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Digital tools are taking over in today’s world and is evolving academically.  And I have found out my strength and weaknesses by doing the Jisc discovery tool. I have also found out how important digital tools are in todays time. For example, digital tools play a big part academically such as accessing information instantly using tools such as online libraries this helps students get access to any information at any time and anywhere. Digital tools also help students stay organised by using calendrers and apps that help you take down notes overall digital tools can make learning easier and more efficient and make students be more organised according to (sowa, 2025) digital tools improve efficiency. This shows how important digital tools are.
Now going over the jisc report I have completed as you can see there are quite of few strengths and weaknesses, I am going to go over two of my strengths and two of my weakness. So, two of my strengths I am going to go over are digital well-being and digital identity management. and my two weaknesses I am going to go over are digital participation and digital communication.
First, I am going to go over my strengths. One of my strengths are digital well being this shows that I am focused and I don’t get easily distracted and it also shows that I know how to balance my screen time and not overloading myself using digital tools and that. Can cause physical and mental health problems for example using too much digital tools can affect your eyes by straining your eyes and can affect your posture and mentally it can affect you by stressing you out or giving you anxiety and it can also affect your concentration by having too much screen time can make it harder for you to focus. Overall having good digital well-being is important because having poor digital well-being can affect you in so many ways and I am lucky to have good digital well-being according to (Liggy, 2025) digital well-being is mainly about having a good balance whilst using technology. This shows it’s good to have good balance whilst using technology.  Moving onto my other strength digital identity management this shows that I am responsible by knowing how to take care of my online accounts for example keeping my private information private this shows that you are responsible keeping online data safe. Digital identity management also shows that I am organised by keeping my passwords and accounts safe. This is a good skill to have and can take you are far  in your career having this type of skills is what you need in workplaces and education if you want to succeed it can also keep you and your information safe and save you from troubles for example financial loss and leaked private information.  According to (burt, 2024) keeping details accurate and safe is crucial if things go wrong. After going over my two strengths, you can see how important they are.
Finally going over my two weaknesses, digital participation and digital communication starting at digital participation for this you need to know how use different types of apps, searching for reliable information online and communicating online and being confident. To be honest I do struggle with these types of skills as you can see in the spider diagram. I feel like i struggled because I don’t have access to the best technology and having low confidences this affects me by being scared to make mistakes and this stops me from trying. according to (steglich, 2022).  The goal of digital participation is to overcome challenges. This is what I need to improve on. And finally moving on to my final weakness digital communication this is one of my biggest weakness an example of digital communication is messaging, emailing and online meetings. In my opinion I would rather communicate in person rather than digitally this is because I don’t feel comfortable communicating online  and I struggle with some digital skills for example not knowing how to join meeting or sending emails correctly and I will be looking to improve on that. according to (hall, 2025) communication is now fast paced for example using Microsoft teams this shows communication is moving over into the digital world.
Overall my goal is to improve my weakness and turn them into strengths this will support my academic growth by learning how communicate online this will improve my teamwork by communication with my classmates and improving digital participation will help me gain knowledge by using online resources.





Smart plan 
Specific- improve my digital communications and digital participation
Measurable- try make meetings on teams once a week and complete one online form a week
Achievable- learn how to join meetings by the end of the week 
Relevant- learning digital communication and digital participation will improve my digital communication and digital participation
Time- I will complete this by the end of the month
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TASK 3
[bookmark: _Toc211605241]Essay on Relevance of Excel in professional and personal life.
Excel can play a big part in professional and personal life for example excel is used a lot in multiple workplaces like office jobs and finance jobs it’s mainly used to keep information organised easily, calculate quickly, create charts and tables for data and to keep things organised and easy to change and access. according to (Datonye Micah, 2024) excel can benefit your career by helping with financial management and helps professionals communicate data to stake holders. It also has a lot of benefits for personal life for example helps people manage their money like calculating daily or monthly spendings, helps people to track their goals for example saving money, studying for exams and many more things excel can help to check your progress for anything. According to (Gyansetu, 2022) the use of excel has made goal setting and planning efficient and environmentally friendly. This is why excel is still relevant in professional and personal life  and plays a big part in both.

