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Personal Reflection on My Digital Skills Journey

Personal Reflection on My Digital Skills Journey
Over the past four sessions, my digital skills have developed in ways that feel genuinely meaningful and personal. When I first began this journey, I knew I wanted to feel more confident using digital tools, especially because I’m constantly balancing university work with personal responsibilities and my own goals for the future. Technology used to feel like something I had to “get through” rather than something I could actively rely on. I would often approach digital tasks with hesitation, hoping I wouldn’t get stuck or slow myself down. Now, after building my skills step by step, I feel like technology is finally working for me, not against me.
One of the biggest areas of growth has been my confidence with Office 365. In the past, I tended to stick to the absolute basics. I would often avoid experimenting or exploring new features because I didn’t want to press the wrong thing, lose my work, or waste time trying to figure out how to fix something. These sessions gave me the space to learn without pressure. I now understand how to organise my files properly in OneDrive, which has honestly been a game-changer. Before, I’d save things everywhere and anywhere, making it stressful when I needed to find something quickly. Now everything has a place, and that sense of digital order has helped me feel clearer and more in control.
My skills in Word have also improved more than I expected. I’ve learnt how to format work professionally, use headings properly, and structure assignments so they look polished rather than rushed. These might seem like small changes, but for me they’ve made a massive difference. They reflect the effort I put into my studies, and they make my work feel more “mine, like I’m expressing myself clearly, confidently, and with pride.
Another major improvement has been in my research skills. Before these sessions, researching often felt overwhelming. I would scroll endlessly through websites, get distracted, or end up with far too many tabs open, unsure which information was actually useful. Now, I know how to search with intention. I’ve learnt how to identify reliable sources, use keywords more effectively, and save the resources I need in an organised way. This has massively boosted my confidence, because feeling more structured academically makes me feel more structured personally, too. Research no longer feels chaotic; it feels like something I can handle.
What stands out the most during this journey is the motivation it has given me. Over the last few years, I’ve experienced difficult periods in my life, struggles with mental health, setbacks in my business, and moments where I questioned my own abilities. Rebuilding my confidence hasn’t been easy. But these digital skills sessions have felt like stepping stones at a time when I needed them most. Each new skill I learn, no matter how small, reminds me that I am capable of improving, of growing, and of taking control of my future.
Even something as simple as creating folders, using clearer layouts in Word, or planning my research feels empowering because it shows progress. It shows that I’m not stuck where I used to be. I’m moving forward, and every time I apply these skills in real-time writing assignments, planning tasks, organising my work, I feel that push of “I can do this” getting stronger.
Time management has also become a much more conscious part of my digital development. I’ve learnt that giving myself structured time slots and using digital tools to plan my workload helps stop tasks from feeling overwhelming. When I divide my work into manageable pieces, I’m less likely to procrastinate or panic. Instead, I feel grounded and more in control. This is something I’m definitely going to continue because it supports both my academic progress and my well-being.
Across these sessions, I’ve also realised that digital skills aren’t just practical; they’re emotional too. Feeling confident using technology has made me feel more confident in myself. The more I learn, the more I trust my abilities. It has helped me rebuild parts of myself that felt unsure, reminding me that I’m capable of adapting and improving, even when life has thrown challenges my way.
Overall, I’m genuinely proud of how far I’ve come in such a short space of time. My digital skills are no longer something I worry about or avoid. Instead, they’re tools I can use to support my goals, my studies, and my future. My aim now is to continue developing these skills so I can achieve the ambitions I’ve set for myself with confidence. I’m proving to myself that no matter what setbacks I’ve faced, I’m capable of learning, improving, and building a future that feels stable, positive, and genuinely mine.

