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[bookmark: _Toc211605235]Task 1 
[bookmark: _Toc211605236]Assessment of Digital Skills 
Image 1
Screen shot of your JISC report
[image: A circular chart with different colored circles

Description automatically generated]

700 words on your assesment of digital skills Plus recommendations and badges you have completed because of this report 
(5 references)

[bookmark: _Hlk215394051]When I started this course, we had to do the JISC discovery tool to see my skills on digital skills, I was surprised of what skills I already had and what I needed to improve on, by doing the digital skills course this has improved my skills massively, I know now how to navigate around all the digital tools correctly and how to use the different feature that comes with each programme e.g. word, excel, PowerPoint, Microsoft forms, outlook , emails, and a lot more, According to Jisc (2025) Jisc delivers the vital digital infrastructure and shared services that inform, protect and promote UK education and research. Jisc is owned by the sector, funded by the Department for Education, the devolved administrations, and the UK’s FE, HE and research funding bodies. We serve the whole UK, and it is estimated that we save the sector £300 million a year and suggests Jisc’s gross benefit to the UK economy could unlock more than £1.5 billion’s using this tool will help in higher education and much more to discover your ability and where to improve your skills.
[bookmark: _Hlk215393361]There are 5 basic digital skills you need to know, according to (Team.Zorgle.2022) 1,Handling information refers to the ability to find, evaluate, and use digital information effectively, 2,Communication is an essential part of digital literacy. 3,Transacting refers to the ability to use digital tools to carry out transactions, such as online shopping, banking, and paying bills. You should be able to use digital tools to manage your finances, make payments, and keep track of your spending,4, Problem-Solving is an essential part of digital literacy. You should be able to use digital tools to solve problems, troubleshoot issues, and find solutions to technical problems. You should also be able to use digital tools to identify and solve problems in other areas, such as business, education, and healthcare, 5,Creating refers to the ability to use digital tools to create and share content, such as documents, presentations, videos, and images.
Since we are now living in a digital era all aspects of digital skills are rapidly advancing, mastering and possessing digital skills has become indispensable for people, it doesn’t matter what age you are doing learning and understanding the digital landscape and knowing how to use it is digital skills are starting to become the way of the world, by learning how to use digital skills not only is it enhancing daily life, it can also be the start of propelling your carer or future carer.
[bookmark: _Hlk215395595]According to (Digital hub skills 2023) there are 5 ways digital skills enhance daily life and propel carers. 1. Navigating the Modern World, 2. Enhancing Communication and Social Connections, 3. Expanding Learning Opportunities, 4. Bolstering Career Opportunities, 5. Fostering Digital Literacy and Safety.
[bookmark: _Hlk215393663]Within the workplace the demand on digital skills has never been greater, developing these skills can have a hugely positive impact on your personal and professional life, a lot of people now work remotely, and digital skills are vital for your career.  According to (Adam.T.2022)  82% of all jobs in the UK listing digital skills as a requirement, Whilst it’s easy to think your digital knowledge is good enough for the workplace, recent research has shown that 52% of employees lack important digital skills. But what are these skills? In this article, we will define what digital skills are, provide examples, discuss why they’re vital in today’s work environment.
[bookmark: _Hlk215393865]Most employers now are depending on digital skills to emerge their technology to better their business with employees having good acknowledgement of digital tools, employees may have an easier time performing necessary job duties, with people having a basic general understanding with digital skills this can help with specific industry and help you complete tasks. According to (Preston R,2023) Learning about digital skills can help you complete various tasks and improve your efficiency in the workplace regardless of the field in which you work. 
Every day digital skills are improving and are skills are growing the world has changed in all aspects of digital skills and we are adapting and changing with it to grow and develop. 


.


Reference List 
(Adam.T.2022),What is the importance of digital skills in the workplace? Available at http;//What are Digital Skills for Work? | Importance & Examples
(Preston R,2023) What are Digital skills? ( and why they’re important) Available at What Are Digital Skills? (And Why They're Important) | Indeed.com
Jisc (2025)  digitalinsights.jisc                                                                                                                                  Available to http:// Our reports | Digital Insights reports - Jisc
(Team.Zorgle.2022),What are the 5 Basic Digital Skills You Need to Know? Available at http;//What Are the 5 Basic Digital Skills You Need to Know?/
(Digital hub skills 2023) Five ways to enhance digital skills. Available at  http:/www.Five Ways Digital Skills Enhances Daily Life and Propels Careers | Digital Skills Hub

[bookmark: _Toc211605238]Task 2 
[bookmark: _Toc211605239]LinkedIn Learning Certificates for Office365
Add all the certificates from LinkedIn learning here
[image: A close up of a certificate

AI-generated content may be incorrect.]

