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Portfolio Overview
For my digital portfolio, I have selected three pieces of work completed throughout this module. These pieces demonstrate the digital skills I have developed and reflect my overall growth as a learner.
1. A written document created in Microsoft Word (DS1 - My Digital Life)
1. A sales data spreadsheet created in Microsoft Excel (DS2 - Business Digital Task)
1. A written business log created in Microsoft Word (DS2 - Task Log)
What My Portfolio Shows
My portfolio shows that I have learned how to use Microsoft Word and Excel for professional purposes. It demonstrates my ability to format documents, organise data, use formulas, and present information in a clear and business-appropriate way. Each piece shows improvement from my earlier work, reflecting the progress I have made throughout the module.
What Skills I Used
In Microsoft Word, I used skills such as adding headings, formatting paragraphs, and setting up a professional document layout. In Microsoft Excel, I used skills including entering data into tables, writing formulas such as SUM and AVERAGE, and applying colour formatting and borders to make information easier to read and understand.
What Was Hard at the Start
At the beginning of this course, I found it difficult to use Excel confidently. I was not familiar with formulas such as SUM and AVERAGE, and I struggled with formatting cells and tables. Using Word for professional documents was also a challenge, as I was unsure about how to structure and present my work properly.
What I Can Now Do Independently
I can now independently create a well-formatted Word document, including headings, paragraphs, and a professional layout. In Excel, I am able to build a spreadsheet, enter data, apply formulas, and format cells for clarity. I no longer need step-by-step guidance for these tasks and feel confident completing them on my own.
How These Skills Help in Study and Work
These digital skills are directly relevant to working in a business environment. Word processing and spreadsheet skills are required in almost every office job. Being able to present data clearly and write professional documents will help me in future employment. In my studies, these skills allow me to produce higher quality assignments and manage my work more effectively.
