[image: A close-up of black text

AI-generated content may be incorrect.]

MODULE CODE: Digital Skills for Personal Development and Business Growth BMSW4008

ASSESSMENT COMPONENT: PORTFOLIO

STUDENT NAME: Krisztian Kovacs

STUDENT NUMBER: 2514628

LECTURER: Philippa Fitzgerald

DATE: 12.12.2025
I confirm that I have not presented any AI generated materials as my own work. 
I confirm that I have copies of my drafts, notes, and other resources I used, which I may be asked to provide in evidence.
























Contents
Task 1	4
Assessment of Digital Skills	4
References	6
Task 2	7
LinkedIn Learning Certificates for Office365	7
Task 3	8
Essay on Relevance of Excel in professional and personal life.	8
References	11
Task 4	12
7 Minute Reflective Presentation	12
















[bookmark: _Toc216490626]Task 1 
[bookmark: _Toc216490627]Assessment of Digital Skills 

[image: A diagram with different colored circles

AI-generated content may be incorrect.]
In this short essay, I will try to reflect to my assessment received from the JISC Digital Capability Tool. I consider digital skills important because nowadays almost everything is connected to some kind of digital device, be it a hobby, learning, or work. The test helped me understand and confirm what I am good at and what I am not so good at. I would like to highlight two strengths and two weaknesses and try to explain how I would like to improve in my weaker areas with a simple SMART plan.
Looking through my JISC assessment, I didn't quite get the answer I expected. Digital skills cover a surprisingly wide range of areas. It's not just about whether I can use a program, but also how I handle information or, for example, how I connect with others online. Am I aware of the digital space? Looking at my own results, two areas are clearly among my strengths because I use my computer a lot. At the same time, two other areas are significantly weak because, on the one hand, I have very little routine and, on the other hand, I have not dealt with them.
One of my strengths is digital proficiency, which means that I am confident in using digital devices and have no problem installing or configuring anything. I love my computer, I convert and edit movies and music as a hobby, I burn discs, and of course I also play games. These are things where there is almost always some problem, update, or new version that needs to be dealt with. For me, this area is part of my daily routine, and I think it's a good foundation for university digital tasks.
My other strength is digital productivity, meaning that I can perform tasks efficiently using digital tools. I use several programs at once, for example when I'm working on a film, and I always organize the files on my computer. When handling video or audio material, it is important for me to quickly find what I need, be it a folder or a setting. I believe that this attitude and experience help me to use the documents, materials, and programs necessary for learning.
One of my weaknesses is information literacy, searching for, evaluating, and verifying information. I know that there is a lot of misleading or false content on the internet, but until now, I didn't really have any idea how to decide what is reliable and what isn't. I often made decisions based on the first results I found, or I simply ignored something. Here in the university environment, that is not enough. I understand that it is important to pay more attention to things such as the credibility of the source, the author, and whether other reliable sources confirm the same thing. This is the area, where I would like to improve in first. 
Another weakness of mine is digital participation, because I am simply not active on social media, and to be honest, I am not interested in that world. I don't feel that what I see on social media is genuine, and it bothers me that most of the time it's about likes, showy lifestyles, and arguments, not real content. I prefer to stay away from it, although I realize that in certain situations this can be a disadvantage. I'm thinking here of building professional relationships or university communities, for example. So, my problem isn't that I don't know how to use it, but that I can't find a way to use it that is meaningful and useful to me.
In the upcoming weeks, I would like to work on improving my two weak points. I thought, I would set aside some time twice a week to search for reliable sources on university topics. Of course, I will check these sources and make a note of the author, date, and publication date. Also, why I found reliable. Digital Participation will be more difficult for me, but since we have created a LinkedIn profile, my plan is to follow a few relevant pages and occasionally respond with a comment on topics that interest me.
Overall, the JISC self-assessment helped me to see more realistically what I can build on and which areas I need to work on it. If I improve my information management skills and find a form of digital participation that suits me, I think this will benefit me both in my university work and later in my career.
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Microsoft Excel is one of the most relevant tool today because in many places it is the easiest way to quickly organize, aggregate, and visualize data and use it to support decision-making. Excel is still one of the most in-demand skills in many workplaces today. According to a study based on job advertisements, Microsoft Excel is still the most frequently requested spreadsheet program, and spreadsheets are often the first step in data analysis tasks because they are easy to calculate with and can be used to quickly create graphs (Rebman et al., 2023). In this essay, I will show how Excel can be used for data analysis, budgeting, reporting, and decision support through practical examples.
