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Reflective Essay – Weeks 1 to 4 of the Digital Skills Module

From my point of view, these first four weeks have covered a wide range of essential topics for today’s digital world. We explored areas such as the introduction to the module, Outlook, LinkedIn, and Microsoft Office 365, while also learning about Artificial Intelligence — its benefits, limitations, and the ethical and legal principles that guide its use. This early stage of the module has helped me understand how technology and digital literacy are vital for success in modern education and professional life.

Week 1

At the start of the course, our main goal was to become confident using the UWTSD Hub platform and to learn how to access and navigate the module properly. We were introduced to key information such as the Digital Connectivity Bursary, the handbook, tasks, and assessment criteria.
The module includes four main assignments and a reading list:
Task 1: a 700-word reflection based on the JISC Discovery Tool report, earned badges, and personal recommendations.
Task 2: completion of three LinkedIn Learning Certificates in Word, Excel, and PowerPoint.
Task 3: a 1,000-word essay on the relevance of Excel in modern contexts.
Task 4: a seven-minute reflective presentation in PowerPoint, summarizing what we have learned and how we have improved throughout the module.

Week 2

This week focused on Outlook as an essential platform for managing communication and time effectively. Through practical class activities, we learned to compose and organize professional emails with clear subjects, logical structure, and a polite tone.
We also practiced using folders and rules to manage the inbox more efficiently. The calendar function allowed us to plan meetings, add reminders, and balance our schedules better. Additionally, we explored task management tools such as Microsoft To-Do, Trello, and Microsoft Planner, all of which help improve productivity and teamwork in both academic and workplace environments.

Week 3

In this session, we explored Artificial Intelligence through an ethical lens. We reflected on how to use digital tools responsibly in our studies and everyday life. We also discussed data protection and privacy — especially under the General Data Protection Regulation (GDPR) — and learned about AI “hallucinations,” when systems can produce inaccurate or misleading results. These insights helped us understand the risks of overreliance on AI and the importance of maintaining independent judgment rather than depending completely on technology.
The class also encouraged reflection on the opportunities and challenges of AI, along with topics such as cybersecurity, individual rights, and the reasons why organizations gather personal data.

Week 4

This week we focused on Microsoft 365 and how its main applications — including Word, Excel, PowerPoint, Teams, Outlook, and OneDrive — can support collaboration, productivity, and secure file sharing. We explored how to apply the core features of these tools in practice, using Teams to communicate effectively and OneDrive to store and organize documents safely in the cloud.

Over these four weeks, I have gained both practical and reflective digital skills. Understanding how to use Microsoft tools alongside discussions about AI and ethics has made me more confident and organized in my studies. These experiences have strengthened my ability to communicate, collaborate, and adapt to professional environments, helping me approach academic and workplace challenges with greater confidence and awareness.
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