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Task 1 
[bookmark: _Toc211605236]Assessment of Digital Skills 
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Image 1: my JISC report
In today's settings, technology is essential for communication, teamwork, and information management, digital skills are extremely important. Employers are relying more on workers who can use digital tools to improve decision-making, productivity, and creativity. As a result, evaluating and improving digital skills has grown in importance as part of human resource management and professional development.

I used the JISC Digital Capabilities Discovery Tool to test my own digital skills in several knowledge areas. A visual description of my abilities and places for improvement in a few digital capability features, such as digital wellbeing, information literacy, digital communication, digital creation, and digital learning activities, can be found in the report displayed in Image 1.
The results show that my stronger areas are related to digital wellbeing, digital identity management and digital skills for work. These categories show up as some of the chart's largest portions. This indicates that I have a strong understanding of how to efficiently use digital tools in a professional environment, maintain a healthy balance when using digital technology, and manage my online profile.  Maintaining a positive digital work environment can improve both individual performance and organisational efficiency in today's workplaces where digital tools are widely used.
Preparing for digital learning and digital learning activities is another area where the report shows relatively good performance. These findings show that I feel at ease using digital channels to further my education and career growth. For example, I often access information and get new knowledge via cloud-based resources, digital academic databases, and online learning platforms. In an environment where technology is changing quickly, ongoing digital learning is important. Professionals must continuously improve their digital skills to remain competitive and flexible in modern organisations (Manuel Gilli, Daniel Lettner and Stefan Guettel, 2023).
Despite these advantages, the evaluation also identifies several areas that still need improvement. Specifically, the graphic shows that digital creativity, digital participation, and problem-solving are poorer. Creating digital content, such as interactive digital resources, multimedia materials, or presentations, is known as digital creation. I can use simple productivity tools, but I don't have much experience with advanced programs for creating digital work. By developing these abilities, I might be able to assist more creatively to group tasks and deliver ideas more successfully. Data and information literacy is another area that must be improved. The figure shows that even if I can get knowledge online, I could do a better job of evaluating digital material and effectively understanding data. Employees in today's companies need to be able to evaluate huge amounts of digital data and make choices based on data. Good information and digital literacy skills are important for the successful use of digital technologies in the workplace (Nikou, De Reuver and Kanafi, 2022).
Additionally, the report shows that I have moderate digital communication and teamwork skills. Even though I am familiar with tools like email, online meeting platforms, and collaborative papers, I could do a better job of strategically and effectively using these technologies. In companies that depend on remote or hybrid work settings, digital teamwork is especially important.

Recommendations
Based on the results of the JISC assessment, several steps can help improve my digital capabilities.
I want to start by concentrating on building better data literacy skills. This entails mastering the use of spreadsheets and data analysis tools as well as understanding the correct meaning and presentation of data.
By learning how to use complicated presenting platforms, multimedia editing software, and digital design tools, I hope to enhance my digital creativity skills. I will be able express information more effectively and creatively because of to these abilities.
Working more actively in online collaborative platforms and group projects, I hope to improve my digital collaboration and participation skills. By developing these skills, I will be able to contribute to digital teams more successfully.
Below are my badges for academic skills
[image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ]
[bookmark: _Toc211605237]References 
Audrin, B., Audrin, C. and Salamin, X. (2024) ‘Digital skills at work – Conceptual development and empirical validation of a measurement scale’, Technological Forecasting and Social Change, 202(123279), p. 123279. Available at: https://doi.org/10.1016/j.techfore.2024.123279.
Gilli, K., Lettner, N. and Guettel, W. (2023) ‘The future of leadership: new digital skills or old analog virtues?’, Journal of Business Strategy, 45(1). Available at: https://doi.org/10.1108/jbs-06-2022-0093.
Jisc (2024) Jisc, Jisc. Available at: https://www.jisc.ac.uk/.
Nikou, S., De Reuver, M. and Kanafi, M.M. (2022) ‘Workplace Literacy Skills—how Information and Digital Literacy Affect Adoption of Digital Technology’, Journal of Documentation, 78(7), pp. 371–391. Available at: https://doi.org/10.1108/JD-12-2021-0241.
Shakina, E., Parshakov, P. and Alsufiev, A. (2021) ‘Rethinking the corporate digital divide: The complementarity of technologies and the demand for digital skills’, Technological Forecasting and Social Change, 162(1), p. 120405. Available at: https://doi.org/10.1016/j.techfore.2020.120405.
Stofkova, J. et al. (2022) ‘Digital Skills as a Significant Factor of Human Resources Development’, Sustainability, 14(20), p. 13117. Available at: https://doi.org/10.3390/su142013117.
‌
[bookmark: _Toc211605238]Task 2 
[bookmark: _Toc211605239]LinkedIn Learning Certificates for Office365[image: ]
[image: ]