[image: A certificate with a signature

AI-generated content may be incorrect.]


[image: A close up of a certificate

AI-generated content may be incorrect.]













[bookmark: _Toc211605240]Task 3 
[bookmark: _Toc211605241]Essay on Relevance of Excel in professional and personal life.
Write a 1000 word essay on Relevance of Excel in professional and personal life. 

[bookmark: _Hlk215168205]According to Bala_Excel_Insights ( 2024) Excel was first developed by Microsoft in the early 1980s as a successor to its spreadsheet program, Multiplan. The initial version, Excel 1.0, was released for Macintosh in 1985, followed by the Windows version in 1987. It quickly gained popularity due to its user-friendly interface and powerful features compared to other spreadsheet software at the time.

[bookmark: _Hlk215167143]As the years went on excel grew and developed more According to (Techbloat 2025) Microsoft Excel has long been a cornerstone of personal and professional data management, analysis, and reporting. It is more than just a spreadsheet application It is a powerful tool that can facilitate decision making processes, streamline workflow, and enhance productivity across various sectors, The last few years things have progressed in the digital era people depend on different digital tools to help them through their personal lives and professional life’s
[bookmark: _Hlk214998821]According to (JustCredible,2023) there are 10 ways to use Microsoft excel to improve your personal life. Microsoft Excel is one of the most popular spreadsheet applications provided by Microsoft used for data visualization and analysis purpose on this it shows you how excel can change day to day activities with a spreadsheet.
While reading different sites regarding excels and the different features excel can give you , I came across a site that states the statistical this is According to (Manickam K.D) 2023  In the current era statistical for highly developments new techniques and software's during the find out numerous applications in various expanded field for Agriculture, It is very useful for data analysis presentation, chart and analysis. The study examines how to add-ins data analysis to Microsoft Excel and analyses statistical tools in research works the study examines how to add-ins data analysis to Microsoft Excel and analyse statistical tools in research works. Suggestion for tool analysis Descriptive Statistics are central measures to find mean, median, and mode. 
Managing daily expenses can be a massive headache, without keeping track on your spending, its impossible to cut your unwanted expenses and be able to save good money with Excel being used for personal life’s people can help themselves by keep track of their financial spending, this can be done  by creating a spreadsheet to manage finances, excel is an excellent tool for doing this, you can create a budget spreadsheet by listing all income that comes into the house and what outcome you are spending (like shopping, bills, and entertainment).
When doing a financial spreadsheet on excel, people can use the excel formulas that will then calculate their total expenses and compare them to what they spend to help with  financial health, Using excel can also give visual tools bar graphs, pie charts, this can create a pattern of what is being spent, some people could find this much easier to identify where they could cut spending or even for saving.
According to (Morton.R).2023 One of the templates you can download is daily journal template for excel this journal entry can be used for any day all you have to do is enter the date, record your thought and hit submit. This could really help people with medication for daily usage or just keeping track of exercising and day to day living.
In the digital era everyone has smartphones, which can store contact information has never been easier, but with excel you can also store a large amount of contact data permanently and safe and securely. With every smartphone there are applications that could help you import contact data from your phone to excel files. This can then be saved to iCloud this is part of Microsoft office package. The this can be shared all over the world.
[bookmark: _Hlk214999939]Excel can also be used to help in a workplace this can help every kind of business from small companies to large companies according to (geeksforgeeks,2025) Microsoft Excel is widely used tool in the workplace for manging, analysing, and reporting data it helps professionals organize information, perform calculations and to create reports using features like formulas, pivot tables, and charts. Excel is useful for tasks like financial planning, Project management, inventory tracking, and performance analysis. Its automation tools. Such as macros, help save time by managing repetitive tasks. With real-time collaboration, teams can work together easily, making excel a valuable tool for boosting productivity and making better decision.
Excel can help people when working to manage and organise large datasets efficiently, with excels grid-based layout and features that can help you by sorting and filtering and simplify working with complex data. By using the excel this makes it accessible, structed and easy to analyse. Using excel is a powerful tool this can help analyse data using formulas pivot chart and all different kind of charts, Using excel employees can create reports that are insightful and visually appealing for all to see. 
According to (Team DigitalDefynd 2025 ) In today’s data-driven landscape, mastering Microsoft Excel is more than a mere technical skill—it is a crucial competency across virtually all professional fields. From finance to healthcare and education to marketing, Excel’s powerful features for data organization, analysis, and visualization offer unmatched versatility and utility. excel can be used also for critical decision making with excels quick ability to manipulate and analyse data feeds directly this will then provide a clear picture metrics and facilitating scenario analysis. This helps management to make well-informed decisions for their companies.
Excel is a great tool for any business as no two business are the same and excel customizable nature is ideal to cater for business needs, its user-friendly interface and widespread accessibility make it a go to solution for all different types of industries. I will using excel within my business now I have the tools to use it correctly.
Reference List 
Bala_Excel_Insights ( 2024). The Birth of Excel: A Brief History Available at The Birth of Excel: A Brief History | by Bala_Excel_Insights | Medium
(geeksforgeeks,2025) Why Microsoft Excel is Essential for Professionals 
(JustCredible,2023) there are 10 ways to use Microsoft excel to improve your personal life
Manickam.K.D (2023) A Study on Importance of Microsoft Excel Data Analysis Statistical Tools in Research Works Available at DOI:10.5281/zenodo.10449150