Digital Skills Summary Table
	Task
	Time Spent (hrs)
	Confidence Level

	Researching tools
	3
	High

	Practicing Office 365
	4
	Medium

	Building digital skills
	5
	High
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My Smart Plan

Specific:
Building on the progress described in my reflection, I will continue to strengthen my digital competence by focusing on three key areas highlighted throughout my essay: effective file organisation through OneDrive, professional formatting and academic presentation in Word, and purposeful research using reliable digital sources. I will apply these skills consistently across all upcoming university tasks to reinforce the confidence and structure I have begun to develop.
Measurable:
Progress will be monitored through several indicators. I will maintain an organised OneDrive system where all academic work is stored in clearly labelled folders. I will ensure that each new assignment demonstrates appropriate academic formatting, including headings, spacing, and structure. Additionally, I will use at least five credible, well-referenced sources for each major assignment to demonstrate improved research skills and critical digital literacy, reflecting the growth noted in my essay.
Achievable:
This goal is achievable because it builds on the practical foundations I have already established during my digital skills sessions. As explained in my reflection, I now have the confidence to navigate Microsoft 365 more effectively and engage with research in a more structured manner. The resources and tools required to meet this goal are already available to me, and the pace of improvement demonstrated so far shows that continued development is realistic.
Relevant:
This action plan directly supports my academic growth and personal development, both of which were central themes in my reflection. Strengthening my digital skills will enhance the quality of my assignments, reduce stress caused by disorganisation, and reinforce the sense of control and capability that I have been rebuilding. These improvements align with my broader academic ambitions and my long-term goal of using digital tools confidently in both educational and professional contexts.
Time-bound:
I will implement and maintain this action plan throughout the remainder of the academic term (approximately the next 10–12 weeks). I will review my progress every two weeks to evaluate what is working well, identify any challenges, and ensure that my skills continue to develop in line with the growth described in my reflection.
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Introduction
As someone who has been developing my digital skills, I’ve come to realise just how essential Microsoft Excel is in everyday life.
Whether I’m organising my personal finances, completing university work, or simply trying to make sense of data, Excel has quickly become one of the tools I rely on the most.
What used to feel overwhelming especially anything involving numbers, now feels manageable, thanks to how flexible, accessible, and user-friendly Excel is.
This essay explores the importance of Excel from my perspective, showing how I used it to create a clear and accurate household income and expenditure spreadsheet.
By using formulas, tables, and a chart, I learned how Excel supports real-life financial planning and helps build confidence with data.
Excel as a Tool for Data Analysis
Before improving my digital skills, I used to think Excel was only for people in finance or working at big companies.
But once I started learning how to use basic formulas and tools, I realised it’s actually perfect for everyday life, especially when I want to understand my spending habits or stay organised.
Features like sorting, filtering, and conditional formatting help me spot patterns that I would overlook on paper.
Even simple formulas such as SUM and AVERAGE make a huge difference when I’m checking totals or comparing numbers.
This is especially important for me because it reduces mistakes and gives me confidence that the information I’m working with is accurate.
According to Walkenbach (2018), accuracy and structure are key strengths of Excel and from my own experience, I completely agree.
Excel for Budgeting and Personal Financial Planning
One of the biggest ways Excel has helped me is with budgeting.
Excel and Decision-Making in My Daily Life
One of the things I found most surprising about Excel is how good it is for planning.
With tools like Goal Seek and What-If Analysis, I can test different financial situations without actually having to spend anything.
For example, if I wanted to save more money each month, I could use Goal Seek to check what would happen if I reduced certain expenses or adjusted my budget.
Excel instantly shows the results, helping me make realistic decisions instead of guessing.
This makes me feel more in control and more confident when planning my finances, both now and in the future.
Why Excel Is So Useful for Me Personally
What I appreciate most about Excel is that it’s accessible and easy to learn.
I’ve been able to build my skills step by step, and every time I learn something new, like a new formula or formatting option, I feel more capable and organised.
Excel is available on most devices, including laptops, tablets, and even my phone, which means I can update my information whenever I need to.
It also connects with other apps I use, like Word and PowerPoint, which makes working on assignments or personal projects much quicker.
For me, Excel isn’t just a digital tool; it’s something that has genuinely helped me build confidence, stay organised, and understand data in a way I never used to.
Conclusion
Through improving my digital skills, I’ve learned just how important and powerful Excel is in modern data management.
Whether I’m budgeting, analysing information, or preparing reports, Excel helps me stay accurate, organised, and confident.
The household income and expenditure spreadsheet I created shows how useful Excel is for everyday financial planning.
By using formulas, tables, and visual charts, I was able to turn simple numbers into meaningful information that actually supports my decision-making.
As technology keeps advancing, I know that being confident with Excel will benefit me in my studies, my future career, and my personal life.
For me, learning Excel hasn’t just been useful; it has been empowering.

