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[bookmark: _Toc216473468]Introduction

The purpose of using this E-Portfolio is to show how my digital competencies have been built and how they can be applied to the academic success and in the employment sector. It can be associated with the module learning outcomes, as it assesses how to use digital technologies, develop personal brand effectiveness, develop digital competency in managing tasks and projects, and reinforce their data-handling capabilities in the workplace. It is a portfolio with three primary parts, namely digital skills self-assessment and reflective analysis (Task 1), completion of LinkedIn Learning certifications in Microsoft Word, Excel, and PowerPoint (Task 2), and 1,000-word essay about the relevance of Excel with an embedded spreadsheet (Task 3).
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[bookmark: _Toc216473470]Importance of Digital Skills

Digital proficiency is thought to be the key to success in the academic and professional life due to their capability of helping people to work effectively, handle information and communicate efficiently within the framework of the current technologies. With more digitalisation of workplaces, employers are now requiring graduates to be highly digital literate, adept at using online platforms and capable of interpreting and manipulating data. Digital competence also enhances employability because numerous industries are data-driven and based on digital collaboration to assist in supporting productivity and innovation. The increasing role of technology in education also contributes to the necessity of enabling students to acquire digital skills, which will allow them to learn on their own and engage in critical thinking of information and the application of digital technologies in academic work (World Economic Forum, 2023).













[bookmark: _Toc216473471]Summary of JIS Digital Capability Assessment Results
The JISC Digital Capability Assessment has given me an overall picture of my current skills in various areas of digital skills. In the results, my general level of digital capability is defined as developing yet progressing, which implies that on the one hand, I excel in my basic competencies, but on the other hand, there are still areas that need further improvement to match the expectations set in academia and the workplace (Jisc, 2022). The two areas that I excelled in were information literacy and digital communication. The JISC tool revealed my capability to find credible information sources, evaluate the authenticity of online information and make use of online resources to facilitate academic research. It also established that I use digital mediums to communicate in a professional manner and create the right tone and structure based on the audience and context.
Nevertheless, the analysis has revealed two weaknesses, including data literacy and the creation of digital content. My data literacy scores indicated that I was not very confident in data analysis, using formulas and understanding numerical data. This influences my performance in the completion of assignments, which involve quantitative reasoning. My digital creation score showed that despite being able to use simple tools, I am not yet fluent in more advanced content creation tools like Canva, infographic tools and data visualisation software, which are increasingly becoming more common in academia and workplace (van Laar et al., 2021). These results demonstrate the spheres, which should be developed specifically. After the section, screenshots of the earned badges are put in their place.
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The first of my significant strengths, which is information literacy, as defined by JISC is the ability to find, analyse and apply information in a digital setting (Jisc, 2022). Such an ability has helped me in my academic work by enabling me to research on academic databases, evaluate the validity of the sources and use the evidence of peer-reviewed studies in my assignments. As an illustration, I use systematic search techniques and critical analysis when conducting literature reviews which helps me to guarantee the quality of my evidence base. On the professional front, this strength helps me keep up with the trends in the industry through the availability of online reports and other trusted sources, thereby enhancing my decision-making process and my general confidence in the digital world.
The second strength is the digital communication. JISC defines this as the ability to communicate effectively and appropriately and professionally in digital settings with the use of digital tools. This strength can be seen in how I have always been attending virtual learning environments, my capacity to work harmoniously with my peers through mutual online documents and my use of email and messaging applications to communicate effectively with tutors and my colleagues. This competence can also be applied in the work environment, where I organise activities, react swiftly to questions and act professionally during digital communication, which is increasingly often becoming the norm with the emergence of hybrid and remote interaction (OECD, 2023).
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One of the weaknesses is data literacy since I am not confident when working with numbers, spreadsheets, and standard data analysis skills. This impacts my efficiency in the work that demanded structured data processing on academic assignments and does not allow me to interpret datasets with ease. I could also be less employable in the future due to limited data skills because most organisations require employees to make a data-driven contribution to the reporting process and digitally driven decision-making processes (European Commission, 2022). This skill is thus going to be improved which will enhance my academic performance as well as maturity in my profession.
Another aspect of weakness in the assessment was the creation of digital content. I am at a stage when I can be effective with Word and PowerPoint tools, but I cannot produce visually stimulating digital content including infographics, dashboards and interactive content. This restricts the quality of my academic presentation and the ability to present information in visually stimulating forms. The flourishing of content creation skills will improve my capacity to be creative and professional in the digital setting since organisations become more dependent on multimedia communication (van Laar et al., 2021).
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My SMART goal targeted at increasing my expertise in Excel will help me improve my data literacy weakness. I intend to take a course on LinkedIn Learning titled Excel: Intermediate Skills that is designed to offer an organised training on formulas, data functions, spreadsheet design, etc. The latter is an outcome-specific skill area achievable because of the course and practicing activities, which can be measured by completion of the course and practicing activities, applicable within my weekly time, and applicable to the academic and professional expectations and time-limited since I will accomplish it in six weeks. The development of this competency will help me make decisions more decisively based on the analysis and interpretation of data.
To enhance my digital content production, I will take the course of LinkedIn Learning, Learning Canva, and will practice producing three digital artefacts such as infographic, presentation design and poster. This is a specific and measurable goal that is determined by the quantity of outputs produced. It is possible due to the fact that Canva is free of charge, applicable to academic tasks and communication demands at work and time-limited with a four-week program of completion. This goal will go a long way in improving my capacity to generate creative and professional digital products.


