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In this presentation, I will talk about five examples of my work:

1.Planning and organasing - My To-Do List

2.Using AI tools - summarising information
3.Digital communication - Business emails

4.Using Excel - DS2:Business Digital Task 

5.Creating PowerPoint Presentation

These examples show what I learned during this module

I will also explain what I learned from each task and what 

digital skills I developed.I will talk about what was difficult for 

me, how I improved, and what I can do more confidently.

Examples of My Work



Planning and Organasing

• I created a list of small tasks for my 

assessment

• I used digital tools to organise my work

• This help me plan my work step by step
• I learned how to manage my tasks better 

and faster

Example 1:



Using AI 
• I learned how to use AI tools such as Copilot

• I used AI to find and summarise information
• I learned how to write clear questions to get 

information.

Example 2:



Commuticatiom and Business email

• I learned how to write professional 

emails

• I learned how to use a clear subject 
and organise my message

• I learned difference between formal 

and informal emails

• I practised sending email using 

Outlook

During this module I learned how 

important it is to communicate clearly 

and professionally by email. I learned 

how to choose the right languaged 
depending on who I am writing to.

Example 3:



DS2:Business Digital 

Task.Using Excel
• I learned how to create and 

organise tables in Excel

• I used formulas to work with 

data
• I used formatting to make the 

information clear

• I created a chart to show the 

data visually

Excel was one of most difficult 
tasks for me at the 

beginning.During this 

assessment I learned how to 

organise data, use formulas and 

create charts. I also learned 
how formatting can make 

information easier to 

understand. After completing 

this task I feel even more 

confident using Excel.

Example 4:



Example 4;part 2



Creating a PowerPoin Presentation

Task: 

For my final example, I created a 
PowerPoin Presentation to show and 

explain my work from this module.

What I learned: 

I learned how organise information 
clearly, choose a suitable layout.

Example 5:

What was difficult:

At first,it was difficult to decide how much 

information to put on each slide and how to make 

presentation easy to read.

How I improved:

I improved the layout, shortened the text, and 

organised the information into clear sections.



Conclusion

During this module, I developed different digital skills and became more 

confident using digital tools.

I improved my planning and organisation skills.

I learned how to use AI tools to find and summarise information.

I improved my digital communication and learned how to write 

professional emails.

I learned how to organise data, use formulas and create charts in Excel.
I improved my PowerPoint skills and learned how to present information 

clearly.

Some tasks were difficult at first, especially Excel, but with practice I 

improved and became more confident.

Overall, these skills will help me in my future studies and work, and I will 

continue to develop them.
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