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Task 1

Introduction
Digital skills are very important for success at university and in today’s technology-based workplace. Universities use digital systems for learning, assessments, teamwork, and communication, and employers expect graduates to be confident and flexible when using technology. The JISC Digital Capability Tool offers a clear way to assess digital skills across different areas, helping students think about what they do well and what they need to improve. This reflective essay reviews my JISC self-assessment results, identifies strengths and weaknesses, and explains an action plan to improve my digital skills for academic success and future employment.

Overview of JISC Digital Capability Results
My JISC assessment shows a balanced but developing digital profile. I demonstrated Capable confidence in finding information and resources, digital communication and collaboration, managing my digital learning, and being digital. These strengths support my academic work and show that I can operate effectively within digital learning environments. However, my confidence level was Developing in using digital tools, digital creativity and problem solving, and identifying my digital preferences and needs. These results indicate that while I can use technology at a basic level, I need to build greater confidence, creativity, and independence when using digital tools for learning.

Strengths
One of my main strengths is finding information and resources, where my confidence level is Capable. I can search for academic information, check if sources are reliable, and understand why referencing and avoiding plagiarism are important. I am aware of legal and ethical issues such as copyright and ownership of content, which is important for academic honesty. This strength helps with my assignments by allowing me to collect trustworthy information and clearly support my points.
Another strength is digital communication and collaboration. I feel confident using tools such as email and online learning platforms to communicate with tutors and classmates. I understand how digital communication helps learning, but I also know I need to control distractions like social media. These skills are useful for group work, online discussions, and creating professional connections, which will be helpful as I continue my studies and future career








Weaknesses
A significant weakness identified by the JISC tool is using digital tools, where my confidence level is Developing. I am not always confident when learning new applications or when technology does not work as expected. I sometimes feel overwhelmed by unfamiliar systems and rely on basic functions rather than adapting tools to suit my learning needs. This can affect my productivity and confidence when completing digital tasks. 
Another area I need to improve is digital creativity and problem solving, which was also rated as Developing. Although I know digital tools can be used to share ideas and solve problems, I am not very confident trying new tools like mind-mapping apps, photo editing software, or different digital media. This reduces my ability to present work creatively and try new ways of learning and solving problems

Smart Action Plan
· Specific: Improve confidence in using digital tools and digital creativity by actively practicing new applications and completing recommended JISC digital skills modules.
· Measurable: Complete at least two digital skills badges and use a minimum of three new digital tools or features in my coursework.
· Achievable: Use free online tutorials, help menus, university IT support, and guidance from peers or an IT mentor.
· Relevant: These skills directly support my academic performance and future employability.
· Time-bound: Achieve these goals within the next 8 weeks .
Conclusion 
Overall, the JISC Digital Capability Tool has given me an understanding of my digital strengths and areas I need to work on. I feel confident in skills such as finding information, communicating online, and managing my digital learning, but I know I need to build more confidence when using digital tools and being creative with technology. By using an action plan and taking part in suggested learning activities, I can grow into a more confident, adaptable, and independent digital learner. Improving these skills will help my studies
 and also prepare me for digital work expectations, supporting my personal development and career progress. 
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Task 3  Excel Spreadsheet


Personal

[image: ]


In personal life, Excel is especially useful for managing your own bills. Families can use Excel to create budgets, record incomes and outgoings, and to keep on top of what you're spending. It is also great to use for organising your children's activities throughout the week.
For example, a family of four can list their monthly income and expenses, which are usually things like rent, utility bills, activities, water, transport, and childcare. Excel can automatically add totals and show whether spending is higher than the income you have come in. This helps people stay in control of their money and budget better by making smarter financial choices.
Excel can also be helpful for planning the future and setting up goals. People can use spreadsheets to save for holidays, plan events, or make personal goals such as fitness or studying progress. Excel can be customised to suit your own needs, making it flexible and easy to use. Features such as conditional formatting can highlight progress, which helps users stay motivated and organised. Additionally, charts and graphs can be created to visually display spending habits over time, making it easier to spot patterns or areas where
costs can be reduced. Formulas can also be used to calculate savings targets and track how close you are to reaching them, encouraging consistent financial discipline.
Excel also allows users to compare monthly budgets side by side, helping them see improvements or identify problem areas. By updating the spreadsheet regularly, families can build strong money management habits and feel more confident about their financial future



