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Introduction

Digital skills are essential in both education and daily life. Students rely on technology for learning, research, and communication. At university, tools such as online learning platforms, academic databases, emails, and shared documents are used frequently. Due to this factor, having strong digital skills is important for managing coursework and communicating with peers and different module lecturers. Being digitally capable also prepares students for future careers where technology is widely used. According to the Joint Information Systems Committee, digital capability covers areas such as communication, collaboration, learning, wellbeing, and digital creation. Understanding these areas helps students recognise both their strengths and areas for growth (Redecker, 2017).

To explore my own skills, I completed the JISC Digital Capabilities Discovery Tool. This tool evaluates how people use digital tools in different contexts, including study, collaboration, and creative work. After completing the survey, results were shown in a colour-coded graph, making it easier to identify my strong and weak areas.

Summary of My JISC Results
Figure 1 Below:
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Figure 1: JISC Digital Capabilities Discovery Tool Results

My results showed that my strongest areas were digital communication, collaboration, and participation, marked in red on the graph. This indicates that I am confident using digital tools to communicate and work with others. For example, I regularly send emails to classmates or lecturers, and work on shared online documents. Being able to communicate clearly and participate effectively in online activities is crucial for both university assignments and teamwork.

I also performed well in digital identity management, digital wellbeing, and workplace-related skills, which were highlighted in green. These results suggest that I understand how to manage my online presence responsibly and maintain a healthy balance when using technology. In addition, these skills demonstrate an awareness of how digital tools are used in professional environments.

Areas for Development

Despite several strengths, the report also identified weaker areas. One of these was the purple section, which covers digital creation, innovation, and problem solving. My results show that I rarely use advanced digital tools for creative tasks. I usually rely on basic programs such as word processors or presentation software and do not experiment with new digital tools or techniques. Improving these skills could help me produce more engaging assignments and develop innovative solutions to academic tasks.

Another area for improvement was the yellow section, relating to preparation for digital learning. This reflects my ability to plan and organise online learning activities. My score suggests that I could better structure my study time and prepare in advance for digital learning tasks. For example, I sometimes leave assignments or research until close to the deadline instead of planning and using digital tools to manage my workload efficiently. I have already took steps to be more productive in this area by attending study skills sessions to help me with using my time more wisely in preparation for submitting my assignments.

Action Plan (SMART Goals)

To address my weaker areas, I created a plan using SMART goals (specific, measurable, achievable, relevant, and time-bound).

My first goal is to improve digital creation and innovation skills. Over the next three months, I aim to learn two new digital tools, such as Canva or online mind-mapping software. I will complete two short online tutorials each month and apply what I learn to my coursework. This goal is measurable because I can track both the tutorials I complete and the work I create.

My second goal focuses on preparation for digital learning. Over the next eight weeks, I will begin using a digital planner or calendar app to organise my study schedule. At the start of each week, I will review deadlines and plan when to complete tasks. This will help me manage my workload more effectively and reduce last-minute stress. Furthermore I will continue to use study skills classes for further benefit me and get more help and direction when needed, and this will allow me to give more time to completing necessary tasks on time. 

Reflection

Improving my digital skills will benefit both my studies and future career. Better skills in digital creation will allow me to make more engaging and professional academic work. Improved preparation and organisation will make my study process more efficient and reduce stress. In the workplace, these skills are essential as many jobs require using technology creatively and independently. By focusing on my weaker areas, I can become a more confident, organised, and capable digital learner.

In summary, digital skills are vital for academic success and career readiness. My JISC results showed strong communication, collaboration, and identity management skills. However, I need to improve digital creation and preparation for online learning. By following my SMART goals and practising consistently, I can strengthen these areas and enhance both my academic performance and employability.
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Task 3
Essay on Relevance of Excel in professional and personal life.
Introduction

In modern organisations, data plays a central role in almost every activity. Businesses collect information on things like sales, expenses, customers, stock levels and employee performance on a daily basis. However, collecting this data is not enough on its own. It must be organised, analysed and presented in a way that supports understanding in order for the companies to fully benefit from it. Without the right tools, large amounts of information can quickly become confusing and no longer useful. 

One of the most widely used tools for managing business data is Microsoft Excel. Excel is a spreadsheet application that allows users to record figures, apply formulas and create visual reports. Despite the growth of more advanced systems, Excel remains a core business tool because it is accessible, flexible and relatively easy to use (Walkenbach, 2015). For many organisations, it forms the foundation of their everyday financial and operational tasks.

This is an essay that will examine the importance of Excel in business, with a focus on four key areas. These will be data analysis, budgeting, reporting and decision-making. Practical examples will be used to show how Excel supports real life business situations in the modern world. 


Excel and Data Analysis

Data analysis is one of the strongest features of Excel. This is because businesses rely on accurate analysis to understand performance and identify trends. Excel makes this possible by allowing users to organise data into tables and apply calculations quickly.

For example, consider a small retail company recording its weekly sales. By using basic formulas such as SUM and AVERAGE, the manager can calculate total revenue and typical weekly income within seconds. This reduces manual calculation errors and saves time. In addition, Excel offers sorting and filtering tools. These features allow users to focus on specific products, time periods or regions without changing the original dataset.

A more advanced feature is the PivotTable. PivotTables allow large sets of data to be summarised in different ways. A manager might use one to compare sales by product category or by location. If one branch is underperforming, this becomes clear very quickly and changes can be made more rapidly to avoid further shortfall. According to Albright and Winston (2017), spreadsheet tools like these help managers explore relationships in data, and test different assumptions before making decisions. Allowing companies to make better informed choices earlier.  