[bookmark: _Toc216473475]Conclusion
I have done the JISC Digital Capability Assessment, which has allowed me to realise my strengths and weaknesses in detail and given me a great guide on how to further my digital capabilities. Through these opportunities and formulating action plans, I have come to be more ready to improve my digital preparedness. This development will also facilitate my performance in school and enhance my future employability through the development of confidence in the required digital skills.
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[bookmark: _Toc216473477]Introduction to LinkedIn Learning
Digital training, which is organised, is a necessary component of contemporary education as well as workplaces as students obtain the necessary and convenient skills development with ease and in correspondence with the industry. Professionally created learning systems including LinkedIn Learning provide quality learning content at the learner pace to enhance their digital skills. It has been demonstrated that organised online courses enhance hiring and further professional growth, as they develop practical skills that make them job-ready and are in line with the changing technological needs (OECD, 2023).
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I have acquired skills in the processing of documents, which are important in writing academic papers and working in the office environment, owing to the Microsoft Word course. While training, I also enhanced my knowledge of formatting applications and tools such as effective use of styles, headings and templates to produce quality and structured documents. The course also boosted my level of competence in handling academic features like citations, footnotes and reference lists among others that are critical in research-based assignment writing. I was taught to make regular page layouts, use section breaks and reviewing aids to work in collaboration on written work. The skills are especially significant since the written communication is still one of the key elements of academic success and professional documentation, and the ability to use the word-processing tools will help ensure clarity, accuracy, and timesaving (European Commission, 2022). The course has enhanced my self-confidence in writing refined academically sound papers that are up to the institution.
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The course on Microsoft Excel also helped me to achieve considerable skills in data-handling and analysis. I was able to acquire practical experience in working with the necessary functions like SUM, AVERAGE, IF statements as well as VLOOKUP that facilitates effective numerical analysis. The training also exposed me to data table, sorting and filtering, and making of charts that will visually sum up information. One of the biggest advances was the development of applying pivot tables that have more complex data manipulation and interpretation. The level of Excel skills is essential since the contemporary work environment is becoming increasingly dependent on the digital data to shape the decision-making and enhance the organisational performance. The recent research indicates that data literacy and spreadsheet skills are the most important employability skills in many fields, such as business, finance, project and health management (World Economic Forum, 2023). The course thus enhanced my skills of handling quantitative work, trends and tabulating data in a way that is clear and accurate.