[image: ]
[image: ]
[image: ][image: ]
[bookmark: _Toc211605240]Task 3 
[bookmark: _Toc211605241]Essay on Relevance of Excel in professional and personal life.
One of the most used spreadsheet programs in business, education, research, and personal finance is Microsoft Excel. Excel, a component of the Microsoft Office suite, offers a flexible platform for data organization, analysis, and presentation. It is an essential tool in many industries due to its significant capabilities, versatility, and accessibility. Excel is used by professionals and students for work including data analysis, budgeting, reporting, and decision-making. It converts unprocessed data into insightful information that helps make informed decisions.
Excel expertise is seen as a critical skill in today's data-driven environment. The program enables users to accurately analyse complicated datasets, automate calculations, and produce visual representations of data. The relevance and significance of Microsoft Excel are examined in this essay, along with its useful applications in a variety of circumstances and how it improves productivity and decision-making.
Data analysis is one of Excel's most useful features. Large amounts of data must be efficiently organised, understood, and analysed by both individuals and organisations. Pivot tables, filters, conditional formatting, and statistical functions are just a few of the tools Excel offers that let users draw conclusions from complicated datasets.
For example, a retail business may keep records of daily sales for a variety of goods and locations. While charts show trends like seasonal fluctuations in demand, pivot tables enable managers to summarise overall sales by product category or area. Businesses can use this information to determine which products are the greatest sellers, modify their marketing plans, and improve inventory control.
Microsoft Excel is also widely used in academic research and scientific analysis. For example, GEOstats is an Excel-based tool developed to analyse geological data using statistical techniques (Gunduz, Asan, 2022). This shows that Excel can handle complicated research and analytical operations and is not just useful for business applications.
Financial management and budgeting both require Excel. Spreadsheets are used by both individuals and organisations to plan financial operations, observe costs, and keep an eye on income. Maintaining control over funds is made easier by Excel's calculating capabilities, which minimize errors and offer quick summaries of financial data.
Small businesses often rely on Excel due to its affordability and flexibility. Many micro, small, and medium-sized enterprises prepare financial statements and manage transactions using Excel (Antoni, 2021).
A household budget spreadsheet, for example, can include income from freelance work, salary, and other sources in addition to costs like rent, utilities, groceries, transportation, and entertainment. The spreadsheet calculates total income and expenses using formulas like SUM, and conditional formatting draws attention to areas where spending goes over budget. This useful application of Excel enables users to keep an eye on their money, spot areas for savings, and make wise spending decisions.
Additionally, Excel is essential for reporting and performance observation. For managers, stakeholders, or investors, businesses frequently need to display complicated information in an understandable, attractive way. Charts, graphs, and dashboards are examples of Excel's visualization capabilities that transform unprocessed data into understandable findings.
For example, a finance department might generate monthly reports that show profit margins, income, and expenses. Managers can swiftly assess financial performance and make necessary corrections by using bar and pie charts to show trends. Excel-based display panels and manual controls allow organizations to observe key performance indicators (KPIs) like customer retention, growth in income, and operational effectiveness, enhancing overall performance management (Ojonugwa et al., 2020).
Excel facilitates data-driven decision-making by enabling users to evaluate possible outcomes and simulate situations. Managers and individuals can assess the consequences of various choices with the aid of tools like What-If Analysis, Goal Seek, and situation modelling.
Excel can be used, for example, to estimate projected manufacturing costs, revenue, and profit under multiple situations for a company thinking about launching a new product. Managers can determine the best profitable strategy by modifying factors like pricing, demand, and manufacturing costs.
Investment analysis is another common use for Excel. Businesses can assess a project's prospective profitability using financial functions like Net Present Value (NPV) and Internal Rate of Return (IRR). This analytical capacity guarantees that decisions are founded on precise, based on fact data and reduces reliance on intuition.
Excel is also a powerful educational tool, helping students develop analytical and technical skills. Many universities incorporate Excel into courses on statistics, accounting, and business analytics. Using Excel in statistics courses improves students’ understanding of complex concepts by allowing them to perform calculations and visualise data directly within spreadsheets (Park, Hong and Kondrat, 2022).
Students who regularly use Excel during internships in accounting school have real-world experience and a deeper understanding of spreadsheet functions in professional practice (Rahman, Mansor1 and Rahman, 2025, pp. 95–98). Excel-based projects help students analyse real-world information, improve their problem-solving abilities, and successfully express findings (Renz and Vogel, 2021). Integrating Microsoft Excel into accounting education helps students develop the practical skills needed for contemporary business and financial environments (Rose, Kaminsky, and Meier, 2021).
Excel's advantages are demonstrated with real-world applications. A monthly revenue and expense spreadsheet can be made to monitor household finances. Spreadsheets with formulas that calculate total earnings, total spending, and balance left can be created by entering categories like salary, freelancing income, rent, utilities, groceries, and savings. While data tables and What-If Analysis let users examine the effects of changes in income or spending, charts like pie charts for expense distribution or bar charts comparing income and expenditure offer visual understanding.
In business, Excel is used to forecast sales, manage payroll, track inventory, and perform statistical analyses. Its versatility allows it to be customised to meet the specific needs of any organisation or project.
Microsoft Excel is an essential tool for managing, analysing, and presenting data across multiple contexts. It is essential in business, education, research, and personal finance due to its uses in data analysis, budgeting, reporting, and decision-making.  Excel enables users to organise data efficiently, perform accurate calculations, visualise information, and simulate scenarios to support informed decisions.
Excel's capacity to enhance financial management and analytical thinking is demonstrated by useful applications like home budgets and organisational dashboards. Its position in professional growth and education also guarantees that users get skills that are extremely applicable in today's workplaces. Even while inappropriately constructed spreadsheets can lead to errors, Excel can continue to be a dependable and effective tool with the right training, formula usage, and application of best practices. Its adaptability, accessibility, and analytical power attest to its ongoing significance in making decisions based on data and career advancement.
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ASSIGNMENT.xlsx
Sheet1

