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700 words on my above assesment.
My two strengths:
1) Digital Identity Management 
2) Digital Communication 
My two identified weaknesses: 
1) Digital Productivity 
2) Digital Wellbeing 

Below I will go into details of my assessment and ways I think I can improve on each of them: 





1) My assessment of Digital Identity Management and how to improve it:
My digital identity is basically my online “me,” so it needs to be kept as secure as possible. To keep it in check we/I should always do a quick self‑check: Google yourself for example, scroll through your social media, and delete anything that feels outdated, cringey, or too personal. Next, I need to be mindful and lock things down. Use strong, unique passwords for every account and turn on two‑factor authentication so hackers have a harder time getting in. tweak your privacy settings. 
I need to think twice maybe even a third time before I post on my socials or other profiles — oversharing can lead to identity theft or just awkward situations. I’m constantly juggling my personal and professional life so I need to consider keeping separate accounts, so I don’t mix weekend selfies with work updates.
I see that I should try as best as I can to always put my best foot forward, in life in general but in this growing digital world, online especially. Share things that reflect who I am and what we care about and interact respectfully. A little effort goes a long way toward keeping my online self safe and looking good.

2) My assessment of Digital Communication and how to improve it:
Managing digital communication effectively involves applying clear strategies to ensure messages are accurate, timely, and well‑received. We should always begin by defining the purpose of each communication, whether it’s to inform, request, or collaborate, so the content remains focused. Always use clear, concise language and avoid unnecessary speech or jargon to improve understanding across diverse audiences. Tone matters just as much as content. Without facial expressions or vocal cues, our words can be misinterpreted. Active listening applies online too. In video calls or chats I now fully intent to acknowledge others points and ask clarifying questions and avoid multitasking. This shows respect and keeps conversations productive.
Platform awareness is key, I need to be mindful and ensure I adjust my style for email, instant messaging, or collaborative tools like Teams. For example, emails may require formal greetings, while chat platforms allow for a more casual tone.
Finally, I need to remember to practice digital etiquette whenever possible so I can learn to respond promptly, always proofread before sending any work of mine to others in my career. Over time, these habits will help make my communication more effective, professional, and engaging and will help me to connect more meaningfully in any digital environment.

3) My assessment of Digital Productivity and how to improve it:
To improve my digital productivity, it’s best to start each day or task dependent on the situation by setting clear daily priorities and using time a set amount of time to focus on one task at a time. I should minimize distractions by silencing non-essential notifications and using website blockers during deep work. Make the best use of productivity tools like task managers, cloud storage for example. Do my best to keep my digital workspace organized with clear folders to structure my work and keep it organised with regular decluttering. Make sure to schedule in short breaks to maintain mental energy and avoid burnout. Finally, review progress daily or weekly dependent on the situation to adjust strategies and ensure my digital habits align with my goals.

