                                       [image: A close-up of black text

AI-generated content may be incorrect.]

Module Name: Digital Skills for Personal and Professional Growth
Module Code: BMSW4008
Assessment 1: E-Portfolio
Student Name: Esther Moran Avila
Student Number: 2508069
Lecturer : Philippa Fitzgerald 
Deadline: Friday 27 February 2026 23.59pm


















AI Acknowledgement

I used AI tools to help me understand the tasks and improve my English.
AI helped me with ideas, structure and grammar.

All the work I submitted is my own.
I read everything, edited it and made sure I understand it.

This portfolio shows my learning and my own progress.

































Contents
1.	Title Page
	2.	AI Acknowledgement
	3.	Contents
	4.	Task 1
	•	1.1 Overview of Digital Skills
	•	1.2 Summary of JISC Results
	•	1.3 Strengths and Weaknesses
	•	1.4 SMART Action Plan
	•	1.5 Evidence: Digital Badge
	5.	Task 2 – LinkedIn Learning
	•	2.1 Description of Completed Courses
	•	2.2 Reflection on Learning
	•	2.3 Evidence: Certificates
	6.	Task 3 – Microsoft Excel Essay
	•	3.1 Importance of Microsoft Excel
	•	3.2 Examples of Excel in Practice
	•	3.3 Embedded Spreadsheet (Table + Chart)
	•	3.4 Attached Excel File
	7.	References



Task 1 – Assessment of Digital Skills

Introduction

This assessment is based on my Digital Capabilities Report from the Jisc framework. Digital skills are very important in higher education because students use them every day for learning, communication, and assessments. Most university work is completed online, and students need to feel confident using different digital platforms. In this assignment, I will analyse my results from the report. I will identify two strengths and two areas that need improvement. I will reflect on my personal experience as a student and explain how these skills affect my learning. I will also create a SMART action plan to improve my digital skills in the future. Developing digital skills is important for academic success and for my future career (Jisc, 2022).



Strength 1 – Digital Communication

My first strength is digital communication. My report says my level is Capable. This means I can use digital platforms to communicate with other people in a correct way. In my daily life, I use WhatsApp, Instagram and email. At university, I use Moodle and Microsoft Teams. I feel comfortable sending messages, sharing files and asking questions online. This skill is important because students need to communicate every day. We need to ask questions, share ideas and sometimes work in groups (Jisc, 2022). Good digital communication also helps students feel more connected and supported during their studies.



Strength 2 – Managing Digital Learning

My second strength is managing my digital learning. My report says my level is Capable. This means I can organise my studies using digital tools. I use Moodle to check deadlines and upload assignments. I also use reminders to help me plan my time. As a student and a mother, organisation is very important for me. Using digital tools helps me avoid missing deadlines and manage my responsibilities.

Managing digital learning is important because students need to be independent and responsible for their own progress (UNESCO, 2023). Even if I feel confident in this area, I still want to improve my time management and use more digital planning tools.

Weaknesses 1

One area I need to improve is using digital tools. My report says my level is Developing. This means I am still learning and I am not fully confident when I use new applications or software. Sometimes I feel stressed when I need to use a program and I do not understand how it works. If something goes wrong, I do not always know how to fix it. This can make me take more time to complete my assignments. As a student, it is important to feel confident using digital tools because most university work is online (Redecker, 2017). To improve this area, I need to practise more and spend more time using different programs.

Weaknesses 2 

Another area I need to improve is finding information and resources. My report says my level is Developing. This means I still need to improve how I search for and choose good academic sources. Usually, I use Google because it is easier. However, I am not always sure if the information is reliable or academic. I need to learn how to use the university library better and how to find academic journals. Finding good academic information is important because university assignments require credible and reliable sources (EDUCAUSE, 2023). According to Secker and Coonan (2023), students need strong information literacy skills to succeed in higher education. To improve this skill, I will practise using the library website more often and attend workshops about academic research.

SMART Action Plan

To improve my digital skills, I created a SMART action plan.
Specific: I will improve my ability to use digital tools and find academic information.
Measurable: I will complete two LinkedIn Learning tutorials and attend one university library workshop.
Achievable: I will practise for one hour per week using different digital tools and searching academic sources.
Relevant: Improving these skills will help me complete my assignments independently and with more confidence.
Time-bound: I will work on these goals for the next three months and check my progress at the end of the term.