Professional 
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This spreadsheet was created to demonstrate my ability to apply employability skills within a realistic business scenario. I designed the pricing table for a catering business to show financial awareness, organisation, and digital competence using Excel. The spreadsheet includes service type, package options, price per head, minimum guest numbers, staff required, estimated labour cost, and revenue calculations. I used formulas to automatically calculate total revenue by multiplying price per head by minimum guests, which demonstrates my ability to use mathematical functions accurately and efficiently. Additional calculations such as labour costs and projected profit show commercial awareness and an understanding of how businesses monitor income and expenses. Structuring the data in a clear table format improves readability and professionalism, which are important workplace skills. By planning staffing requirements alongside pricing, I have shown problem-solving ability and resource management, ensuring the business can deliver services efficiently while remaining profitable. The spreadsheet also demonstrates attention to detail, as financial figures are formatted correctly. Overall, this task highlights my ability to use Digital tools to analyse information, support decision-making, and present data in a professional manner. These are key employability skills, as many roles require confidence with spreadsheets, financial planning, and organisational systems to support business operations effectively.









In professional settings, Excel is mainly used to handle and analyses large amounts of data. Many organizations depend on Excel to keep records of income and outgoing expenses, tracking sales, managing staff wages, and also plan.
Excel includes functions such as SUM, AVERAGE, IF, and VLOOKUP/XLOOKUP, which allow users to complete calculations quickly and accurately. These tools reduce the chance of mistakes and save time, which is very important when making business decisions. For example, accountants and financial analysts use Excel to prepare budget sheets. Profit and loss statements, and cash flow forecasts to help organizations plan effectively. 

Excel is also very useful for analyzing data and creating reports. Tools such as charts, Pivot tables, and conditional formatting help turn large amounts of information into clear and meaningful results. Managers can also use these features to spot patterns, compare results, and understand performance more easily. Charts such as bar charts and pie charts make information easier to understand, especially when sharing data with other staff and managers. This helps improve communication and supports better 
decision-making within all organizations. 

Another important reason Excel is relevant in professional life is that it increases productivity. Many tasks that would take a long time to complete by hand can be done much faster using Excel formulas and Automated tools. Repeating tasks can be simplified by using templates, which reduces workload and saves time. Excel also works well with other Microsoft Office programs such as Word and PowerPoint, making it easier to include data in reports and presentations. This makes Excel a valuable tool in day-to-day office work life.

Excel skills are also important for employment and career development. Many employers expect workers to have at least basic knowledge using Excel, and it is often mentioned in job descriptions across different industries. Employees who can use excel to manage data, track budgets, and create reports are very highly valued. Learning Excel improves digital skills and can help people progress within their careers. More advanced Excel knowledge can even lead to specialised jobs such as data analysts or finance officers.


Even though there are other software tools available, Excel remains relevant because it is easy to use and very flexible. Beginners can learn the basics quickly, while experienced users can use more advanced features. Online versions of Excel also allow people to work together at the same time, which improves teamwork and communication.
This flexibility helps Excel remain useful in modern society.

Conclusion, Microsoft Excel is a valuable and relevant tool in both professional and personal life. It helps people organize information, complete calculations, and present data clearly. In the workplace, Excel supports productivity, decision-making, and career development. In personal life, it helps with budgeting your finances planning events and
organisisation. As digital skills become more important, Excel continues to help individuals and organizations work more efficiently and achieve their own goals.

References 
1. Microsoft (2024) Microsoft Excel documentation and support.
Microsoft corporation.

