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[bookmark: _Toc226563100]Task 1 
[bookmark: _Toc226563101]Assessment of Digital Skills
Screenshot of my JISC report
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The badges I completed:
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JISC reflective essay 
[bookmark: _Int_nC6Dufqa]Digital skills are very important and needed in todays world. Being able to work digitally helps to communicate, work together, and collaborate. They could also help us to make smart choices such as protecting our privacy online and be aware of how to make our digital footprint look more professional (computerskills, 2023). As students, it is important to have digital skills as most of our university work is completed online. Digital tools help us to study in our own time and speed while also managing our personal life and needs. While it is needed in education, it is also a must in employment aswell. Employers look for candidates who have computer skills to manage data and use different software and platforms (CollegeNP, 2024). 
The results from my JISC report show my strengths and weaknesses when using digital tools. This report helped me identify the areas I was good at and where I needed improvement in. It shows that the highest rankings I got were communication and collaboration, digital preferences and needs, being digital and finding resources and information. My lower ranked sections were digital creativity and problem solving and managing your digital learning. 
[bookmark: _Int_Kdgo2Tiv][bookmark: _Int_m0Edj4hx][bookmark: _Int_GjsrVEzM][bookmark: _Int_2uwq7wDn][bookmark: _Int_mgGQsXT9][bookmark: _Int_X27dLhOz][bookmark: _Int_PdQF2N2n]Looking back at my results, communication and collaboration is one of the highest one. This skill is very important because it enables us to work effectively in group projects by sharing ideas, listening to each others ideas and solving problems (Edubrudge, 2024).  which was not something I expected as I prefer working on my own and hold back from sharing my thoughts as English is not my first language, so it gets difficult for me to voice out what is on my mind. I like working in a team but only with people I feel comfortable in having conversations with, as it makes it easier for me to share my opinions and not feel judged. This skill will be an advantage in my future career as it would used when a group project is present and collaboration with my teammates would be needed to get the task completed. Another one of my high scored skills is being digital. I was expecting this one, as I feel confident in using digital tools. I have had previous experience in learning about internet technology in school, which since has helped me when using digital tools and I just needed to improve on areas I needed such as using Excel. This skill would benefit me in my future as being able to use digital platforms such as the most common Office 365, is very needed and almost every job requires this skill in their candidates. 
[bookmark: _Int_A5Xi4cWG][bookmark: _Int_igDGYPuk][bookmark: _Int_l6E4CeeZ]On the other hand, one of my lowest sections was digital creativity and problem solving. Creative problem solving encourages open ended solutions (Boyles, 2022). Again, this was expected as I tend to work better when work is given to me clearly to work on. I struggle to deal with problems, so I try to lay back as much as I can and just voice out my opinions when I feel confident in what is being discussed. Another weakness of mine is managing your digital learning. I was a bit suprised at first because I use online platforms regarding my studies regularly whether that is to submit assignments or access links through the HWB. This area showed me that I need to start using digital tools to manage my workload whether that is using digital planners or task management apps which could help me stay organised and not leave everything until the last minute.
Specific - I will improve my weaker skills by using a digital planner to organise my assignments and deadlines. 
Measurable - I will keep my planner updated to track my progress.
Achievable – It is achievable as I already have access to the digital tools I need.
Relevant – Improving this skill will help me stay organised and improve the quality of my assignments.  
Time – I will achieve this by practicing regularly.
In conclusion, improving my digital skills is going to benefit my studies and future career. Improving my digital skills now will help me be more prepared and confident in a professional environment as they will be an essential skill in future job roles. 
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[bookmark: _Toc226563105]Task 3
[bookmark: _Toc226563106]Essay on Relevance of Excel in professional and personal life 7 references 