Excel for Budgeting and Personal Financial Planning
One of the biggest ways Excel has helped me is with budgeting.
Trying to manage bills, shopping, and everyday costs can feel stressful, but setting everything out in a spreadsheet makes it much clearer.
It helps me stay in control instead of guessing where my money is going.
To show this, I created a personal household income and expenditure spreadsheet using the figures I was given.
This wasn’t just an exercise for the sake of it—it actually helped me understand how much I spend and how much I have left each month.
Here is the working Excel file I built:
Using Excel to create this spreadsheet made me feel more organised and gave me a better overview of my finances.
Here is the working Excel file I built:
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Introduction

Good [morning/attemoon], everyone. Today, I be presenting a eflection on my learning journey throughout this unit focusing on
what | have learned, how  learned it and how | put thatleaming into practice. Over the course of Task 1, Task 2, and Task 3, /'ve
been able to develop a deeper understanding of the ke concepts, apply new skills in practical contexts, and evaluate how
effectively 've used them to improve my work.

In Task 1, 1 began by exploring the foundational ideas and identifying the areas | needed to develop. Moving into Task 2, 1 applied
those insights through hands-on activitiss, which helped me understand not only the theory but also how it works in real
situations. Finally, in Task 3, | demonstrated how | implemented these skils independently, showing my progression and abilty o
transiate learning into action.

Throughout this presentation, | wil reflect on the methods that helped me learn best, how my confidence has grown, and what
these experiences mean for my future development,
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Why are digital skills important?

+ Essential for employability— most careers require digital tools and online communication
+ Boost productivity — helps complete tasks faster and more efficiently.

+ Supports learning — enables accessto online resources, research, and digital collaboration.

+ Improves everyday life - from managing finances to accessing services and staying connected
+ Keeps you safe online - helps identify risks, protect data, and use the internetresponsibly.

+ Prepares you for the future —technologyis always evolving, and digital skills help you adapt.
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Facts about digital skills

+ Digital skils are important to me because they support almost every part ofmy learing and development. | use digial tools daly—
whether Fm completing assignments, orgarising my work, esearching online, o communicating with tutors. As my confidence has
grown, these tasks have become more effcent and less overshelming

Through actiities ke the ISC Discovery Tool, v learned more about my strengths and the specifc digital areas | need to improve. This
has helped me set clearer goals and understand how developing these sidls will benefit me i the long term.

Digital sl aso matter to me because they are essential or uture employment. Most jobs now expect strong digial competency,from
using software to communicating professionally onlin. By improving my sklk now, 'm preparing myself o adapt confidently to new
technologies and future workplace expectations.

+ Overall, builing my digtal siils gues me greater independence, better opportunites, and the confidence to keep progressing.
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What | found difficult

+ Excel was challenging, especially formulas and organising data.

+ JISC Discovery Tool showed I'm proficient in most digital skills, but Excel is an area to improve.
+ Learning Excel required practice and patience to build confidence.

+ Feedback from Moodle helped me understand how to use digital tools more effectively.

« Reflection taught me that even difficult skills can improve with effort.
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What I've learnt so far

Sofar in this course, I've learned a lot about my own skills, especially in relation to digital confidence and how |
approach my work. One of the biggest things I've learned is how important it is to understand my own strengths and
‘weaknesses. Through tasks like the JISC Discovery Tool, I've become more aware of where I'm already doing well
and where | need to improve, particularly with communication, organisation, and using digital tools more
effectively. I've also learned how valuable feedback s. Uploading my work to Moodle and reviewing responses has
helped me see how | can make practical improvements, whether that’s trying new software, managing my time
better, or working more independently. Another key thing I've learned is how to reflect on my progress—thinking
about how | learn, not just what | learn.

Overall, I've gained more confidence, a clearer idea of my goals, and a better understanding of what I need to work
on moving forward.
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