Reflective Essay: What I've Learned Over the Past Four Weeks

As I complete my first four weeks in university, I'd like to reflect on what I've studied so far. I've learned a lot about digital skills, including Microsoft Office, Outlook, and more.

I've learned how to use Microsoft Outlook, where I can create or join teams, mention colleagues by name in chats, and send professional emails, all while staying organized with reminders and calendar events. This will help me work with others more effectively. For example, I can use Outlook to collaborate with my group members on a project. We can share files and discuss ideas. It's easy to use and helpful. I can also use Outlook to schedule meetings and set deadlines.

I also learned about Microsoft 365, which includes Microsoft Office. Microsoft Office has many tools like Word, Excel, and PowerPoint. We use these tools to make documents, reports, essays, and presentations. I can use Word to write essays, Excel to make spreadsheets, and PowerPoint to make presentations. These skills will be very useful for my future career. For instance, I can use Excel to track data and create charts. I can also use Word to create professional documents and reports.

Additionally, I learned about Artificial Intelligence (AI) and data protection. Means keeping personal information save and secure. This includes my name ,email , address and my any other sensitive details. I will use strong passwords be careful what I share through online. Also to be mindful scams and other online threats.
Furthermore, I learned about other digital tools like online calendars and task lists. These tools help me stay organized and manage my time better. I've also been introduced to ChatGPT, which has helped me study and gives you guidance  . It’s only there to give understanding not to replace you.

In conclusion, I'm happy with what I've learned in class. I'm excited to apply these skills in real-life situations. I think these skills will be very useful for my future career and personal life. I'm looking forward to learning more and improving my skills. With these skills, I'll be able to stay organized, work effectively with others, and achieve my goals. I'm confident that these skills will benefit me in the long run. I'll continue to practice and improve my digital skills to succeed in my future plan. I'm excited to see how these skills will help me achieve my goals and make a positive impact in my community.