4) My assessment of Digital Wellbeing and how to improve it:
A way to improve my digital wellbeing could be to start tracking my screen time, this would help me to understand my usage patterns. I am going to set daily limits for applications that are not essential to my life to prevent overuse. I will be disabling certain notifications on my devices (I’m going to try as best I can to do this) to minimise distractions and maintain my focus. I know that I need to establish device‑free times, such as during meals, one important thing I’ve learned during my research into this is that I need to stop being on my phone at least an hour before I want to go to sleep.  I do struggle with sleeping properly and research shows that doing this will help to promote rest and real‑world engagement. If I can learn to curate my digital environment by removing harmful or unhelpful content and only concentrate on following sources that provide value, then this will only positively influence my digital wellbeing. I could practise mindful technology use by considering purpose before engaging with my devices, so really thinking before I pick up my device or head for my laptop. I will be making sure to take regular breaks to protect eye health and also my posture. By setting boundaries such as these and using technology only when its really needed I will be able to create a balanced, sustainable digital lifestyle.
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Before this assignment I had very little reason in my life both personal and professional to see the need in using Microsoft Excel, even though I have worked in busy office environments all my life I’ve only ever had to use excel in the most basic of ways and really out of my own choosing. I found that there was always ways for me to avoid using it and finding another way to record data. In many ways I used to look at excel and just think to myself “Stay away John, it’s too complicated of a tool to use. But I’m very happy to say that this assignment has sort of forced me to look more in depth into Excel and I must say I’m quite surprised by it because In an age where data drives decisions, Microsoft Excel has become more than just a spreadsheet application, it has almost become in many ways its very own universal language of organisation, analysis, and efficiency. Whether we are managing a household budget or preparing a quarterly business report, Excel offers tools that transform basic data information into meaningful insights. In my own life, I don’t use Excel very often but due to this assignment I can see how excel bridges the gap between personal planning and professional productivity, how it can enable individuals to work smarter, make informed decisions and maintain order in an increasingly complex world. One of the most tangible ways Excel could have a real impact on my personal life would be using it to help me with budgeting. By creating customised spreadsheets, I can use it to track my income, expenses, and savings goals with pinpoint precision. Unlike budgeting apps that are even specifically designed for budgeting alone, Excel excels even beyond such apps. Excel allows me to use formulas that can help reflect my unique financial situation. Whether it’s calculating monthly savings rates, forecasting annual expenses, or visualising spending patterns through charts. This flexibility empowers me to make informed financial choices, avoid unnecessary debt, and plan for long‑term goals such as travel, education, or even my retirement. 
Beyond finances, Excel serves as a personal accountability partner. I could it to track fitness progress, reading lists, and skill‑development milestones. Conditional formatting highlights achievements, the possibilities for its use are almost endless. Pivot tables summarise progress over time. For example, when training for a half‑marathon, a friend of mine told me they planned their daily running distances and used Excel’s charting tools to see trends, it identified highs and lows in their training regiment and helped them make adjustments to their training plan accordingly. From family gatherings to community events, Excel can help me coordinate the simple and not so simple tasks in my every day life. I could create guest lists, assign tasks, and manage budgets all in one place. The ability to sort and filter data ensures that no detail is overlooked, while colour‑coding makes complex plans visually welcoming. This organisational clarity can even help to reduce stress and ensures smoother effect in data that you are trying to record and/or keep track of. This assignment has opened my eyes and showed me that Excel itself is a skill worth cultivating. By experimenting with formulas and data visualisation, I could not only improve my spreadsheet proficiency but also sharpen my analytical thinking (Overtime of course). Research shows that this self‑directed learning can spill over into other areas of my life, fostering a mindset of problem‑solving and continuous improvement. The more I use Excel, the more I learn. I’ve picked up tricks like conditional formatting, pivot tables just by experimenting. It’s not just about making better spreadsheets, it’s about sharpening my problem‑solving skills in general. At work, this assignment has showed me that Excel could be used my main tool for turning raw data into something useful. Whether it’s stationery order numbers, project timelines, or customer feedback, I can sort, filter, and analyse it quickly. Functions like the pivot tables could save me hours and help me spot trends that aren’t obvious at a first glance.
One of my favourite things about Excel is how it can automate repetitive work. When used correctly and over time it could turn what could be a two‑hour job into a 15‑minute task. That means there would be more time for the parts of my job that actually require creativity or sections of time where I’m required to step away from my work such as attending meetings and taking minutes for those meeting as an example. Another thing that Is very useful with Excel is that with things like cloud sharing through OneDrive or SharePoint, when in a team it allows the whole team to work on the same spreadsheet at the same time which means no more emailing different versions back and forth, it’s all in one place, updated in real time, with this being a real time function of excel it would really make life a whole lot easier and more efficient when working on the same project where updated are coming through thick and fast. 
So all in all as I said at the beginning of this task I’m really honestly quite glad that I’ve had this assignment and excel was a part of it as it has greatly improved my knowledge of the system and made me realise how useful it could be to me in my personal and professional lives. I can truly see myself starting to use the system to keep track of the things I do in my day to day life both physically and financially. I am definitely not saying I’m a pro, but I do feel allot more comfortable when opening Microsoft Excel than I ever did before taking on this assignment. 





