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Introduction

Modern society depends greatly on technology because it determines how people learn, connect with others and perform their professional duties. Academic achievement and professional success in the future require students to possess advanced digital competencies. Reedy and Parker (2017) explain digital literacy extends beyond technology usage because it requires people to handle information and communicate well while demonstrating proper online conduct. My JISC Digital Capability results taught me about my current digital skills which helped me develop a plan to improve them.

Summary of JISC Results

The results from my JISC assessment (Image 1) show that I have confidence in Digital identity management, Digital wellbeing and Digital Productivity. This suggests that I am confident managing my online presence while maintaining proper technology usage and learning through digital tools. However, my performance in Digital participation, Digital collaboration and Digital creation was below average. The areas of weakness stem from my difficulties with professional online communication and digital content creation. Modern students need to learn digital tools continuously according to Sandhu (2020) which makes these skills my priority for development.

Two Strengths

One of my main strengths is Digital identity management and suggests that I understand how important is to maintain a professional and positive online image and to protect personal information. I manage my privacy settings carefully, I think before sharing anything online and use social media responsibly. Soltanifar, Hughes, and Gocke (2021) state that online reputation has become a key factor which directly impacts employment prospects. Managing my online identity will help me build credibility and support my future career opportunities.

Another strength of mine is Digital wellbeing. I understand that excessive screen time causes health problems and reduced productivity which leads me to schedule regular breaks while balancing my digital and physical activities. I take breaks from screens and avoid multitasking with too many digital tools at once. Byrd (2021) highlights that maintaining digital wellbeing helps students stay motivated, focused and mentally healthy when studying online. My academic work gets better because I understand my limits and this understanding protects me from becoming overwhelmed during my busiest study times.



Two Weaknesses

Digital participation stands as one of my main weaknesses. While I can use email and basic messaging tools, I lack confidence when working with professional platforms like Microsoft Teams. Sometimes I hesitate to engage in online discussions or group projects because I worry about making mistakes. I need to improve my communication skills because they are crucial for teamwork abilities which determine both team success and my future career development. 

My second weakness is Digital creation. I usually create basic PowerPoint presentations, and I rarely use creative tools such as Canva or video editing software for creative work. According to Pinto and Guarda (2020) digital creativity allows individuals to share ideas more effectively and attractively, which is essential in both academic and professional environments. Learning to design digital materials better will enable me to show my work in a more professional way.

Action Plan Using SMART Goals

Goal 1: Improve Digital Participation Skills
Specific: Learn to use Microsoft Teams 
Measurable: Participate in at least two online group discussions per month.
Achievable: Watch tutorials and practice writing clear and professional messages.
Relevant: This will improve teamwork and confidence in digital learning.
Time-bound: I am planning to achieve this in the following twelve weeks.

Goal 2: Develop Digital Creation Skills
Specific: Learn to create infographics and short videos using Canva and Clipchamp.
Measurable: Complete two creative digital projects this semester.
Achievable: Use free online resources and apply skills in university assignments.
Relevant: This supports academic work and prepares me for digital-based careers.
Time-bound: I will review progress after three months.

Conclusion

Completing the JISC Digital Capability assessment helped me identify my strengths in digital identity management and wellbeing and recognize my weaknesses in participation and creation. My skills in identity management and wellbeing are strong, but I must improve collaboration and creation abilities to become more confident online. Dadwal (2020) explains that ongoing learning remains vital for success in our linked world. My SMART goals will help me develop digital skills that enhance my academic work and create a solid base for my upcoming professional career.
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Images 2 and 3 display the badges that I have acquired upon completion of several courses in Moodle, DigiSkills recommended Learning section, in order the improve my digital weaknesses discovered using JISC tool.
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Microsoft Excel functions are a vital digital resource which people use to handle their personal data, academic work and professional tasks in today’s digital society. The platform offers users a powerful tool to organize their data, perform analysis and visualization for making informed decisions. Reedy and Parker (2017) establish that digital literacy demands both proficient software tool operation and the ability to analyse data for practical applications. Excel supports users in achieving this goal by handling data and generate evidence-based decisions. The software provides users with multiple functions that help them perform budgeting, forecasting, reporting and performance analysis tasks. This essay explains Excel's importance through its data analysis, budgeting, reporting and decision-making functions while showing its value with a household income and expenditure spreadsheet example.

The system provides users with tools to manage large data collections effectively while discovering patterns which result in beneficial discoveries. According to Sandhu (2020) digital transformation in education and business, relies on the successful conversion of data into meaningful insights. Excel provides users with the ability to analyse qualitative and quantitative data through its statistical and logical formulas which include AVERAGE and IF and VLOOKUP functions. The built-in features of Excel help users detect patterns and deviations in data sets and create simple summaries through PivotTables and charts.

