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[bookmark: _Toc224509123]Introduction
As a requirement for my BMSW4008 module, I undertook the Jisc Discovery Tool assessment to assess my digital skills in various fields. This tool gave me a graphical representation of my existing skills in a petal chart, which indicated my existing skills and areas for improvement in various fields such as digital skills, information literacy, digital communication, digital creation, and digital wellbeing, among others. After the completion of the Foundation Level Student Question Set, I received the Jisc Discovery Tool completion badge, which is proof of my participation in this systematic self-assessment process. As stated by Jisc (2022), the Discovery Tool is intended to assist learners in taking stock of their digital skills and planning for systematic improvement, making it an excellent beginning for any digital skills journey
[bookmark: _Toc224509124]Assessment Findings
The petal chart generated by the Jisc tool showed that my relative strengths are in digital communication, digital collaboration, and digital participation, all of which have a clearly extended reach on the chart. This is consistent with my experience of using tools such as Microsoft Teams, Outlook, and collaboration tools in my academic and working life, including my position at DHL, where I have used digital tools on a regular basis for performance management and team collaboration. Information literacy is also a relative strength, which is consistent with the feedback I have received on my academic work, where I have been required to evaluate sources and write evidence-based essays. Eshet-Alkalai (2012) suggests that digital literacy is not a single skill but a set of related skills, and my chart confirms that my communication skills are stronger than my creative skills or technical skills.
Areas for Development
The areas where I have less-developed skills, as identified by the assessment, are digital creation, digital innovation, and problem-solving. These are represented by the shorter petals in the diagram above, which indicate my lack of experience with the tools of content creation, coding, and creative digital production. Digital literacy, which encompasses more technical skills, also identified an area for development. This is in line with the findings of Helsper and Eynon (2010), who suggest that while many users are digitally active, they tend to be consumption and communication-oriented rather than production-oriented. The fact that this area has been identified early in my academic program is beneficial, as it enables me to make targeted efforts to improve my skills rather than putting it off until it becomes a problem.
Digital Identity, Wellbeing and Safety

The findings also led me to reflect on the topics of digital identity management and digital wellbeing, which were identified as moderate but not fully explored topics. As I continue to establish my online professional identity, especially on LinkedIn, the need to understand how to manage my digital identity becomes increasingly relevant. Livingstone and Helsper (2007) argue that to be proficient digital users, we need to have more than just technical skills but also need to be aware of the social and ethical implications of digital engagement. The test has reinforced for me the need to be mindful of what I share online and to ensure that my online identity reflects my professional values.
Recommendations

Based on the results of the Jisc assessment, I have established three key areas for developing my digital skills further. Firstly, I aim to take an active role in using digital creation and innovation tools such as Canva and basic coding tools in order to develop the areas where my petal diagram was lowest. This will enable me to develop into a rounded digital professional rather than a person who communicates digitally but does not create. Secondly, I aim to continue developing my information and media literacy skills by critically evaluating sources as part of every piece of academic work, using critical thinking skills developed through LinkedIn Learning courses. Thirdly, I aim to develop my knowledge of digital safety and data privacy, which is especially important in light of the General Data Protection Regulation (GDPR) requirements that apply to both my academic and working life. As Dabbagh and Kitsantas (2012) suggest, self-regulated learners who actively seek out and fill skill gaps are more successful in digital learning environments, and this reflective assessment has enabled me to do just that.

Conclusion
The completion of the Jisc Discovery Tool and the achievement of the Foundation Level Student Question Set badge has been a truly valuable experience. It has given me a fair reflection of where I am now in terms of my digital skills, reinforcing areas in which I knew I was competent and identifying areas in which I had not previously considered myself to be deficient. The graphical representation of the petal diagram has made it simple to identify at which points I require further development, and the reflection process that has ensued has allowed me to focus my learning objectives for the remainder of my course. I am confident that by following the recommendations outlined above, I can improve my overall range of digital skills.
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[bookmark: _Toc224509126]Essay on Relevance of Excel in professional and personal life.
[bookmark: _Toc224509127]Introduction

In the digital workplace, the management, analysis, and presentation of data are highly valued skills. Microsoft Excel is one of the most used pieces of software globally, used by businesses of all sizes and types. For personal finance and business financial reporting, Microsoft Excel can be used as a flexible tool for numerical work. This essay will discuss the relevance and significance of Microsoft Excel using professional and personal life scenarios.

[bookmark: _Toc224509128]Excel in the Workplace: Data Analysis and Decision-Making

One of the major business benefits of Excel is the ability to turn raw data into insights. According to Rainer & Prince (2021), data analysis is the foundation of intelligent decision-making, and Excel helps users of any level analyse data without the need for programming skills. The ability of Excel to use the SUM, AVERAGE, IF, and VLOOKUP formulas allows users to easily calculate data with high accuracy, minimising human errors that would have otherwise resulted from doing the math manually.

In my current role of managing DHL stocks and investigating discrepancies, Excel is an essential tool in my day-to-day operations. When discrepancies in the stocks arise, Excel helps in tracking where the goods came from by cross-checking the purchase orders with the goods-in documents. The ability of the team members to share the documents helps in the management of data in real-time, ensuring the data is accurate and up to date. This would have otherwise taken longer without the use of Excel’s formula accuracy, as explained by Sarkar (2018). The tool is particularly beneficial in the logistics industry for data reconciliation using spreadsheet tools like Excel.