		Column1		Column2		Column3		Column4		Column5		Column6		Column7		Column8		Column9		Column10		Column11		Column12		Column13		Column14

				JANUARY		FEBRUARY		MARCH		APRIL		MAY		JUNE		JULY		AUGUST		SEPTEMBER		OCTOBER		NOVEMBER		DECEMBER		TOTAL

		INCOME

		Wage 1		£2,000.00		£2,000.00		£2,000.00		£2,000.00		£2,000.00		£2,216.60		£2,216.60		£1,108.30		£2,216.60		£2,216.60		£2,216.60		£2,216.60		£24,407.90

		Wage 2		£700.00		£700.00		£650.00		£700.00		£700.00		£786.60		£786.60		£393.30		£786.60		£786.60		£786.60		£786.60		£8,562.90

		Trust Funds

		Stocks/Share payouts

		Universal credit

		Student Finance		£1,083.00		£1,083.00		£1,083.00		£1,083.00		£1,083.00		£1,083.00		£1,083.00		£1,083.00		£1,083.00		£1,083.00		£1,083.00		£1,083.00		£12,996.00

		Other		£260.00		£260.00		£260.00		£312.00		£312.00		£312.00		£312.00		£312.00		£312.00		£312.00		£312.00		£312.00		£3,588.00

		total Income		£4,043.00		£4,043.00		£3,993.00		£4,095.00		£4,095.00		£4,398.20		£4,398.20		£2,896.60		£4,398.20		£4,398.20		£4,398.20		£4,398.20		£49,554.80







		EXPENDITURE

		Rent/Mortgage		£1,100.00		£1,100.00		£1,100.00		£1,100.00		£1,100.00		£1,100.00		£1,100.00		£1,100.00		£1,100.00		£1,100.00		£1,100.00		£1,100.00		£13,200.00

		Council tax		£150.00		£150.00		£150.00		£155.00		£155.00		£155.00		£155.00		£155.00		£155.00		£155.00		£155.00		£155.00		£1,845.00

		Electric		£150.00		£150.00		£150.00		£125.00		£125.00		£125.00		£125.00		£75.00		£120.00		£120.00		£125.00		£120.00		£1,510.00

		Gas		£200.00		£200.00		£200.00		£150.00		£150.00		£140.00		£100.00		£70.00		£130.00		£130.00		£135.00		£135.00		£1,740.00