Excel is a spreadsheet program created by Microsoft. It is used to organise data in rows and columns which are called cells. It was called the Odyssey during the making but was later updated and released as Excel in September 1985 (Computer Hope, 2025). Using Excel also enables us to carry out calculations, create charts, and analyze data easily. It is being used both in education and in a professional environment because of its effectiveness. Having Excel skills is becoming a must have for the job applying candidates as it is very useful in businesses where there is a lot of data waiting to be dealt with. One of the many reasons Excel is important is because of the accuracy of the data and the formulas that are used when making calculations to get quicker results (GeeksforGeeks, 2025).
[bookmark: _Int_8ILv4dMa]Excel has gotten very popular because of its efficiency and accuracy when handling data (Sultana, 2025). One of the best futures that it has is the formulas. These formulas can be used when making calculations when dealing with large sums of numbers, which makes it quicker to get automatic results instead of doing calculations all on your own. Using these formulas also reduces chances of making mistakes (Cheusheva, 2025). When using Excel, you can put your data in different cells, which makes it easier to read and understand. Using Excel saves us so much time with all the features it comes with. Tasks that could take us ages to complete can be done in just a few clicks like creating charts and diagrams. This feature makes it very useful in businesses because it lets us to organise and categorise data. It also helps in avoiding mistakes and making sure charts stay accurate and up to date (Horsey, 2024). 
Excel can be used for a lot of things. The most popular being data analysis. The formulas and charts help us to create and analyse the data inserted. An example of that would be businesses when they need to track their sales and make decisions based on the results (Ginsberg, 2025). 
Another thing Excel can be used for is budgeting. It can be used to track down our expenses, spending, and savings as I have done, which I am going to be discussing. This way it will be easier to manage our finances and be more aware of our spendings. I find it very useful for this purpose as it helps me see where I have spent the most in and helps me in being more in control of my spendings (Markus, 2025). 
It also being widely used and thought in schools as well. Students are being given information and are being thought about how to organise that information which is improving their digital skill. Speaking from personal experience, I learned the basic use of Excel when attending IT classes in school, which made it a bit easier for me when finding out new features in our university lectures. Students are being taught how to create charts and graphs and analyse the data using Excel tools whether that is for coursework, math or science. Teachers also get the benefit of using Excel, which is commonly used to track student progress or analyse their performance data. Excel is not only made to be used in business environments, but it can also be very handy in educational and personal use (Bala Excel Insights, 2024). 
[bookmark: _Int_hPMMsABm][bookmark: _Int_BqhXuWUx]I created a spreadsheet as part of this assignment. This spreadsheet is a two person household and their income and spendings. To create my spreadsheet, I did not use my own household income as I am not currently working. I made it based on a typical two person household and tried to make it as realistic as possible. This task helped me practice my Excel skills and see where I could need more improvement in. The titles of the columns I put in bolded text so they could stand out. I also added background colour to the header cells to separate them from the main data. The data was put into clear categories such as the income going on top and different types of spendings going on the side so the information could be easier to understand. To calculate the totals of my earnings and spending, I used the SUM formula which helped me get accurate and quick results. Using this formula helped to save time and also not make any mistakes with manual calculations. I tried to keep the layout clear so it can be easy to understand. This also made my work look more organised and easier to read. This task helped me find the areas I needed improvement on when using Excel and showed me how I can apply this skill in personal life situations as simple as monthly spendings. It helped me understand how knowing formulas could help me get accurate and quick results. 
In conclusion, Excel tools and efficiency make it a must have tool. It can help us organise and analyse large amounts of data easily and quickly. During this module I have found out that it cannot just be used for professional needs. We can also use it for our personal needs, just like I did by creating my monthly income and spendings spreadsheet. Overall, it is important to have Excel skills as it will be a benefit when getting into a new job and you get better at using the formulas and tools by using them regularly. It can and does help us to make smart decisions as it is like an investment for our futures. 





My spreasheet 
	Income 
	Amount per month £££
	Expenditure
	Amount per month £££

	Wage 1
	1800
	Rent/Mortgage
	750

	Wage 2
	1800
	Council tax
	110

	Trust Funds
	0
	Electric
	150

	Stocks/Share payouts
	0
	Gas
	150

	Universal credit
	0
	Water rates
	50

	Student Finance 
	0
	Food
	250

	Other
	0
	Car insurance
	90

	
	
	Car Tax
	15

	
	
	Fuel
	200

	
	
	Child Care Costs
	0

	
	
	Loans/credit cards 
	0

	
	
	Other eg Birthdays/savings/holidays
	600


Embed your excel here:
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Task 3.xlsx
Sheet1

		Income 		Amount per month (£££)				Expenditure		Amount per month (£££)

		Wage 1		1800				Rent/Mortgage 		750

		Wage 2 		1800				Council Tax 		110

		Trust funds		0				Electric		150

		Stocks/Share		0				Gas		150

		Universal Credit		0				Water Rates		50

		Student finance 		0				Food		250

		Other		0				Car Insurance		90

								Car Tax		15

								Fuel		200

								Child Care Costs 		0

		Total Month 		3600				Loand/Credit cards		0

								Other eg. Birthdays/Savings/Holiday		600

		Net Monthly 		1235

								Total Montly 		2365

		Net Annualy 		14820
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Reflective Presentation

By Ivelina Spirova 













Week 1

Created our JISC report









I used my JISC report to work on my low marked areas to get badges for my assignment













Outlook & Task Management 



Learned how to sort my emails





Fun fact: Recall Accidental Emails – with Outlook you can easily replace emails sent by mistake as long as the recipient hasn't opened the email and they won't even notice. (RedSquid, 2018)

I know how to set up meetings using the calendar



I use it to add my assignment deadlines to the calendar











Microsoft office 365 & Word





According to Kelley (2025), Microsoft 365 boosts teamwork efficiency by enabling employees to share files, work together on documents in real time, and communicate effortlessly.

I learned how to use tools to create documents, communicate effectively, and collaborate in real time using Teams

I will use these skills to improve my productivity, to share information easily, and to organize my digital work













2007-2010











2013-2019













2019-present





















LinkedIn & LinkedIn Learning















Conclusion

I learned a lot about digital skills in this module. I now use these skills in my studies to be more organized and efficient. Each week, we looked at different tools, like exploring Microsoft Office 365 and AI. I can already see that these lessons are influencing my studies, communication skills, and personal development. 













Thank You!
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