The students must use Excel for survey response analysis to conduct their academic research project. The team would create formulas to calculate average satisfaction scores, generate graphs to identify patterns, then apply filters for group data comparison. Business analysts use Excel to examine sales records which allows them to discover weak-performing products and create evidence-based recommendations for improvement. Byrd (2021) shows that data-driven decision-making processes motivate people to develop critical thinking skills and innovative abilities which Excel enables through its interactive data exploration features.

People rely on Excel as their main tool to create budgets which they use for everyday activities. The management of personal finances through spreadsheet tools enables people and businesses to control their financial resources by monitoring their earnings, expenditures and building savings. According to Pinto and Guarda (2020) digital tools enable financial education which results in improved money management abilities for people. Users gain access to built-in Excel formulas which make financial modelling, expense tracking and future predictions more straightforward.
An individual needs to develop a monthly budget for their home finances which will help them track their income and expenses. Users can calculate total amounts for rent, groceries and transportation by using the SUM and SUMIF formulas. The feature of conditional formatting enables users to track their spending when it exceeds their set budget while charts enable users to view their total money distribution.
Excel enables managers to generate financial reports and conduct cost analysis through its available features. Bencsik (2017) identifies knowledge management as a process which collects and analyses financial data to enable organizations to sustain their operations. The financial management capabilities of Excel help small and medium enterprises to track their expenses and modify projections and select actions which support their business objectives.

Excel functions as a data visualization tool which demonstrates its main value through visual representation to users. The results of research become more impactful when tables, graphs and dashboards work together to present data to different audiences. Soltanifar, Hughes, and Gocke (2021) highlight that digital entrepreneurship depends on the ability to translate data into meaningful visuals that guide business strategies. Excel provides this functionality through its various chart options which include bar charts, line charts and pie charts that transform numerical data into understandable information.

A manager can use Excel to track productivity trends and revenue growth from performance data when creating performance reports. The combination of formulas with visual tools enables them to generate professional charts which serve both the presentation and report needs. Students who create academic assignments can use Excel charts to demonstrate their analytical skills through variable relationships. The research by Paulus and Nijstad (2003) shows that visual tools improve team creativity and performance because they present complex data in a clear way, which makes Excel a perfect choice for collaborative work and educational projects.

Excel functions as a vital support system which guides users toward making well-informed decisions. The platform enables users to develop simulations for different situations through its data analysis features which generate predictive outcomes. According to Dadwal (2020) technology-supported decision-making systems help people and organizations reach superior results in the networked economy. Users can test the results of variable changes through Excel's What-If Analysis tools which include Goal Seek and Data Tables to base their decisions on data instead of guessing.
Small businesses use Excel functions to evaluate how their pricing changes affect their profit results. The manager achieves the highest profitable price level by changing the value in the spreadsheet. Students can test different study plans through Excel, which helps them find the most effective method for time management. The authors Burgess, Marwick, and Poell (2018) show that digital platforms which let users experiment with data interpretation skills improve their critical decision-making abilities which proves vital for academic and professional success.

Microsoft Excel serves as an essential tool which enables users to achieve academic success, personal goals and professional achievements in the digital era. The software allows users to analyse data, create budgets and generate reports which lead to better decision-making. The authors Reedy and Parker (2017) state that learning digital tools like Excel leads to better digital literacy skills which help people learn throughout their entire lives. Excel enables users to work independently while building problem-solving and analytical abilities, which apply to different professional environments and academic fields. Excel allows users to work more efficiently and creatively because it provides data analysis tools, financial management features and visual communication capabilities. The digital environment demands this skill for all learners and professionals because it maintains its importance in the present day.
























The embedded Excel spreadsheet displays data that reflects the annual income and expenditure over the course of 12 months, for a family of 3. This also demonstrates my basic knowledge of Excel formulas and data analysis applied to a real-word scenario of family finances.
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Microsoft_Excel_Worksheet.xlsx
Sheet1

														Monthly Breakdown of Annual expenses 2025

				Income		Amount per month £££		Expenditure		Amount per year				Expenses		Jan		Feb		Mar		Apr		May		Jun		Jul		Aug		Sep		Oct		Nov		Dec

				Wage 1		2700		Mortgage		10560				mortgage		880		880		880		880		880		880		880		880		880		880		880		880

				Wage 2		0		Council tax		1705				council tax		155		0		155		155		155		155		155		155		155		155		155		155

				Trust Funds		0		Electric		980				electricity		100		100		90		90		60		60		50		60		80		80		100		110

				Stocks/Share payouts		0		Gas		768				gas		100		90		75		70		50		40		40		38		45		50		70		100

				Universal credit		0		Water rates		600				water		50		50		50		50		50		50		50		50		50		50		50		50

				Student Finance		1100		Food		6720				food		800		600		450		600		400		420		450		600		400		650		500		850