Excel also supports simple statistical analysis. Functions such as percentage change, growth rates and trendlines can help businesses estimate future performance which can be clearly communicated to other staff. For instance, if sales have increased steadily over six months, Excel can help project possible sales for the next quarter. Conditional formatting further improves clarity by highlighting the key figures, such as costs that exceed budget limits (McFedries, 2018). These features allow businesses to move beyond just recording numbers and start to interpret them properly. 





Excel in Budgeting and Financial Planning

Budgeting is another core responsibility in business management. A budget outlines expected income and planned spending over a specific period. Excel is particularly useful in this area because it performs calculations automatically and updates totals when any changes are made.

For example, imagine a start-up company preparing its first annual budget. The owner enters projected sales, rent, wages, marketing expenses and utility costs into a spreadsheet. Excel calculates monthly totals and shows whether the business expects a profit or loss. If one cost increases, such as rent, the overall result adjusts immediately. This dynamic feature makes planning way more efficient.

Excel also allows managers to carry out “what-if” analysis. By changing key figures, they can test different scenarios, such as, what would happen if sales were 10% lower than expected? The spreadsheet provides companies with instant and reliable feedback. Drury (2018) explains that budgeting supports the control of costs and effective use of resources. Excel strengthens this process by making financial information structured and transparent in such a clear format. 

Another advantage is that it provides consistency. Businesses often use standard templates so that each department records its budget in the same layout. This improves comparability and reduces any potential confusion. While specialist accounting software does exist and is used for more technical or detailed reasons, Excel still remains a popular starting point because of how simple and flexible it remains. 



Reporting and Communication

Once data has been analysed, it needs to be communicated clearly. Managers must share performance results with colleagues, senior leaders or external stakeholders. Excel supports this through its visual and presentation tools. With clear and easy to read outlines of results. 

Charts and graphs can transform large tables of numbers into clear visual summaries. A line graph can show trends in monthly sales, while a bar chart can compare the performance of different teams. Pie charts may be used to illustrate market share or cost distribution. Visual presentation improves understanding and helps key messages stand out (Few, 2012).

Excel can also be used to design dashboards. A dashboard brings together key performance indicators (KPIs) in one place. For example, a manager could monitor revenue, expenses and profit margins on a single screen. This allows regular performance checks without reviewing multiple reports. If any problems so appear, then action can be taken quickly.

Furthermore, Excel also easily integrates with other Microsoft applications. Data can be transferred into written reports or presentations without needing to re-enter any figures. Walkenbach (2015) highlights that this compatibility increases efficiency and reduces duplication of work. As a result, Excel supports both analysis and communication within business organisations.


Excel and Decision-Making

Effective decision-making depends on accurate and timely information. Excel plays a key role by helping managers evaluate different options and measure possible outcomes.

For example, a company considering new equipment can use Excel to estimate future cash flows. Financial functions can calculate measures such as Net Present Value (NPV) and Internal Rate of Return (IRR). These calculations help determine whether an investment is financially worthwhile (Atrill and McLaney, 2019). By presenting projected costs and returns clearly, Excel supports more structured and informed decisions.

Excel also allows sensitivity analysis. Managers can adjust variables, such as sales levels or operating costs, to see how results change. This helps identify potential risks and prepare for uncertainty. If profits fall sharply when costs rise slightly, the business may need a contingency plan.

Furthermore, Excel can track progress towards strategic goals. If a company aims to increase sales by 25% within a year, monthly data can be compared against this target. Regular monitoring ensures that problems are identified early. Laudon and Laudon (2020) argue that reliable information systems improve organisational performance. Excel contributes to this by providing companies with accessible and up-to-date data.


Limitations and Continuing Relevance

Although Excel is highly useful, it is not free from limitations. Large and complex spreadsheets can become difficult to manage. Errors in formulas may go unnoticed if not checked very carefully. Panko (2015) found that spreadsheet mistakes are common, especially in complex models. For very large datasets, specialised data software may be necessary. 

Despite these challenges, Excel continues to remain highly relevant. It is widely available, cost-effective and suitable for a broad range of tasks. Many organisations continue to depend on it for daily operations. For business students, developing Excel skills is beneficial as they can track their own personal income and outgoings, use it to plan study times or their overall timetable. It also can be essential to their future as employers often expect a working knowledge of spreadsheet functions.


Conclusion

In conclusion, Microsoft Excel continues to be an important tool in the modern business world. It supports data analysis, budgeting, reporting and decision-making in a practical and accessible way. Through features such as formulas, PivotTables, charts and financial functions, Excel transforms raw data into meaningful information.

The examples discussed demonstrate that Excel is valuable for both small businesses and larger organisations. While it has certain limitations, its flexibility and how easy it is to navigate ensure its ongoing relevance. For Level 4 Employability Skills students, learning to use Excel effectively is not only useful for academic work but also an important skill for future employment.
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I have embedded my excel spreadsheet below: 
	Description
	Money In
	Money Out
	Balance

	Start Balance
	0
	
	

	Salary
	1600
	
	

	Rent
	
	620
	980

	Electric
	
	50
	930

	Gas
	
	50
	880

	Water
	
	60
	820

	Council Tax
	
	150
	670

	Groceries
	
	200
	470

	TOTAL
	1600
	1130
	470



https://1drv.ms/x/c/BE501E200A8E2C59/IQDkIa5P6nEARIKZRHjML4QLAb8TS_MjSVeBVw0UqoHkaYo
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I have embedded my PowerPoint below: 
https://1drv.ms/p/c/BE501E200A8E2C59/IQAMJXvkLna9RpSEliU_WsTkAcDqkrJ4kErxOOkDckr3-KY
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