		Water rates		£99.00		£99.00		£99.00		£110.00		£105.00		£100.00		£110.00		£90.00		£100.00		£100.00		£110.00		£100.00		£1,222.00

		Food		£1,000.00		£950.00		£1,050.00		£825.00		£1,200.00		£1,000.00		£800.00		£450.00		£900.00		£850.00		£800.00		£900.00		£10,725.00

		Car insurance		£75.00		£75.00		£75.00		£75.00		£75.00		£75.00		£75.00		£75.00		£75.00		£75.00		£75.00		£75.00		£900.00

		Car Tax		£15.00		£15.00		£15.00		£15.00		£15.00		£15.00		£15.00		£15.00		£15.00		£15.00		£15.00		£15.00		£180.00

		Fuel		£100.00		£125.00		£90.00		£100.00		£120.00		£105.00		£100.00		£120.00		£100.00		£85.00		£90.00		£95.00		£1,230.00

		Child Care Costs		£300.00		£350.00		£200.00				£200.00		£100.00		£120.00		£150.00		£100.00		£250.00		£150.00		£100.00		£2,020.00

		Loans/credit cards

		Other eg Birthdays/savings/holidays		£150.00		£150.00		£150.00		£150.00		£250.00		£150.00		£250.00				£150.00		£250.00		£200.00		£150.00		£2,000.00



		total Expenditure		£3,339.00		£3,364.00		£3,279.00		£2,805.00		£3,495.00		£3,065.00		£2,950.00		£2,300.00		£2,945.00		£3,130.00		£2,955.00		£2,945.00		£36,572.00



		total expendable income		£704.00		£679.00		£714.00		£1,290.00		£600.00		£1,333.20		£1,448.20		£596.60		£1,453.20		£1,268.20		£1,443.20		£1,453.20		£12,982.80
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Evaluation using the JISC Digital Capabilities Discovery Tool





Understanding personal digital strengths and development areas





The role of Microsoft Excel in modern workplaces







Importance of Digital Skills

Digital technologies support most workplace activities

Employees require strong digital capabilities to:

	Communicate and collaborate effectively

	Manage information and data

	Improve productivity and innovation

Digital competence supports career development and organisational success
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Assessment completed using the JISC Digital Capabilities Discovery Tool





Evaluates multiple digital capability areas:





Digital wellbeing





Information and data literacy





Digital communication and collaboration





Digital creation





Digital learning activities





Produces a visual report showing strengths and areas for improvement













My JISC Report















Strong Areas Identified







Digital wellbeing





Digital identity management





Digital skills for work





Preparing for digital learning





Areas for Improvement







Digital creation





Data literacy and information evaluation





Digital participation and collaboration





Problem-solving using digital technologies













The Relevance of Microsoft Excel







Microsoft Excel is one of the most widely used digital tools





Used across many sectors including:





Business





Education





Research





Personal finance





Enables users to:





Organise data





Perform calculations





Analyse information





Present results visually





Practical Uses of Excel

Data Analysis

	Pivot tables

	Filters and formulas

	Identifying trends and patterns



Financial Management

	Budget planning

	Tracking income and expenses

	Financial reporting

Decision-Making

	What-If analysis

	Data table

	Scenario modelling

	Goal seek













Developing My Digital Skills







Develop stronger data analysis skills using Excel





Improve digital creation and presentation skills





Increase participation in online collaboration tools





Complete JISC digital skills badges, including:



















Conclusion







Digital skills are essential for workplaces





The JISC assessment identified personal strengths and development areas





Microsoft Excel is a key tool for:





Data analysis





Financial management





Decision-making





Continuous learning will improve future academic and professional opportunities





References

Audrin, B., Audrin, C. and Salamin, X. (2024) ‘Digital skills at work – Conceptual development and empirical validation of a measurement scale’, Technological Forecasting and Social Change, 202(123279), p. 123279. Available at: https://doi.org/10.1016/j.techfore.2024.123279.

Antoni, A. (2021) ‘Understanding Microsoft Excel Phenomena in MSME Financial Statements: A Systematic Review From 2010 to 2020’, International Journal of Business, Economics and Management, 4(1), pp. 242–250. Available at: https://doi.org/10.31295/ijbem.v4n1.1575.

Gilli, K., Lettner, N. and Guettel, W. (2023) ‘The future of leadership: new digital skills or old analog virtues?’, Journal of Business Strategy, 45(1). Available at: https://doi.org/10.1108/jbs-06-2022-0093.

