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Digital skills have become essential in modern education and the workplace. As technology continues to transform how organisations operate, individuals are expected to possess a range of digital competencies to communicate, manage information, analyse data and collaborate effectively. Digital literacy enables individuals to use digital tools responsibly, critically evaluate information and improve productivity in both academic and professional settings. According to the European Commission (2022), digital competence is considered one of the key skills required for employability in today’s digital economy.
For students, developing digital skills helps improve learning, research and communication while preparing them for future careers. Many employers now expect graduates to be proficient in digital technologies such as Microsoft Office, online collaboration platforms and data analysis tools. To evaluate my current digital capability, I completed the Jisc Digital Capability Tool. This assessment allowed me to reflect on my strengths and weaknesses in digital skills and identify areas where improvement is needed.
JISC Digital Capability Results
The Jisc Digital Capability Tool assesses a range of digital skills including information literacy, digital communication, collaboration, digital identity and data management. After completing the assessment, I was able to identify areas where my digital abilities are strong as well as areas that require further development.
The results showed that I have strong abilities in digital communication and information searching. These skills are essential for academic work and collaboration with others. However, the assessment also revealed that I need improvement in data analysis skills and digital content creation. These areas are particularly important for tasks such as working with spreadsheets, analysing information and presenting data effectively.
Completing the Jisc assessment helped me understand my current level of digital competence and provided recommendations for improving my skills through digital badges and online learning activities (Jisc, 2023).
Strengths in Digital Skills
One of my key strengths is digital communication. I am confident in using digital tools such as email, messaging platforms and online learning systems to communicate effectively with lecturers and classmates. Digital communication tools allow people to collaborate quickly and efficiently, especially in educational and professional environments. For example, platforms such as Microsoft Teams or email allow students to share ideas, submit assignments and participate in group discussions.
Another strength identified in the assessment is information and data literacy. I am able to search for information online and identify useful academic sources for my studies. This skill is particularly important when completing assignments that require research and referencing. Being able to locate reliable information from academic databases, journals and credible websites helps ensure that my work is accurate and well supported by evidence (Van Laar et al., 2020).
Developing these strengths further will help me improve my academic performance and prepare me for professional environments where digital communication and research skills are essential.
Areas for Improvement
Despite my strengths, the Jisc assessment also highlighted areas that require improvement. One of these is data analysis skills, particularly when using tools such as Microsoft Excel. Data analysis is important for organising information, performing calculations and interpreting data to support decision-making. Many businesses rely on data analysis to evaluate performance, identify trends and make informed decisions.
Another area that needs improvement is digital content creation. This includes creating professional presentations, documents and visual materials using digital tools. Although I can use basic features of software such as Microsoft PowerPoint, I would like to develop more advanced skills to create clearer and more engaging presentations.
Improving these areas will enhance my ability to work with data and communicate information effectively in both academic and professional contexts (UNESCO, 2021).
Action Plan Using SMART Goals
To improve my weaker digital skills, I have developed an action plan using the SMART goal framework. First, I plan to improve my Excel data analysis skills by completing the LinkedIn Learning Microsoft Excel course provided in this module. This goal is specific because it focuses on Excel skills, measurable because I will complete the course and practise using formulas and charts, achievable within the duration of the module, relevant to both academic work and future employment and time-bound as I aim to complete it within the next four weeks.
Second, I will improve my digital content creation skills by practising PowerPoint presentations and exploring additional features such as animations, charts and design tools. By the end of the semester, I aim to create more professional and visually engaging presentations.
Conclusion
In conclusion, digital skills are essential for academic success and future employment. Completing the Jisc Digital Capability Tool helped me evaluate my strengths and weaknesses and identify areas where improvement is needed. While I am confident in digital communication and information searching, I recognise the need to develop stronger skills in data analysis and digital content creation. By following my SMART action plan and completing additional training, I will continue to improve my digital competence and enhance my employability in the modern digital workplace.
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Introduction
Microsoft Excel is one of the most widely used digital tools for organising, analysing and presenting data in both professional and personal contexts. As organisations and individuals increasingly rely on digital technologies to manage information, the ability to use spreadsheet software effectively has become an essential digital skill. Excel enables users to store large amounts of data, perform calculations, analyse trends and present information visually through charts and tables. Because of its flexibility and functionality, Excel is widely used in industries such as business, finance, education and administration.
In modern workplaces, digital skills and data literacy are becoming increasingly important. Many organisations depend on digital tools to interpret data and improve productivity. According to the World Economic Forum (2024), digital competence and analytical thinking are among the key skills required in the future workforce. Excel contributes significantly to the development of these skills because it allows users to manage complex information efficiently. This essay will discuss the importance of Microsoft Excel and explain how it is used for data analysis, budgeting, reporting and decision-making in both professional and personal environments.

Excel for Data Analysis
One of the most important functions of Microsoft Excel is its ability to analyse data efficiently. Excel provides a wide range of formulas and tools that enable users to organise and interpret large datasets quickly. Functions such as SUM, AVERAGE and COUNT allow calculations to be performed automatically, reducing the risk of human error and increasing accuracy. These features are particularly useful when working with financial data, sales figures or research data.
In professional environments, businesses often rely on Excel to evaluate performance and identify trends. For example, companies may analyse sales data to understand which products perform best or which months generate the highest revenue. Tools such as sorting, filtering and pivot tables enable users to examine data from different perspectives and identify meaningful patterns.
The use of digital tools for data analysis has become increasingly important as organisations continue to generate large amounts of information. The OECD (2023) highlights that digital technologies play a key role in improving productivity by enabling organisations to interpret data more effectively. Excel therefore provides an accessible and practical solution for analysing information and supporting business operations.