Excel is very useful for data analysis because it allows you to quickly extract information from a simple list to see what is actually happening. If you have a table with dates, categories, and amounts, you can use a few basic steps to find out where the money is going, what the largest expenses are, and whether anything changes from month to month. In most cases, all you need to know are a few basic functions and formulas. For example, you can use the SUMIF/SUMIFS functions to add up items that meet a certain condition (such as a category or a specific period). This way, you don't have to calculate everything by hand, but can quickly get a clear picture. If you have more data, a PivotTable can be very convenient. With a few clicks, you can summarize, compare, and immediately see where the biggest changes are (Microsoft, n.d.-a). For this reason, for many people, Excel is the first step before they move on to more specialized tools.
Excel also works really well for budgeting, because you can see your income and expenses in one place and can quickly find out how much you spent and where something doesn't add up. The easiest way is to organize your expenses into categories (e.g., housing, car, utilities, food, travel) and write down your income next to them. Then you can do a monthly summary of how much came in, how much went out, and what was the difference. Microsoft also points out that a household budget is easy to track in Excel because once you have recorded your income and expenses, the difference is calculated automatically, making it easier to avoid deficits or plan for surpluses (Microsoft, n.d.-b). As a simple example, you can set a monthly budget for a few categories (say food, $300) and then look at your actual spending. If you exceed it, you will see it immediately, and you won't only find out at the end of the month that your money has disappeared again. After a few months of data, you can see more and it is easy to understand what is wrong, decide where to cut back or plan more realistically.
One of the best things about Excel is how quickly it can turn basic data into simple summaries that are easy to understand for anyone. A good report is not about showing everything, but about highlighting the essentials. How much was the total income and expenditure, what was the biggest expense, and how did the months compare to each other? This can be conveyed very quickly with tables and simple graphs. In Excel, to create graphs is very easy and help to quickly make comparisons, changes, and patterns clear from the data, so this is one of the easiest ways to present results in a report (Microsoft, n.d.-c). A practical example is when a monthly summary is created from a household spreadsheet, showing all income, all the expenses, the monthly balance, and a graph showing the change over time. Then another summary highlights, for example, the top three cost categories. This way, there are not only numbers, but you can also see where the money is going and what has changed compared to the previous month.
One of the great advantages of Excel in decision-making is that it allows you to quickly calculate unexpected situations. For example, you can see in advance how your monthly savings will change if your overhead costs increase by 10% or if an extra expense suddenly comes up. This is where What-If Analysis tools (such as Goal Seek, Scenario and Data Table) come in handy, because you don't have to recalculate everything manually, with Excel, you can easily compare different scenarios and see how they affect your results (Microsoft, n.d.-d). At the same time, it is worth doing at least a quick check before making a decision (this can be a manual estimate or a logical review), because research shows that errors often occur in tables used in real-world environments, and these errors undermine the reliability of conclusions and decisions based on the table (Poon et al., 2024).
The relevance of Microsoft Excel is evident in the fact that for most every day and workplace tasks, a well-structured spreadsheet is enough to clearly show the essentials. It is suitable for organizing and analysing data, planning budgets, preparing reports, and supporting decisions. In most situations, what is really needed is not data analysis, just a transparent spreadsheet, a few well-chosen calculations, and a graph that quickly shows the essentials. Also, you can summarize data and test "what if" scenarios. Excel not the most complex tool, but rather a basic solution that is faster than any separate system in many situations. In addition, Excel provides reliable results when the calculations are logical and verified, so that the spreadsheet is not only attractive but also a truly usable basis for conclusions. Overall, Excel is a tool that is worth learning to use confidently in both study and work. It is also worth noting that spreadsheets (such as Excel) remain very popular in practice for data management and quick analysis, and are therefore considered a basic tool in many fields (Broman and Woo, 2018).
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Income Spread Sheet.xlsx
Sheet1