[bookmark: _Toc216473480]Microsoft PowerPoint Course Summary
The Microsoft PowerPoint course has equipped me with the necessary training in digital presentation, and I am now able to make clear, professional and attractive slides to communicate in academia and the workplace. The course improved my knowledge in design concepts such as application of layouts, colour schemes, as well as typography to make the text readable and interesting to the audience. I was taught to use transitions, animation, multimedia features and properly organised series of slides to make compelling and clear-cut talks. This training can be especially useful since presentation skills are essential in presenting ideas, summarising research as well as proving comprehension in both learning and professional environments. PowerPoint competence is a critical digital skill that is related to better audience understanding and enhanced professional credibility (van Laar et al., 2021). By taking this course, I was allowed to gain better presentation skills in a confident and professional manner.
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[bookmark: _Toc216473482]TASK 3 – Essay on Relevance of Excel + Embedded Excel Introduction
[bookmark: _Toc216473483]Introduction
At a time when the world is becoming more data-driven, Microsoft Excel can be considered a staple digital data processing, analysis, and informed decision-making tool at both the academic and professional levels. Excel, being one of the ubiquitous Microsoft Office packages, offers a versatile and easy-to-use platform where users can structure uncritical data, use formulas, trending, and create reports all within the platform (GeeksforGeeks 2025). The essay examines the significance of Excel, how the software is applied in the real world, and illustrates its usefulness using an integrated household income and expenditure spreadsheet. The argument includes the aspects of Excel facilitating data analysis, budgeting, reporting, decision making, and makes a retrospection of the possible challenges and limitations.
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[bookmark: _Toc216473485]Date Analysis and Organisation 

The strength of Excel is that it enables one to convert unstructured data into systems that are organised and meaningful. Its spreadsheet format is in a grid format, thereby enabling users to store large datasets in a systematic fashion and hence data retrieval and manipulation is effectively carried out (Enlightened Center 2024). Data isolation techniques such as sorting and filtering help in isolating only relevant data subsets with very little time needed. To perform more sophisticated analysis, other functions include PivotTables that allow summarisation of the more complex data sets - aggregation, grouping and cross tabulation of the data. No advanced programming is required to perform such tasks. According to a recent research, Excel continues to be a toolset that is invaluable and accessible to analysts and managers in order to realise, clean, and present data due to its multidimensional tabular format that is more reflective of a highly sophisticated analytics environment.
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In addition to data organisation, Excel is a key element in financial planning and budgeting (either personal or organisational finance). It is utilised by professionals to project cash flows, monitor the expenses, generate forecasts, and conduct a variance analysis (TechBloat 2025; CFO Group 2024). Excel has its inbuilt financial and mathematical functions, which enable the users to find the totals, averages, variances, and even more complicated financial values, enabling them to budget well and plan in a financial way. Excel is a cheaper and adaptable alternative to other specialised accounting software that may require big data and specialised applications (American Journal of Scholarly Research and Innovation 2022).


[bookmark: _Toc216473487]Reporting, Data Visualisation and Communication
Excel charting and graph features, such as bar charts, line graphs, pie charts, and dashboards, allow the user to transform raw data into easy-to-understand visualisation to support the interpretation and communication of trends and insights (10XSheets 2024; Dev Community 2025). They can be used to create clarity and impact whether it is in academic research report, business presentation or internal stakeholder briefing. Excel is still popular in business settings in performance monitoring, KPI reporting and management dashboard guiding strategy and decisions.
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Since in Excel, one is able to clean, summarise, forecast and visualise data, it aids in evidence-based decision making. Scenario analyses, modelling projections, and what-if analyses are commonplace business and organisation activities on which excel is used to compare possible outcomes before investments are made (CFO Group 2024; Dev Community 2025). Excel continues to be a support tool in most of the financial, operational and strategic processes in even larger institutions due to its access and flexibility (International Journal of Business and Management Review 2018).



[bookmark: _Toc216473489]Practical Example: Household Income and Expenditure Spreadsheet
As an example of practical relevance of Excel, we will use a hypothetical data on household income and spending. In this built-in spreadsheet, one can list monthly sources of income (e.g. salary, freelance income), and spending items (e.g. rent, utilities, groceries, transport, savings).
With Excel functions, e.g. SUM, AVERAGE, or conditional functions like IF, it is possible to automatically add income and expenditure in months, net savings or net deficit, and to compute the average monthly spending across categories. Through the use of PivotTables, it is possible to have a summary of spending per category or month, and this will assist in finding out where the majority of the money is spent.
The trends are represented in charts (e.g. pie charts of category-wise expenditure, or line graphs of income vs expenditure with time) and illustrate, e.g. an increase in utility costs, or the savings made monthly. This analysis does not only make a person financially healthy, but it also contributes to making more informed decisions, whether it is to reduce discretionary spending, redistribute budget toward savings, or predict future needs. Incorporating such a spreadsheet in an academic portfolio shows not only theoretical knowledge but also practical skills: the skill to gather data, use formulas, interpret the results, visualise the results, and make effective conclusions.