On the personal side, I don’t use Excel at home, but I understand the benefit of utilising it in managing my finances. For instance, I can create a spreadsheet to track my income, fixed expenses, and varying expenses, providing an overall picture of my financial situation. The spreadsheet included with this essay is an example of tracking income and expenditure, utilising formulas to calculate totals, surplus, or deficit, as well as displaying the results in chart form. This is an easy spreadsheet to create in Excel and does not require any advanced knowledge of the program, making it accessible to the public.

[bookmark: _Toc224509129]Excel as a Tool for Accuracy and Efficiency
One of the main issues when assessing Excel is its impact on accuracy. While manual input and calculation are inherently unreliable, especially when dealing with large amounts of data, this is not the case with Excel. For example, conditional formatting allows for anomalies to be easily identified by highlighting unusual numbers that fall outside of predetermined ranges, and data validation ensures that incorrect types of data are not inputted in the first place.
In the case of DHL, the shared file system means that everyone is aware of the current, accurate figures pertaining to the same set of data. This is important in an investigation, as the figures need to be accurate to track down the discrepancies in the stocks, as an erroneous entry in the log file can be misleading. Using formulas in Excel means that the calculations are automatically updated if the figure is changed.

This is in line with the arguments presented by Liengme (2015), which state that spreadsheet software fundamentally changes how people interact with the data, as repetitive calculations are no longer required, and the system becomes dynamic and reactive, with the overall quality of the data being improved.

[bookmark: _Toc224509130]Excel in Employability and Professional Development

The value of Microsoft Excel is not just about the tools but also about being more employable. Surveys of employers have found that Microsoft Excel is one of the most in-demand skills in the digital landscape across administration, finance, logistics, retail, and healthcare (Burning Glass Technologies, 2021). Having Microsoft Excel skills demonstrates that the individual is responsible with data and can work independently to improve productivity.
For young people entering or progressing in the workforce, learning Microsoft Excel skills while still studying is one advantage that stands out. This subject’s emphasis on learning various digital tools, such as Microsoft Excel, is timely given the skills gap that employers have identified in young people entering the workforce. In Digital Literacy Unpacked, Reedy and Parker (2017) assert that digital skills are not optional but fundamental to performance in almost every job.

[bookmark: _Toc224509131]Conclusion

Microsoft Excel is more than just a simple spreadsheet program. Rather, it is an incredibly useful and dynamic program that can aid in data analysis, financial planning, accuracy in business operations, and professional decision-making in an incredibly wide range of settings. Whether I am using Microsoft Excel on a day-to-day basis in my work environment, where stock analysis and sharing of information with other employees is necessary for business operation, or considering its use in creating a personal budget, Microsoft Excel continues to prove itself to be an incredibly relevant program. As the requirements of modern work life continue to change, having Microsoft Excel skills remains one of the most solid digital skills that an individual can master. The ability to utilise Microsoft Excel with confidence, not only to input data, but to understand and effectively present that data, will aid an individual in academic and professional success.
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Family Budget 2026

		Family of 3 - Annual Budget 2026

		Two Adults (with income) 

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

		INCOME

		Wage 1 (Gross)		£26,400		£2,200		£2,200		£2,200		£2,200		£2,200		£2,200		£2,200		£2,200		£2,200		£2,200		£2,200		£2,200		£26,400

		Wage 1 Tax (20%)		(£5,280)		(£440)		(£440)		(£440)		(£440)		(£440)		(£440)		(£440)		(£440)		(£440)		(£440)		(£440)		(£440)		(£5,280)

		Wage 1 (Net)		£21,120		£1,760		£1,760		£1,760		£1,760		£1,760		£1,760		£1,760		£1,760		£1,760		£1,760		£1,760		£1,760		£21,120

		Wage 2 (Gross)		£28,800		£2,400		£2,400		£2,400		£2,400		£2,400		£2,400		£2,400		£2,400		£2,400		£2,400		£2,400		£2,400		£28,800

		Wage 2 Tax (20%)		(£5,760)		(£480)		(£480)		(£480)		(£480)		(£480)		(£480)		(£480)		(£480)		(£480)		(£480)		(£480)		(£480)		(£5,760)

		Wage 2 (Net)		£23,040		£1,920		£1,920		£1,920		£1,920		£1,920		£1,920		£1,920		£1,920		£1,920		£1,920		£1,920		£1,920		£23,040

		Student Finance		£12,000		£1,000		£1,000		£1,000		£1,000		£1,000		£1,000		£1,000		£1,000		£1,000		£1,000		£1,000		£1,000		£12,000

		Other Income		£24,000		£2,000		£2,000		£2,000		£2,000		£2,000		£2,000		£2,000		£2,000		£2,000		£2,000		£2,000		£2,000		£24,000

		TOTAL NET INCOME		£80,160		£6,680		£6,680		£6,680		£6,680		£6,680		£6,680		£6,680		£6,680		£6,680		£6,680		£6,680		£6,680		£80,160



		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)		£42,480		£3,540		£3,540		£3,540		£3,540		£3,540		£3,540		£3,540		£3,540		£3,540		£3,540		£3,540		£3,540		£42,480
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