Nikou, S., De Reuver, M. and Kanafi, M.M. (2022) ‘Workplace Literacy Skills—how Information and Digital Literacy Affect Adoption of Digital Technology’, Journal of Documentation, 78(7), pp. 371–391. Available at: https://doi.org/10.1108/JD-12-2021-0241.

Renz, F.M. and Vogel, J.U.N. (2021) ‘Let Students Excel! – Developing Career-Relevant Skills Through Excel-Based Individualized Projects’, Journal of Financial Education, 47(2), pp. 19–34. Available at: https://www.jstor.org/stable/48738991.

Google (1998) Google, Google.com. Google. Available at: https://www.google.com/.



Jisc (2024) Jisc, Jisc. Available at: https://www.jisc.ac.uk/.

‌







Scan the QR Code for feedback please







image1.jpeg







image2.jpg







image3.jpeg







image4.png

Digital skillsfor work Digital proficiency
Digital wellbeing Digital productivity

Digital identity management Information iteracy

Digital learning activities Media iteracy

Preparing for digital learning






image5.png

.






image6.svg

  
.MsftOfcResponsive_Fill_ffffff {
 fill:#FFFFFF; 
}

 




image7.png







image8.svg

  
.MsftOfcResponsive_Fill_ffffff {
 fill:#FFFFFF; 
}

   




image9.png







image10.svg

  
.MsftOfcResponsive_Fill_ffffff {
 fill:#FFFFFF; 
}

   




image11.png







image12.svg

  
.MsftOfcResponsive_Fill_ffffff {
 fill:#FFFFFF; 
}

  




image13.png







image14.svg

  
.MsftOfcResponsive_Fill_ffffff {
 fill:#FFFFFF; 
}

 




image15.png







image16.svg

  
.MsftOfcResponsive_Fill_ffffff {
 fill:#FFFFFF; 
}

     




image17.png

0@\}@%






image18.svg

  
.MsftOfcResponsive_Fill_ffffff {
 fill:#FFFFFF; 
}

        




image19.png

s






image20.svg

  
.MsftOfcResponsive_Fill_ffffff {
 fill:#FFFFFF; 
}

  




image21.png







image22.svg

  
.MsftOfcResponsive_Fill_e97132 {
 fill:#E97132; 
}

  




image23.png







image24.svg

  
.MsftOfcResponsive_Fill_196b24 {
 fill:#196B24; 
}

 




image25.png







image26.svg

  
.MsftOfcResponsive_Fill_0f9ed5 {
 fill:#0F9ED5; 
}

  




image27.png







image28.svg

  
.MsftOfcThm_Accent1_Fill_v2 {
 fill:#0F6FC6; 
}
.MsftOfcThm_Accent1_Stroke_v2 {
 stroke:#0F6FC6; 
}

     




image29.png







image30.svg

  
.MsftOfcResponsive_Fill_196b24 {
 fill:#196B24; 
}

     




image31.png







image32.svg

  
.MsftOfcResponsive_Fill_0f9ed5 {
 fill:#0F9ED5; 
}

   




image33.png







image34.svg

  
.MsftOfcResponsive_Fill_a02b93 {
 fill:#A02B93; 
}

  




image35.png







image36.svg

  
.MsftOfcResponsive_Fill_4ea72e {
 fill:#4EA72E; 
}

   




image37.png







image38.svg

  
.MsftOfcResponsive_Fill_e97132 {
 fill:#E97132; 
}

  




image39.png







image40.svg

  
.MsftOfcResponsive_Fill_196b24 {
 fill:#196B24; 
}

   




image41.png







image42.svg

  
.MsftOfcResponsive_Fill_0f9ed5 {
 fill:#0F9ED5; 
}

 




image43.png







image44.svg

  
.MsftOfcResponsive_Fill_a02b93 {
 fill:#A02B93; 
}

 




image45.png









Reflectingon Digtal
Skils Development
and the Importance of
Microsoft Excel






image1.png
Prifysgol Cymru
Y Drindod Dewi Sant

University of Wales
Trinity Saint David




image2.png
Digital skills for work.

igital proficiency

Digital wellbeing Digital productivity

Information literacy.
Digital learning activities

Media lteracy

Preparing for digital learning — Data iteracy

Digital innovation Digital communication

Problem solving. Digital collaboration

Digital creation Digital participation




image3.png
EEEEEEEEEEE