[bookmark: _Toc216473490]Benefits of Excel Skills
[bookmark: _Toc216473491]Efficiency and Accuracy
Excel is a spreadsheet application that automates a good deal of manual work (summations, averages, lookups, aggregations), saving time and human error to a minimum (Enlightened Center 2024; GeeksforGeeks 2025). This improves the productivity especially when handling massive datasets. Data cleaning and preparation are also facilitated by the tabular format which is important in properly analysing the data.

[bookmark: _Toc216473492]Data Driven Decision Making
Excel enables its users, students, managers, analysts to make their decisions based on quantitative evidence, not on guesswork with the ability to model situations, predict future results and visualise the data. Excel aids in making informed and justifiable decisions whether it is budgeting, project planning or financial forecasting.

[bookmark: _Toc216473493]Employability and Workplace Value
Excel skills are still a popular and in-demand skill in industries, including finance and accounting, marketing, operations, and research (Information Systems Education Journal 2023; Junda Yang et al. 2018). Graduates and job applicants may find it easier to prove their acquisition of solid skills in Excel data analysis, reporting, budgeting, and visualisation, as demonstrated, which makes them more employable and better prepared to work. Excel is also a default tool to many daily activities and analytics requirements of professionals (American Journal of Scholarly Research and Innovation 2022).


[bookmark: _Toc216473494]Challenges and Limitations
Despite its versatility, Excel has some limitations and risks that users should be aware of.
[bookmark: _Toc216473495]Complexity of Advanced Functionality
Basic functions can be learnt relatively simply, whereas more complex procedures, such as more advanced formulas, macros, data modelling and operating with large datasets demand more knowledge and discipline. Spreadsheets are also subject to errors and inconsistencies, and they can very easily get out of order without proper structure and standards. The research on spreadsheet engineering emphasises that methodology and quality control are required to construct and maintain trustworthy and error free models (Rajalingam, Knight and Chadwick 2008; Grossman and Ozluk 2010).

[bookmark: _Toc216473496]Risk of Human Error and Data Integrity Issues
There are also inaccurate conclusions that may result due to mistakes in manually entering the data or formula. Errors might also go undetected in big and elaborate spreadsheets, but they can have an impact on reports or decisions. Also, Excel was not necessarily meant to be an enterprise-scale database: massive, dynamic data or multi-user cooperation can push the limits of the application, creating the potential of data abuse or versioning issues (Samar and Patni 2008).

[bookmark: _Toc216473497]Scalability and Performance Limitations
When the data is very large (e.g. hundreds of thousands of rows or millions of rows), Excel can be slow or can reach memory and precision constraints. The Excel numeric precision has known boundaries, and it may create an error in cases where the dataset is extremely large or extremely accurate (Numeric precision in Excel 2010).


[bookmark: _Toc216473498]Conclusion
To sum up, Microsoft Excel is a very crucial and useful digital tool that is as well as highly applicable in the hands of students, professionals, and various organisations. Its organisational, analytical, visualisation, and reporting features are invaluable to a broad variety of applications - personal budgeting and research in higher education to business financial forecasting, performance analysis and strategy decision making.
To introduce a household income and expenditure spreadsheet into an academic portfolio, a student can depict the practical competency: data management, analytical thinking, visualisation, and decision support. Meanwhile, the understanding of the drawbacks of Excel such as the risk of errors, its inability to scale, and the necessity of systematic approach must be considered to provide data integrity and reliability. Finally, Excel proficiency not only leads to better efficiency and quality of decisions made at the workplace, but also a great deal of employability and ability to perform real world data motivated activities. To any person who is planning to pursue any career professionally or academically, learning to use excel is a good and strategic move.
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