2. GCF Learn free (2023) Excel basics and data management. Available at: GCF Learn Free.

3. Fry, R. (2022) Using Excel for business and Finance. London: Pearson Education.
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Linkedfl] Learning

Excel Essential Training (Microsoft
365)

Course completed by channice iles
Dec 11, 2025 at 01:11AM UTC - 2 hours 56 minutes

Top skills covered

Microsoft Excel

Jlet—

Shea Hanson, Head of Learning Content Strategy
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Price Per Head Minimum Guests Staff Needed Total Revenue Profit Margin%
Grazing Table Standard 30 2 £210 £80 3%
Grazing Table  Luxury 30 2 £300 £180 40%
Wedding Standard 100 6 £700 £500 29%
Wedding Luxury £10 £27 100 6 £1,000 £700 30%,
Guests Staff Required Estimated Labour cost Fixed Costs Estimated Labour Cost Service Type Grazing Table
30 2 £200] 30 2 £200] Package Luxury
100 6 £600, 100 6 £600, Number of guests 50
Travel to Distance 10 miles i
Revenue ~  £500 Break-Even Calculation
Staff Required 2
Travel Cost £10
£200,

Total Profit A
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During week 1 | learned the
basics needed to succeed on the
course. | learned how to use
Moodle and Turnitin, Understood
the module structure and
completed the JISC Discovery
tool

| also set up Office 365 and
learned about digital
development pathway.
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Linkedfl] Learning

PowerPoint Essential Training
(Microsoft 365) (2023)

Course completed by channice iles
Dec 16, 2025 at 02:34AM UTC - 2 hours 32 minutes

Top skills covered

Microsoft PowerPoint

Jlet—

Shea Hanson, Head of Learning Content Strategy

Cortificate IN- fh1ANRTA 244752407 A7460564 20600 68 3AARA) ~~Z04 RAINEIRAR]
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Linked ) Learning

Word Essential Training (Microsoft
365) (2023)

Course completed by channice iles
Dec 10, 2025 at 10:21PM UTC - 2 hours 33 minutes

Top skills covered

Microsoft Word

Jlet—

Shea Hanson, Head of Learning Content Strategy

Certificate ID: delc7e760000fd14a40b4aciBafBcdaddeSb5e6d125615d9c046ac3401b365bb
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MY DIGITAL SKILLS
JOURNEY

« This presentation reflects on how | have
developed my digital skills throughout
the module.

They will explain what | have learned
each week, the tasks | have completed,
and how these activities have improved
my confidence using digital tools.





image5.png
A B C D

b Income Amount per month ££ Expenditure Amount per month ££2

2 Universal credit £1,308.00 Rrent £631
3 Carers Allowance £360 Council Tax £98
4 DLA £411 Gas & Electric £110
5 University funds £1,363 Water bill £45
6 Child maintenance £268 Car insurance £164
7 Child benefit £187 Transport/Fuel £80
8 iCatalogue £55
9 Virgin Media £60
10 Kids activities £60
11 Food shopping £300
12 Toiletries £50
13 Hair cuts £30
14 Birthdays/xmas/ Savings £50

15 Phone bill
16
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JISC Discovery Tool &
Digital Self-
Assessment

What | did: | completed the JISC Discovery Tool
to assess my digital strengths and weaknesses.
How | did it: | answered reflective questions
about my digital skills and reviewed the

ised report.
Impact: It helped me understand which skills |
needed to focus on improving.
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Task 1 : Using Moodle &
Turnitin

What | did: | learned how to access Moodle, find
course materials and submit assignments through
Turnitin

How | did it: By following the class instructions and
exploring the Moodle platform with scotts and
sineads help.

Impact: This improved my confidence to help me
submit my work correctly.
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References

-Moodle page
-Office 365

-JISC discovery tool

-Class notes
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Throughout the module, I've become more
confident using online systems and different
digital tools. | feel a lot more comfortable with
using the apps and finding my way around the
digital platforms. Im hoping these skills will
make my work easier as my course goes on.




