[image: ]THE PORTFOLIO: MY DIGITAL LIFE-DS1


The image shows how I use digital tools to support my academic and career development. The first screenshot shows me using LinkedIn to explore career opportunities, develop latest ideas, and access useful learning resources and videos. This helps me improve my knowledge and become more aware of opportunities that can support my future career goals.
The second screenshot shows me using Microsoft to Do to organise my assignments and tasks. I use it to set reminders and keep track of deadlines, which helps me manage my time effectively and prepare for my work in advance.
Through these activities, I used several important skills, including digital literacy, time management, organisation, research, communication, and self-motivation. I also developed my ability to use online platforms for learning and career development. Overall, these digital tools help me stay organised, meet deadlines, discover opportunities, and work towards achieving my academic and career goals.
Tool, I used- Microsoft word. 
Skills I used- explaining what each screenshot shows, showing my strengths and weaknesses. Using software to explain my work.


DS2 SCENARIO: NICK BEE
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This image shows my coursework document reflecting on a promotional flyer I created for a tutoring service called Study Space. My document displays a green banner at the top containing details like subjects taught, pricing, contact information, and opening hours, followed by numbered evaluation questions reflecting on my process.

To complete this assignment, I used PowerPoint and Microsoft Word. as my primary tools. I chose Word because I am familiar with it, and it makes it easy for me to format text, change fonts and styling, and manage my files.

Tool used- PowerPoint and Microsoft word.
Skills I used- using PowerPoints to create and design my work 
Adjusting text and reducing the size. 
Using clear image and colour so that the presentation is easier to understand.



ACADEMIC SKILLS – READING AND TAKING NOTES.
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Tool used – Microsoft word.
Skills used – 
Critical thinking, summarising skills, teamwork and collaboration, self reflection and finding key information

· What is showed?  - An A3 mind map created during class, with social media and business growth as the main topic.


[image: ]MESSY DOCUMENTS

What is showed? 
The image shown above is a messy meeting agenda. And the task we had to do was improve the layout and readability without changing the words.

What tool I used?
Microsoft word.

What I found difficult?
What I found difficult was changing the messy document information that was giving without replacing or adding words. I had to pay attention to the spacing, heading and how to present the meeting information clearly.

CONCLUSION
This shows some of the topics that I done during the 10-week period. The first portfolio shows my digital life. The second portfolio shows DS2 scenario. The third portfolio shows the reading and taking notes that I done for AS2. And the final portfolio shows the messy document. The one that I found most difficult was the messy document because it was hard rewording sentences without adding words. The tool I found the most useful was Microsoft because it was quite easy to do most of my work and save it also, I had a little bit of experience with this tool.
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Hello Al-Lamin Sevdou.
Start learming to achieve
vour carcer goals.

- - Giversity and nclusion
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Iam using the LinkedIn app, to help me develop my academic and career goals. This

app helps me to search for opportunities and there are videos that help us develop
more ideas.

Screenshot/Photo 2

[Insert Photo/Screenshot below]
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Task 3 week 10
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Task 1 week 4
© Thu 2 Jul

This shows me using the Microsoft to do, to remind me when | will have to send my

task assignment. this helps me remember to be on time and gives me time to
prepare earlier.

Screenshot/Photo 3

[Insert Photo/Screenshot below]
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1 why i chose my tool?

| chose word because it is easier for me to change the fonts and style, it is more easier for
me to save my work and find my files. Word is the best place for me to do my assignments
because that is what i have been using for a long time.

2 what information did i use?

| used the information from scenario 3, therefore | was able to show key information like the
time, price and contact details that was all written down by Nick B.

3 how i created my artefact?

e | used bullet points
e | used the information that was given to me
e | made sure that what i was writing was clear

4 what changes | made?

e | changed the colours of my headings
e | used bullet points

5 feedback | used:

My teacher said i should be more clear when im typing, shouldnt use too much words i
should be precise and keep things simple. | changed most of these things based on my
feedback.

6 final explanation

My artefact helps share the information for study space.
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Upload your photo of your A3 in-class notes here:

1. Answer these questions using the sentence starters below
a. What is the main idea of the text?

The main idea is that the mind map shows how social ml-{nstps business grow. With
varied reasons to why and how.

What are two key points?
One key point s a ot of small businesses have grown through :ocl:l media.

Another key point s that people are willing to travel far to buy products that they have
'seen through social media.

. What part of the text did you find most important? Why?

The mostimportant part is when | saw mqameum of people that are willing to travel to
Krystal's boutique because of her skits.

. Was anything unclear or difficult to understand?

The part | found difficult was understanding the number of bualmuqmm operate on
TikTok.

;mummpnwmwmmﬂmmmn

My group helped me by giving me a few ideas. -nqmmmams toputin a-ch:lnd map.
3. One sentence reflection

Question: What did you find challenging about this task?

The hardest part was dividing the|mind map and picking out key parts.
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Formatting a business communication

Your task in Word

e Go through the short meeting agenda below (“Messy communication”)
e Add a clear heading
e Improve spacing

e Use a simple list

Do not:

e rewrite the wording
e add new information

e correct grammar or style

Focus only on layout and readability.
Messy communication
Team Meeting Agenda next week Tuesday at 10am room 204 we will talk about
roject timeline current tasks and deadlines please attend.

Team Meeting

Tuesday 10am

Venue: Room 204

Agenda of the meeting:
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