Morton. R (2023) Turning Excel into your personal Journal: Available at Turn Excel Into Your Personal Journal – Spreadsheet Life – Blog

Team DigitalDefynd (2025) Reasons You Must Learn Excel Available at  15 Reasons You Must Learn Excel [2025] - DigitalDefynd
Techbloat (2025): why Microsoft excel is important Available at http: Why Microsoft Excel Is Important - TechBloat
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[bookmark: _Toc211605243]Task 4 
[bookmark: _Toc211605244]7 Minute Reflective Presentation
Create a PowerPoint presentation using techniques learned in class, reflecting on the module and what you have learned. 
Maximum of 15 slides Minimum 7 
You will reference your work where appropriate.
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Incoming and  outgoings excel.xlsx


Incoming and outgoings excel.xlsx
Sheet1

						Jan-25		Feb-25		Mar-25		Apr-25		May-25		Jun-26		Jul-25		Aug-25		Sep-25		Oct-25		Nov-25		Dec-25

		Income 

		Column1		Column2		Column3		Column4		Column5		Column6		Column7		Column8		Column9		Column10		Column11		Column12		Column13		Column14		Column15

		Wage 1				£1,390		£1,390		£1,478		£1,657		£1,546		£1,456		£1,657		£1,879		£1,643		£1,589		£1,589		£1,567.00

		Wage 2				£2,389		£2,389		£2,467		£2,567		£2,567		£2,567		£2,202		£2,435		£1,809		£1,890		£2,679		£2,679

		Wage 3				£350		£350		£350		£350		£350		£350		£350		£350		£350		£350		£350		£350

		Dvla 				£534		£534		£534		£534		£589		£589		£589		£589		£589		£589		£589		£589

		Child Ben				£99		£99		£99		£99		£104.00		£104.00		£104.00		£104.00		£104.00		£104.00		£104.00		£104.00

		Student Fiance				£0		£0		£0		£0		£0		£0		£0		£0		£4,481		£0		£0		£0



		Total				£4,762		£4,762		£4,928		£5,207		£5,156		£5,066		£4,902		£5,357		£8,976		£4,522		£5,311		£5,289.00

		Expenditure				Jan-25		Feb-25		Mar-25		Apr-25		May-25		Jun-25		Jul-25		Aug-25		Sep-25		Oct-25		Nov-25		Dec-25

		Column1		Column2		Column3		Column4		Column5		Column6		Column7		Column8		Column9		Column10		Column11		Column12		Column13		Column14

		Rent				£610.00		£610.00		£610.00		£610.00		£610.00		£610.00		£610.00		£610.00		£610.00		£610.00		£610.00		£610.00

		Council Tax				£120		£120		£120		£120		£120		£120		£120		£120		£120		£120		£120		£120

		Electric				£200		£200		£200		£200		£200		£200		£200		£200		£200		£200		£200		£200

		Gas				£30		0		0		£50		£50		£50		£50		£40		£40		£40		£40		£40

		Water Rates				£24.50		£24.50		£24.50		£24.50		£32.30		£32.30		£32.30		£32.30		£32.30		£32.30		£32.30		£32.30

		Car Tax				£18.00		£18.00		£18.00		£18.00		£21.20		£21.20		£21.20		£21.20		£21.20		£21.20		£21.20		£21.20