Going more deeper into how excel plays a big part in professional and personal life. There are so many ways you can use excel for both personal and professional let’s start with personal life. people use excel for many different reasons for example financial reasons like calculating monthly spendings or trying to save money and many more reasons financially the reason why they use excel is excel allows you to  calculate anything using the correct formula and it will give you the correct answer which will make it easier for you  only if you use the correct formula this makes excel useful for financial information.in excel you can build and customize everything into you spreadsheet to make it easier for you to understand (Kathryn, 2018)  another reason people use excel is that excel is easy to visualise financial data for example you are able to use charts and graphs to make it easier for you to understand the calculations given to you and this can help you keep a track on your data with no problems. Another reason people use excel in their personal life is that excel makes it easier for you to organise your information for example excel uses rows and columns make it easier to store your data and find ur data for example you can use columns and rows for your spendings, making lists and keeping records of your data this helps organise your information easily according to columns and rows allows users to organise data efficiently(McKenzie, 2022) and finally people use excel in their personal life is that excel helps save time by automating task using formulas and functions this saves time by  excel doing everything for you and this will help with doing repetitive tasks and tasks with a lot of information for example calculating your monthly spendings that can take time by doing it by Ur self-excel will do it for you using the correct formula. Overall people use excel because it helps them stay organised with their data it can also help manage their financial data and save a lot of time by making quick calculations excel makes peoples everyday lives easier by doing any calculation you give them and storing it however you want to make it easier for you to understand. This is why excel is s till relevant till this day in peoples personal lives.

Moving onto how excel can play a big role professionally for example in a workplace. There is many ways you can use excel professionally one way is excel can help organise data and storage a lot of employees use excel for customer details because excel helps organise important information such as names, contact number and addresses and this data can easily be searched up using excel this is one reason why professional workplaces use excel. according to (Gillis, 2021) excel data analysts makes it easier to view information and change and store information. another reason why professional workplaces use excel is for communication and professional presentations excel can create reports, charts and graphs and use tables for important meetings these tools can make it easier for presentations in a workplace and set up meetings in a workplace. Finally excel is used in a professional workplace because it can help with reporting data for example excel can help see data by comparing data and analyse trends most professional workplaces use graphs and chats to easily understand performances and that can help make decisions. According to (Charlesworth, 2024) data analysis in excel helps contribute effectiveness of a team Overall excel is relevant in professional workplaces because excel can help organise important data and create important reports. Excell is important in professional workplaces because it helps manage important information effectively. according to (Agnese, 2023) One of the main reasons why excel is relevant today in professional lives because of its versatility. this is why excel is till relevant in professional lives there is so many tasks you can use with excel for your professional life.

Excel is relevant in both professionally and personal life. It can help save time, keep information organised, store important data and help keep track on anything. Excel is a essential tool in both personal life and professionally and can help manage any tasks efficiently. According to (Ciszek, 2023) excel is an essential tool for comprehensive data analysis in any industry. This is why excel can be use anywhere at any time for anyone and can be used for both personal life and professionally. Till this day excel is useful and relevant despite being created 40 years ago according to (Charlesworth, 2024) excel remains a important tool. after all these years excel is still being  used till this  day in both professional and personal lifes this shows how much relevance excel has in both lifes.
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Income
Amount per 
month £££



Expenditur
e



Amount 
per month 
£££ yearly cost



Wage 1 £1,000 
Rent/Mortg
age



£550 
£6,600



Wage 2 £4,320 Council tax £180 £2,160
Trust 
Funds



£0 Electric £80 
£960



Stocks/Sha
re payouts



£0 Gas £100 
£1,200



Universal 
credit



£628.10 Water rates £55 
£660



Student 
Finance



£558 Food £150 
£1,800



Other £0 
Car 
insurance



£220 
£2,640



Total £6,506 Car Tax £14 £168
yearly 
income



£78,073.20 Fuel £80 
£960



Child Care 
Costs



£0 
£0



Loans/cred
it cards



£0 
£0



Other eg 
Birthdays/s
avings/holi
days



£3,500 



£42,000
total £59,148
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								Income		Amount per month £££		Expenditure		Amount per month £££		yearly cost

								Wage 1		£1,000		Rent/Mortgage		£550		£6,600

								Wage 2		£4,320		Council tax		£180		£2,160

								Trust Funds		£0		Electric		£80		£960

								Stocks/Share payouts		£0		Gas		£100		£1,200

								Universal credit		£628.10		Water rates		£55		£660

								Student Finance		£558		Food		£150		£1,800

								Other		£0		Car insurance		£220		£2,640

								Total		£6,506		Car Tax		£14		£168

								yearly income		£78,073.20		Fuel		£80		£960

												Child Care Costs		£0		£0

												Loans/credit cards		£0		£0

												Other eg Birthdays/savings/holidays		£3,500		£42,000

																total 		£59,148
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