, Head of Learning Content Strategy

Certificate ID: 0053c821248e1b01484c20c3396465131208110904466a1d030c0c009006820





image6.png
Linked ] Learning

Getting Your Website Online

Course completed by Tash Rodz
Jan 28, 2026 at 04:53PM UTC - 57 minutes

Top skills covered

Shea Hanson, Head of Learning Content Strategy

Cartificate |D: 65157b824caf7680934471201e13501c8310ac0d2050b3a33eacaatect L1e84





image7.png
Linked ] Learning

Outlook Quick Tips (2022)

Course completed by Tash Rodz
Jan 28, 2026 at 06:30PM UTC -+ 27 minutes

Top skills covered

Microsoft Outlook

Jt—

Shea Hanson, Head of Learning Content Strategy

Certificate |D: 984c0cBe7280652561766a8114a6b257010941686 790 18320056080320 lfe:





image8.png
Linked ] Learning

Nano Tips for Using Microsoft Office
with Mike Tholfsen

Course completed by Tash Rodz
Jan 30, 2026 at 09:28PM UTC - 15 minutes

Top skills covered

Microsoft Office

Jer—

Shea Hanson, Head of Learning Content Strategy

Certificate ID: 4910d752089749b36973512ca6bdea2d6176d20d41061d92395 4810919b5 0.





image9.png
Linked ] Learning

Outlook: Time Management with
Calendar and Tasks

Course completed by Tash Rodz
Jan 30, 2026 at 10:50PM UTC + 1 hour 16 minutes

Top skills covered

(Time Mcr\agemenl) COuﬂcok Calendm> (Microsofl Oullook)

Jlerf—

Shea Hanson, Head of Learning Content Strategy

Certificate ID: 93c99c258ded099c211dbd60aad9B347961602c0e9eBIaB3734054c1a9541)





image10.png
Linked ] Learning

Word Essential Training (Microsoft
365) (2023)

Course completed by Tash Rodz
Feb 03, 2026 at 01:29AM UTC - 2 hours 33 minutes

Top skills covered

Microsoft Word

Jer—

Shea Hanson, Head of Learning Content Strategy

Certificate ID: cOd208fffdaTbe0d45c2056/b4Tebbc1607ba96AbbBTACAEI01233134096





image11.png
Linked ] Learning

Canva Essential Training

Course completed by Tash Rodz
Mar 09, 2026 at 06:34PM UTC - 2 hours 23 minutes

Top skills covered

Shea Hanson, Head of Learning Content Strategy

Certificate |D: a7995d546f6d67ac3cAbafda2al74ac0Lbd518AT15AB03C2d9875073c28211





image12.png
Linked ] Learning

Excel Essential Training (Microsoft
365)

Course completed by Tash Rodz
Mar 11, 2026 at 10:01AM UTC - 2 hours 56 minutes

Top skills covered

Microsoft Excel

Jer—

Shea Hanson, Head of Learning Content Strategy

Certificate ID: 2c654c3c8266527aTba26bdTId24c3026 1814157388581 742543338879b 1





image13.png
Linked ] Learning

Excel: PivotTables for Beginners

Course completed by Tash Rodz
Mar 11, 2026 at 10:32AM UTC - 26 minutes

Top skills covered

Jer—

Shea Hanson, Head of Learning Content Strategy

Certificate ID: 35084408037b917cBddA159536 549916096830 13cid341298436240cb 5409





image14.emf
budget tash.xlsx


budget tash.xlsx
Family Budget 2026

		Family of 3 - Annual Budget 2026

		Rufus, Natasha & Caetano

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

		INCOME

		Natachia (Gross)		£28,000		£2,333		£2,333		£2,333		£2,333		£2,333		£2,333		£2,333		£2,333		£2,333		£2,333		£2,333		£2,333		£28,000

		Natachia Tax (20%)		(£5,600)		(£467)		(£467)		(£467)		(£467)		(£467)		(£467)		(£467)		(£467)		(£467)		(£467)		(£467)		(£467)		(£5,600)

		Natachia (Net)		£22,400		£1,867		£1,867		£1,867		£1,867		£1,867		£1,867		£1,867		£1,867		£1,867		£1,867		£1,867		£1,867		£22,400

		Caetano (Gross)		£32,000		£2,667		£2,667		£2,667		£2,667		£2,667		£2,667		£2,667		£2,667		£2,667		£2,667		£2,667		£2,667		£32,000

		Caetano Tax (20%)		(£6,400)		(£533)		(£533)		(£533)		(£533)		(£533)		(£533)		(£533)		(£533)		(£533)		(£533)		(£533)		(£533)		(£6,400)

		Caetano (Net)		£25,600		£2,133		£2,133		£2,133		£2,133		£2,133		£2,133		£2,133		£2,133		£2,133		£2,133		£2,133		£2,133		£25,600

		Rufus (Gross)		£29,000		£2,417		£2,417		£2,417		£2,417		£2,417		£2,417		£2,417		£2,417		£2,417		£2,417		£2,417		£2,417		£29,000

		Rufus Tax (20%)		-£5,800		-£483		-£483		-£483		-£483		-£483		-£483		-£483		-£483		-£483		-£483		-£483		-£483		-£5,800

		Rufus (Net)		£23,200		£1,933		£1,933		£1,933		£1,933		£1,933		£1,933		£1,933		£1,933		£1,933		£1,933		£1,933		£1,933		£23,200

		TOTAL NET INCOME		£71,200		£5,933		£5,933		£5,933		£5,933		£5,933		£5,933		£5,933		£5,933		£5,933		£5,933		£5,933		£5,933		£71,200

		EXPENSES

		Rent/Mortgage		£14,400		£1,200		£1,200		£1,200		£1,200		£1,200		£1,200		£1,200		£1,200		£1,200		£1,200		£1,200		£1,200		£14,400

		Council Tax		£2,160		£180		£180		£180		£180		£180		£180		£180		£180		£180		£180		£180		£180		£2,160

		Electric		£2,400		£200		£200		£200		£200		£200		£200		£200		£200		£200		£200		£200		£200		£2,400

		Gas		£2,160		£180		£180		£180		£180		£180		£180		£180		£180		£180		£180		£180		£180		£2,160

		Water Rates		£720		£60		£60		£60		£60		£60		£60		£60		£60		£60		£60		£60		£60		£720

		Food / Groceries		£10,800		£900		£900		£900		£900		£900		£900		£900		£900		£900		£900		£900		£900		£10,800

		Fuel		£3,600		£300		£300		£300		£300		£300		£300		£300		£300		£300		£300		£300		£300		£3,600

		Car Tax		£1,440		£120		£120		£120		£120		£120		£120		£120		£120		£120		£120		£120		£120		£1,440

		Loans / Credit Cards		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

		TOTAL EXPENSES		£37,680		£3,140		£3,140		£3,140		£3,140		£3,140		£3,140		£3,140		£3,140		£3,140		£3,140		£3,140		£3,140		£37,680

		NET INCOME (Surplus/Deficit)		£33,520		£2,793		£2,793		£2,793		£2,793		£2,793		£2,793		£2,793		£2,793		£2,793		£2,793		£2,793		£2,793		£33,520