Write a 1000 word essay on Relevance of Excel in professional and personal life. 
8 references
Use the following information create an Excel spread sheet, looking at income and expenditure of a typical family of 4 over the course of a year. Use formulars to achieve answers and add headings and highlight the different aspects of the finances, be realistic with the monetary amounts used for each area.
	Income 
	Amount per month £££
	Expenditure
	Amount per month £££

	Wage 1
	
	Rent/Mortgage
	

	Wage 2
	
	Council tax
	

	Trust Funds
	
	Electric
	

	Stocks/Share payouts
	
	Gas
	

	Universal credit
	
	Water rates
	

	Student Finance 
	
	Food
	

	Other
	
	Car insurance
	

	
	
	Car Tax
	

	
	
	Fuel
	

	
	
	Child Care Costs
	

	
	
	Loans/credit cards 
	

	
	
	Other eg Birthdays/savings/holidays
	



Excel spreadsheet imbedded below which has details of my income and expenditure for this year 2026/27 for the task given above. 
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My PowerPoint presentation has been submitted via Turnitin via the Powerpoint presentation tab as instructed. 
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Table of My Income  and Expenditure.xlsx


Table of My Income and Expenditure.xlsx
Sheet1

																TABLE OF MY INCOME AND EXPENDITURE OVER THE YEAR - 2026/27

																My Income		Amount per year 		Amount per month		Expenditure		Amount per month 		January		February		March		April		May		June		July		August		September		October		November		December		Yearly Cost

																Salary 		£29,500.00				Rent		£600.00		£600.00		£600.00		£600.00		£600.00		£600.00		£600.00		£600.00		£600.00		£600.00		£600.00		£600.00		£600.00

																						Child Maintenance		£150.00		£150.00		£150.00		£150.00		£150.00		£150.00		£150.00		£150.00		£150.00		£150.00		£150.00		£150.00		£150.00

																Wage				£1,800.00		Electric		£58.00		£58.00		£58.00		£58.00		£58.00		£58.00		£58.00		£58.00		£58.00		£58.00		£58.00		£58.00		£58.00

																Credit Card 1		£450.00				Water		£30.00		£30.00		£30.00		£30.00		£30.00		£30.00		£30.00		£30.00		£30.00		£30.00		£30.00		£30.00		£30.00

																Credit Card 2		£200.00				Council Tax		£80.00		£80.00		£80.00		£80.00		£80.00		£80.00		£80.00		£80.00		£80.00		£80.00		£80.00		£80.00		£80.00

																						Mobile Phone 		£100.00		£100.00		£100.00		£100.00		£100.00		£100.00		£100.00		£100.00		£100.00		£100.00		£100.00		£100.00		£100.00

																						Internet		£46.00		£46.00		£46.00		£46.00		£46.00		£46.00		£46.00		£46.00		£46.00		£46.00		£46.00		£46.00		£46.00

																						DWP Recovery		£15.00		£15.00		£15.00		£15.00		£15.00		£15.00		£15.00		£15.00		£15.00		£15.00		£15.00		£15.00		£15.00

																						British Gas Recovery		£25.00		£25.00		£25.00		£25.00		£25.00		£25.00		£25.00		£25.00		£25.00		£25.00		£25.00		£25.00		£25.00

																						OVO Energy Recovery		£16.00		£16.00		£16.00		£16.00		£16.00		£16.00		£16.00		£16.00		£16.00		£16.00		£16.00		£16.00		£16.00

																						My Perks Plan		£7.00		£7.00		£7.00		£7.00		£7.00		£7.00		£7.00		£7.00		£7.00		£7.00		£7.00		£7.00		£7.00

																						Credit Card 1		£50.00		£50.00		£50.00		£50.00		£50.00		£50.00		£50.00		£50.00		£50.00		£50.00		£50.00		£50.00		£50.00

																						Credit Card 2		£6.00		£6.00		£6.00		£6.00		£6.00		£6.00		£6.00		£6.00		£6.00		£6.00		£6.00		£6.00		£6.00

																						Netflix		£6.00		£6.00		£6.00		£6.00		£6.00		£6.00		£6.00		£6.00		£6.00		£6.00		£6.00		£6.00		£6.00

																						Disney		£7.00		£7.00		£7.00		£7.00		£7.00		£7.00		£7.00		£7.00		£7.00		£7.00		£7.00		£7.00		£7.00

																						TOTAL COST PER MONTH		£1,196.00		£1,196.00		£1,196.00		£1,196.00		£1,196.00		£1,196.00		£1,196.00		£1,196.00		£1,196.00		£1,196.00		£1,196.00		£1,196.00		£1,196.00		£15,548.00

																						TOTAL COST PER YEAR
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