				Other		0		Car insurance		1320				car insurance		110		110		110		110		110		110		110		110		110		110		110		110

								Car Tax		396				car tax		33		33		33		33		33		33		33		33		33		33		33		33

								Fuel		2105				fuel		150		150		170		190		230		200		200		180		170		165		145		155

								Child Care Costs		2530				childcare		180		180		200		310		200		200		180		200		180		180		210		310

								Loans/credit cards		2640				loans		220		220		220		220		220		220		220		220		220		220		220		220

								Other eg Birthdays/savings/holidays		1000				other spendings		150		200		0		0		0		0		0		200		50		150		0		250

				Total Income / month		3800								Total expenses / month		2928		2613		2433		2708		2388		2368		2368		2726		2373		2723		2473		3223

				Annual Income		45600		Annual expenditure 		14276				Remaining balance/month		872		1187		1367		1092		1412		1432		1432		1074		1427		1077		1327		577

														Income		3800		3800		3800		3800		3800		3800		3800		3800		3800		3800		3800		3800

														Lowest spending month 		2368		June & July

														Highest spending month		3223		DEC



Monthly Income vs Expenses



Expenses	

Jan	Feb	Mar	Apr	May	Jun	Jul	Aug	Sep	Oct	Nov	Dec	2928	2613	2433	2708	2388	2368	2368	2726	2373	2723	2473	3223	Income	

Jan	Feb	Mar	Apr	May	Jun	Jul	Aug	Sep	Oct	Nov	Dec	3800	3800	3800	3800	3800	3800	3800	3800	3800	3800	3800	3800	







Annual spendings





Mortgage	Council tax	Electric	Gas	Water rates	Food	Car insurance	Car Tax	Fuel	Child Care Costs	Loans/credit cards	Other eg Birthdays/savings/holidays	10560	1705	980	768	600	6720	1320	396	2105	2530	2640	1000	
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Introduction
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How I plan to apply these skills in my academic work and future career.
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How it helped me develop and improve essential digital skills, such as:
• Moodle and Turnitin.
• Outlook and Calendars
• Microsoft Office365





How the module enhanced my understanding of digital literacy and its academic and professional relevance.













How I have developed my Digital skills:

 Digital Platforms




 - accessing materials online in Moodle
- submitting work on Turnitin
- assessing my digital strengths and weaknesses using JISC discovery tool
- using Office 365 and university platforms required for my studies







Email & Task Management

 
I have developed better communication and organizational skills by using:

- Outlook email features and inbox management.
- adding calendar events and reminders
- using Outlook To-Do list.



Now I manage deadlines better and can keep track of my work effectively.









Artificial intelligence

Understanding how to use AI in higher education:

- what AI is and how it supports studying
- exploring ChatGPT and Microsoft Copilot
- ethical use of AI in assessments
- GDPR principles and basic cybersecurity like phishing and secure passwords.









Microsoft Office: Word and Teams


By using Microsoft Word and Teams
 I learned:

- formatting
- Table of content creation and how to update it
- inserting images and videos
- sorting from  A-Z and document settings
- sharing files using OneDrive
- communication and collaboration
- group work







PowerPoint  Skills

 
I have enhanced my presentation skills by using:

- layout and accessibility checker
- designer and slide Master
- transitions, animations and audio
- embedding media
- recording presentations
- saving as PDF 
Now I can create more professional and engaging presentations.








Excel Skills

I learned how to use it for study and business:

- organize data using tables, sorting, filtering
- use basic formulas like SUM, AVERAGE, MIN, MAX
- create simple dashboards with PivotTables
- format spreadsheets 









LinkedIn Learning

- developed practical skills by completing online courses for Microsoft Word, PowerPoint and Excel
- improved my digital literacy by creating presentations, using formulas and  formatting a spreadsheet, and editing documents.
- gained more confidence in using these skills for future assignments and my professional development.





JISC assessment Strenghts:


            Digital wellbeing

> I protect my personal information
> set digital limits in order to support my mental health
> using screens mindfully
>engage positively and respectfully in the online space

Digital identity management

> manage how I am viewed online
> make wise choices of the personal information that I share
> stay aware of scams as phishing

















Weaknesses

 Digital participation

> unsure at times which platform or tool is more suitable for communication
> finding challenging to express ideas in online formats
> still developing confidence in professional digital interactions

Digital content creation

> limited experience with design and editing tools
> working to improve creativity in digital content
> developing skills in structuring engaging materials





Action Plan















• Learn to use Microsoft Teams  confidently by watching tutorials and participate in online discussions.





• Take online courses to develop design and creation skills using Canva and PowerPoint.





• Study other’s work and adapt ideas to my own projects.












Applying Digital Skills in studies and future career







Collaborate with others using online tools





Use digital tools to make learning and assignments more creative





Built a professional online profile to support my future career





Understand and present data clearly in future reports and presentations
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