Excel for Budgeting and Financial Management
Excel is also widely used for budgeting and financial planning in both personal and professional settings. Budgeting involves tracking income and expenditure to ensure that financial resources are used effectively. Excel spreadsheets allow users to organise financial data clearly and update calculations automatically when changes occur.
For individuals and families, Excel can be used to track monthly expenses such as rent, utilities, food and transportation. By recording income and expenditure in a spreadsheet, individuals can identify spending patterns and make informed decisions about their finances. This helps people manage their money more effectively and plan for future expenses.
Businesses also rely heavily on Excel for financial management. Many organisations use spreadsheets to create budgets, monitor operational costs and forecast future financial performance. According to the European Commission (2024), digital technologies are essential for improving financial management and supporting economic productivity. Excel provides businesses with a flexible tool for tracking financial information and ensuring that budgets are managed efficiently.

Excel for Reporting and Data Visualisation
Another important advantage of Microsoft Excel is its ability to present data visually. Excel allows users to create charts, graphs and tables that make complex information easier to understand. Data visualisation plays an important role in communicating results clearly to managers, colleagues and stakeholders.
For example, organisations often use charts to display sales trends, customer behaviour or financial performance over time. Excel provides a variety of visual tools such as bar charts, pie charts and line graphs that help present information in a clear and engaging format. These visualisations allow decision-makers to quickly identify patterns and understand the implications of the data.
Microsoft (2025) explains that Excel helps transform raw data into meaningful insights by enabling users to create structured reports and visual dashboards. In professional environments, these reports are often used in meetings, presentations and performance reviews. As a result, Excel plays an important role in improving communication and helping organisations share information effectively.

Excel for Decision-Making
Excel also supports decision-making by helping organisations evaluate information and consider different outcomes. When managers analyse data using Excel, they are able to identify trends and make more informed strategic decisions. Data-driven decision-making is considered more reliable because it is based on evidence rather than assumptions.
For instance, businesses may use Excel to compare different financial scenarios, such as the impact of increasing production costs or introducing a new product. By analysing this information, managers can determine which option is most beneficial for the organisation. Excel’s ability to organise and calculate data quickly makes it an important tool for planning and forecasting.
Developing digital capabilities such as data analysis and digital problem-solving is essential for students preparing to enter modern workplaces. Jisc (2024) emphasises that digital skills are a key component of employability in a technology-driven economy. Learning to use tools like Excel therefore helps individuals develop the analytical skills needed to interpret data and support effective decision-making.

Conclusion
In conclusion, Microsoft Excel is an essential digital tool used widely in both professional and personal environments. Its ability to organise data, perform calculations and present information visually makes it valuable for tasks such as data analysis, budgeting, reporting and decision-making. As organisations continue to rely on digital technologies to manage information, the ability to use Excel effectively has become an important skill for students and professionals.
By developing Excel skills, individuals improve their ability to interpret data and communicate information clearly. These competencies are increasingly important in a modern workplace where digital literacy and data analysis play a central role in organisational success. Therefore, learning how to use Microsoft Excel not only improves personal financial management but also enhances employability and professional development in a digital economy.

Use the following information create an Excel spread sheet, looking at income and expenditure of a typical family of 4 over the course of a year. Use formulars to achieve answers and add headings and highlight the different aspects of the finances, be realistic with the monetary amounts used for each area.
[image: ]

[bookmark: _Toc211605242]References
European Commission (2024) Digital economy and society index (DESI). Available at: https://digital-strategy.ec.europa.eu/en/policies/desi (Accessed: 28 February 2026).
Jisc (2024) Developing digital capabilities. Available at: https://www.jisc.ac.uk/guides/developing-digital-capabilities (Accessed: 2 March 2026).
Microsoft (2025) Microsoft Excel overview. Available at: https://www.microsoft.com/en-gb/microsoft-365/excel (Accessed: 1 March 2026).
OECD (2023) Digital transformation and productivity growth. Available at: https://www.oecd.org/digital (Accessed: 27 February 2026).
Statista (2025) Spreadsheet software usage worldwide. Available at: https://www.statista.com/topics/6132/spreadsheet-software (Accessed: 3 March 2026).
UK Government (2023) Essential digital skills framework. Available at: https://www.gov.uk/government/publications/essential-digital-skills-framework (Accessed: 4 March 2026).
World Economic Forum (2024) The future of jobs report 2024. Available at: https://www.weforum.org/reports/the-future-of-jobs-report-2024 (Accessed: 29 February 2026).

[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.
Embed PowerPoint here
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Income Amount per month (£) Expenditure Amount per month (£)

Wage 1 (net) £2,800 Rent / Mortgage £1,350

Wage 2 (net) £1,600 Council Tax £180

Trust Funds £0 Electric £110

Stocks / Share payouts £80 Gas £90

Universal Credit £320 Water £50

Student Finance £0 Food / Groceries £620

Other income £200 Car Insurance £95

Total Income £5,000 Car Tax £20

Fuel £210

Childcare £400

Loans / Credit Cards £250

Other (Birthdays / Savings / Holidays) £300

Total Expenses £3,675

Remaining Monthly Balance £1,325

Monthly Spending Breakdown

Rent / Mortgage

Council Tax

Electric

Gas

Water

Food / Groceries
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