		WAGES:		INCOME 2025																								TOTALS:

				January		February		March		April		May		June		July		August		September		Oktober		November		December

		WAGE 1		£2,864.45		£2,556.95		£2,152.30		£1,473.51		£2,288.82		£2,633.99		£2,434.65		£2,394.27		£2,054.01		£1,960.79		£1,872.25		£2,054.24		£26,740.23

		WAGE 2		£415.00		£360.00		£405.00		£555.00		£605.00		£525.00		£215.00		£525.00		£585.00		£555.00		£585.00		£720.00		£6,050.00

		BILLS:		EXPENDITURE 2025																								TOTALS:

		RENT:		£700.00		£700.00		£700.00		£700.00		£700.00		£700.00		£700.00		£700.00		£700.00		£700.00		£700.00		£700.00		£8,400.00

		COUNCIL TAX:		£186.00		£186.00		£186.00		£160.00		£160.00		£160.00		£160.00		£160.00		£160.00		£160.00		£160.00		£160.00		£1,998.00

		WATER:		£57.74		£57.74		£57.74		£76.00		£71.30		£0.00		£85.88		£107.35		£85.88		£107.35		£85.88		£85.88		£878.74

		GAS:		£160.00		£138.00		£116.00		£95.00		£67.00		£51.00		£32.00		£35.00		£65.00		£95.00		£90.00		£110.00		£1,054.00

		ELECTRIC:		£113.00		£95.00		£107.00		£115.00		£116.00		£108.00		£69.00		£90.00		£87.00		£105.00		£85.00		£90.00		£1,180.00

		GROCERIES:		£489.00		£432.00		£547.00		£455.00		£613.00		£578.00		£563.00		£459.00		£642.00		£611.00		£587.00		£913.00		£6,889.00

		PHONES:		£27.00		£27.00		£27.00		£27.00		£27.00		£27.00		£27.00		£27.00		£27.00		£27.00		£27.00		£27.00		£324.00

		CAR FINANCE:		£174.07		£174.07		£174.07		£174.07		£174.07		£174.07		£174.07		£174.07		£174.07		£174.07		£174.07		£174.07		£2,088.84

		CAR TAX:		£36.36		£19.68		£19.68		£19.68		£19.68		£19.68		£19.68		£19.68		£19.68		£16.62		£16.62		£16.62		£243.66

		INSURANCE:		£64.15		£64.15		£64.15		£61.80		£61.80		£61.80		£61.80		£61.80		£61.80		£61.80		£61.80		£61.80		£748.65

		TOTAL BILLS:		£2,007.32		£1,893.64		£1,998.64		£1,883.55		£2,009.85		£1,879.55		£1,892.43		£1,833.90		£2,022.43		£2,057.84		£1,987.37		£2,338.37		£23,804.89

		SAVINGS:		£1,272.13		£1,023.31		£558.66		£144.96		£883.97		£1,279.44		£757.22		£1,085.37		£616.58		£457.95		£469.88		£435.87		£8,985.34