Conclusion

In conclusion, this assessment helped me understand my digital skills better. I learned what I am good at and what I still need to improve. My strengths in digital communication and managing my learning help me in my studies. However, I still need to improve my ability to use digital tools and find academic information. By following my SMART plan, I hope to become more confident and independent when using technology. Digital skills are very important in university and also for improving my future career opportunities (UNESCO, 2023).

Summary of JISC Digital Capability Results
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Task 2: LinkedIn Learning – Office 365 Certificates
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I completed several Microsoft Office courses on LinkedIn Learning, including Excel, Word, PowerPoint and Outlook. These courses helped me improve my basic digital skills and feel more confident using these programs for university work. I learned how to create documents in Word, organise data and use formulas in Excel, prepare presentations in PowerPoint and manage emails professionally in Outlook. These skills are important for my academic work and will also support my future employment. Completing these certifications shows that I am developing my digital competence and taking responsibility for improving my skills.

Task 3: Microsoft Excel Essay (1,000 Words)
Excel is a computer program. It is used to write numbers and organise information in tables. Many students and workers use Excel. It is important in university and also important for work. In this essay, I will explain why Excel is important and how I used it in my life.

In university, students have many tasks. We have assignments, deadlines and sometimes research. It is easy to feel confused. Excel helps to organise information in rows and columns. When information is in a table, it is easier to read and understand. Excel can also calculate numbers automatically. This is helpful because students do not need to calculate everything by hand. Microsoft Support (2024) explains that Excel has functions like SUM and AVERAGE to help with numbers.

Digital skills are important for students today. Jisc (2024) says that students need digital skills to study successfully. Excel is one of these digital skills. Before this module, I did not think Excel was very important. I thought it was only for business people. But now I understand that students also need it.

For example, students can use Excel to organise research data. If we do a survey, we can put answers in a spreadsheet. Then we can count how many answers we have. We can also find the average or the biggest number. Excel also has something called sort and filter. Sort helps to put numbers in order. Filter helps to see only some information. This makes it easier to understand data.

Excel can also make charts. Charts are like pictures for numbers. There are bar charts and pie charts. Charts help people see information quickly. Pang, Chen and Zeng (2008) say that visual information helps people understand data better. I think this is true because when I see a chart, I understand faster than when I see many numbers.

One important way I used Excel was for my monthly budget. I am a student and also a mum. Money is very important for me. Before using Excel, I wrote my expenses on paper. Sometimes I forgot something. Sometimes I made mistakes when I added numbers. I felt stressed.

In Excel, I made a simple table. I wrote income at the top. Then I wrote my expenses: rent, electricity, nursery, food, phone and transport. I used the SUM formula to add all expenses together. Then I subtracted this from my income. It showed me how much money I had left.

This helped me a lot. I could see clearly where my money was going. I saw that rent and nursery were my biggest expenses. I felt more calm because everything was organised. OECD (2020) says that budgeting is important for financial skills. I agree because when I organised my money, I felt more in control.

At the beginning, I did not understand Excel well. I was scared of formulas. I did not know what SUM means. But slowly, I practiced. I watched videos and tried simple things. First I learned SUM. Then I learned AVERAGE. Then I learned MIN and MAX. MIN shows the smallest number. MAX shows the biggest number. These are simple, but useful.

Excel is also important for jobs. Many companies use Excel. World Economic Forum (2023) says that digital skills are important for future jobs. UK Government (2021) also says that digital skills are needed for work. This means students must learn programs like Excel.

If I apply for a job, it is good to say I know Excel. It shows I can organise information. It shows I can work with numbers. Even if I am not an expert, basic skills are good. LinkedIn Learning (2024) also teaches Excel because it is important in many jobs.

In university, Excel can also help track grades. Students can write their marks and calculate the average. This helps to see progress. It is simple, but useful. I did not do this before, but now I know I can.

I think Excel is not only about numbers. It also teaches organisation and responsibility. When I used Excel for my budget, I felt more organised in general. I started planning better. I think this is part of digital development.

Before this module, I only used my phone and social media. I did not think deeply about digital skills. After doing this task, I understand that digital skills are more than communication. They include data, organisation and analysis.

Sometimes I still feel not very confident. I still make small mistakes. But I am not afraid anymore. I know I can try again. Learning Excel showed me that I can improve step by step.

In conclusion, Microsoft Excel is important for university and for work. It helps organise information, calculate numbers and create charts. It reduces mistakes and saves time. I used Excel for my personal budget, and it helped me feel less stressed. Digital skills like Excel are important for future jobs and academic success (Jisc, 2024; World Economic Forum, 2023). I will continue practicing because I want to improve more in the future.
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