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Digital Skills for Personal & Professional Growth: 
	Effectively developing my digital skills throughout this module has been increasingly practical & eye-opening as an experience. Right at the beginning, I had believed that I already contained basic knowledge of computer, but then I realized that my set of professional digital skills go far beyond a simple utilization. Learning task management & structured email, tools of artificial intelligence, professional networking along with Microsoft Office 365 applications offered me help to properly understand how all the digital tools offer appropriate support to communication & productivity across real workplace and academic environments. 
	One such useful area for me was to learning email & Outlook task management. Earlier, I made use of email in a casual manner without offering much attention towards formatting, subject lines, scheduling or folders. With the help of a guided practice, I had typically learned how to document clear & professional emails, organization of inboxes by making use of flags as well as folders, along with an effective management of tasks & calendars in an efficient manner. This has brought notable improvement to my time management skills along with reduction of a change for missing all important deadlines or messages. 
	The aspect of Professional networking on LinkedIn was yet another important area of learning. I had specifically learned how to create a strong profile, document an appropriate summary, and put forward my skills & achievements in a clear manner. This made me think in an increasingly serious manner regarding my professional identity as well as how do I appear online. Now I do understand that networking is not just about connections but also regarding credibility & visibility within the professional community. 
	The module sessions upon Teams, Microsoft Word as well as PowerPoint had been specifically practical. In Word, I had typically learned to create documents in a properly formatted way utilizing headings, styles, layout tools & tables instead of just basic typing, only. Creation of appropriately structured documents had visibly shown me how the presentation impacts the aspects of professionalism as well as readability. Utilizing Microsoft Teams offered me help to have a detailed understanding regarding digital collaboration such as the likes of sharing files, attending meetings as well as effectively communicating across organized channels. This offered me with the visibility upon how the aspect of teamwork can effectively continue even when the people are not present physically. 
	Learning about Microsoft PowerPoint brought notable improvement to my confidence in creating several presentations. I had specifically learned to design the slides with much less text, clarified visuals & an improved flow. Now I need to have the focus upon audience understanding rather than just placing information upon the slides. 
	Overall, the learning journey of digital skills has integrated enhanced confidence into me, has made me organized & professional when it comes to utilization of technology. Now I visually see the digital tools not just as applications, but also a set of essential skills used for collaboration, communication & productivity within my academic along with career work, in future. 
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