EXPENSES



RENT:	700	700	700	700	700	700	700	700	700	700	700	700	COUNCIL TAX:	186	186	186	160	160	160	160	160	160	160	160	160	WATER:	57.74	57.74	57.74	76	71.3	0	85.88	107.35	85.88	107.35	85.88	85.88	GAS:	160	138	116	95	67	51	32	35	65	95	90	110	ELECTRIC:	113	95	107	115	116	108	69	90	87	105	85	90	GROCERIES:	489	432	547	455	613	578	563	459	642	611	587	913	PHONES:	27	27	27	27	27	27	27	27	27	27	27	27	CAR FINANCE:	174.07	174.07	174.07	174.07	174.07	174.07	174.07	174.07	174.07	174.07	174.07	174.07	CAR TAX:	36.36	19.68	19.68	19.68	19.68	19.68	19.68	19.68	19.68	16.62	16.62	16.62	INSURANCE:	64.150000000000006	64.150000000000006	64.150000000000006	61.8	61.8	61.8	61.8	61.8	61.8	61.8	61.8	61.8	
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MY DIGITAL SKILLS COURSE EXPERIENCE

Overview of my learning

What I have learned in this module

How I applied these skills in my studies and daily life

Link to Task 1, 2 and 3

How these skills will support my future goals





STARTING POINT – MY JISC RESULT


I completed the JISC Discovery Tool

I choose two strenght

I also choose two weakness

This gave me a starting point where I need improvement

				First		Second

		STRENGTH		Digital Proficiency		Digital
Productivity

		WEAKNESS		Information
Literacy		Digital
Participation









GETTING MORE ORGANISED WITH OUTLOOK & CALENDAR

I learned how to use Outlook

I organised my inbox with new folders and rules

Now I check my mails only once a day

Started to use the calendar for appointments

Also, I learned how to write professional emails without emojis 







ARTIFICIAL INTELLIGENCE AND DATA PROTECTION


We discussed advantages and risks of AI tools like ChatGPT

I saw other apps like NotebookLM and MidjourneyAI

I learned that AI can be wrong and may not follow digital ethics

I understand why it’s important the personal data protection









ARTIFICIAL INTELLIGENCE AND DATA PROTECTION


We discussed advantages and risks of AI tools like ChatGPT

I saw other apps like NotebookLM and MidjourneyAI

I learned that AI can be wrong and may not follow digital ethics

I understand why it’s important the personal data protection









WORKING PROFESSIONALLY
MICROSOFT WORD AND TEAMS


I LEARNED WHY MICROSOFT WORD IS THE BEST TOOL FOR ACADEMIC WRITING

DISCOVERED FEATURES LIKE STYLES, TEMPLATES, FORMATTING

NOW I FEEL MORE CONFIDENT TO CREATE PROFESSIONAL DOCUMENTS

WE PRACTISED WITH TEAMS, CREATED GROUP AND MEETINGS





MY NEW FAVORITE TOOL
EXCEL





Firstly, I learned about the basics of data analysis

I practiced with ready-made excel spreadheets and used formulas

I was surprised how much we can do with numbers and information

I created a household income-outcome spreadsheet for Task 3

Now, I use my own Excel sheet to monitor my budget







MY NEW FAVORITE TOOL
EXCEL





Firstly, I learned about the basics of data analysis

I practiced with ready-made excel spreadheets and used formulas

I was surprised how much we can do with numbers and information

I created a household income-outcome spreadsheet for Task 3

Now, I use my own Excel sheet to monitor my budget







MY PROFESSIONAL LINKEDIN PROFILE








Linkedin Profile





I created my own profile





I discovered how this platform works





Starting Task 2





Connected to Linkedin Learning





Online Courses





Downloaded the certificates





I started the 3 course





Now, I can show these skills to my future employers





MY PROGRESS SO FAR






At the start, I understand my weakness

I pay more attention where my information come from

I spend more time with digital learning spaces

I’m less afraid to try new tools

These small steps show me real progress compared to my JISC result





LOOKING AHEAD



I will keep using the office 365 tools and practicing to be better and more professional

My next goals is improve information literacy and be more active in digital spaces

At the end, please complete my feedback quastionaire
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