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I learned many useful academic and practical skills in the Digital Skills for Personal Development and Business Growth program. These skills improved my personal and professional life. This module has improved my technical skills and changed how I study, communicate, plan, and investigate. Since this is my first academic work, I can see how much I have learnt since the semester started. 
Understanding Microsoft Office 365 tools like PowerPoint, Word, and Outlook was a highlight. I used these tools very little before starting this topic. Since I know how to use them better, I feel more confident in my studies and my Yard Manager career. Mastering PowerPoint presentations was eye-opening. I learned that an effective presentation goes beyond slides. The layout should be well-organized, visually balanced, and consistent. I've found that font size, colours, style, and content sequencing can impair message comprehension. 
I have used these skills at work. As Yard Manager, I organise operations, supervise staff, and ensure order clarity. I started utilising PowerPoint to give brief safety rules or new procedure presentations during team meetings. This has improved my communication with staff and helped me organise and present information. Outlook helps me schedule, remember, and plan my daily tasks. This improved time management and reduced work stress. 
Though I have improved, I still need to work on my presentation skills. I struggle to reconcile creativity with clarity. My practical skills, notably in making presentations, conveying tales with graphics, and putting together material confidently, need to be improved. I know solid presentation skills are important in school and my management work. 
Since using Microsoft Word, my academic writing has improved. I can now format documents, manage my work, and present my ideas clearly. This matters to me because I struggle to write academic English. This module taught me that academic writing requires clarity, reliable sources, and powerful arguments. You must provide clear, logical evidence to support your claims. 
Researching is another important skill I learned. I learned to discover solid academic sources and critically evaluate what I read. This has helped me identify trustworthy sources. When I search for new industry guidelines or job advancement tips, these skills help me. 
This lesson has also improved my personal organization and discipline. You must be responsible and good at time management to be a Yard Manager and study. The skills and procedures I learned help me plan my week, create objectives, and fulfil deadlines at work and school. 
Continue using LinkedIn Learning to develop my skills. Since I cannot log into the platform, I cannot learn more. I suppose I can practise PowerPoint and presentations on my own once this difficulty is fixed. 
This module helped me in school and work. I am proud of my progress on my first school assignment. I am applying these digital skills in my daily work and can notice improvements in my organization, communication, and confidence. I want to improve and develop on my skills.
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