		Car Insurance				£103		£103		£103		£103		£103		£130.00		£130.00		£130.00		£130.00		£130.00		£130.00		£130.00

		Internet				£64		£64		£64		£64		£64		£64		£67		£67		£67		£67		£67		£67

		Food Shopping				£500.00		£500.00		£500.00		£500.00		£500.00		£500.00		£500.00		£500.00		£500.00		£500.00		£500.00		£500.00

		Hoilday				£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£399.00		£0.00		£1,200		£0.00		£0.00		£0.00

		Gym				£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£60		£60		£60

		Tv Liscence				£10		£10		£10		£10		£12.50		£12.50		£12.50		£12.50		£12.50		£12.50		£12.50		£12.50

		School dinners				£105		£105		£105		£105		£105		£105		£0.00		£0.00		£0.00		£105		£105		£105

		Petrol				£69		£69		£69		£69		£69		£69		£69		£69		£69		£69		£69		£69



		Total				£1,853.50		£1,823.50		£1,823.50		£1,873.50		£1,887.00		£1,914.00		£2,211.00		£1,802.00		£3,002.00		£1,967.00		£1,967.00		£1,967.00

		Total Left Each Month				£2,908.06		£2,938.06		£3,104.50		£3,333.50		£3,269.00		£3,152.00		£2,691.00		£3,555.00		£5,974.00		£2,555.00		£3,344.00		£3,322.00
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                             INTRODUCTION  • I was so nerves about learning new skills but excited at the same time to see what I could bring into our business. • How to use different programmes. • My all - around interest in improving on my digital skills. • How to use outlook to be able to send emails to different groups . • How to use Microsoft teams • What word helps with and its different features • What AI was and how it works with Pro’s and Con’s • What was Data/ Gprd • How to use word/Microsoft 365/ PowerPoint/Excel • How to use Microsoft Forms • How to use Linkedin        
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                         DIGITAL SKILLS  The first lesson we done was a JISC discovery tool.  This showed me my current digital skill levels  Build my confidence in digital task  Track my progress over time  I had general knowledge of using different digital tools  But doing this course this has helped me learn so much more and my confidence using tools   
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                    PLANNER / EMAIL / OUTLOOK…….      Emails are such an amazing way to communicate they send within minutes there are different functions on emails, you can cc other people in the email to make a chain of emails, so everyone     If you would like to send a private email with BCC function with out other people seeing that it is attached to the CC in an email.     You can add dairy dates and meetings into the Calander as a planner also send invites people to join a Microsoft team meeting     
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                               This Photo by Unknown Author is licensed  under CC BY - SA - NC 
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               AI is a simulation of human intelligence progress by machines especially computer systems (Techtarget,2023)  AI has several different platforms eg ChatGPT  By using ChatGPT there are a lot of Pro’s and Con’s which everyone needs t be aware of.   
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                  CHATGPT          PRO’S -- FREE TO USE, ITS QUICK, HELPS WITH PROBLEM SOLOVING AND SO MUCH MORE  CON’S - IT CAN GENERATE INCORRECT INFORMATION, LIMITES INFORMATION FROM 2021, THIS IS WHY YOU MUST ALWAYS MKE SURE YOU LOOK THAT THE INFORMATION IS RELIABKE AND CREDITABLE  This Photo by Unknown Author is licensed under CC BY - SA - NC    This Photo by Unknown Author is licensed under CC BY - SA - NC  
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               DATA / GPDR MAKING INFORMATION SAFE    WITH DATA PROTECTION   PROTECTING YOURSELF FROM FRAUD   HOW EASY IT IS TO GET PEOPLE’S INFORMATION ON THE INTERNET         This Photo by Unknown Author is licensed under CC BY - NC  
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        WORD • I use word nearly every day within my job, but I really enjoyed learning new skills that I never new was available. • How to add a contents table which makes paperwork look more professional. • How to add a table. • How to add a bar chart from excel to word. • Word has so many more feature that will help so much with my work as you can see, I have added a picture to show just some of the feature I mentioned 
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                            MICROSOFT 365               This Photo by Unknown Author is licensed under CC BY - SA    This Photo by Unknown Author is licensed under CC BY - SA    Microsoft has so many different features you can use to help with digital skills.   From automatic saving of work   Professional writing templates   Automatic updates   built in security features 
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                         POWERPOINT   This was such a Hugh eye opener as I had never used PowerPoint before but now, I can add a      Voice over’s      Music      Add picture’s      Add a Video      And all different features power point is an amazing tool when you no how to use it it will be very creative for me in the future to use for work        
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