Since joining this course, I have learnt many new things and improved my digital skills over the last four weeks. Each week focused on a different area, helping me become more confident with technology and more organised in my work and able to keep track of my progress. In Week 1, we focused on improving our basic digital skills. I learnt how to use websites such as Moodle and Turnitin, which are used for submitting assignments and accessing learning help. I also used the JISC Discovery Tool to find out my current digital skill level and see where I could improve. Another useful task was setting up Office 365 which allows me to save documents, create files easily, and keep my work safe online. This week helped me feel more prepared to use technology during my studies.In Week 2, the focus was on email management and communication. I learnt how to write a professional email by keeping the subject clear, starting with a polite greeting, and making sure the message is short and easy to understand with a clear message. I also learnt you should always proofread emails before sending them, which helps avoid mistakes. Another useful tool I discovered was the Outlook calendar. It can be used to set reminders for meetings, deadlines, or important events, helping me stay organised and manage my time better and can be useful for upcoming assignments. Week 3 was about AI and digital ethics. I learnt that digital ethics is about using technology in a responsible and safe way, making sure it does not harm others and that information is used fairly. We looked at AI tools such as ChatGPT and discussed their pros and cons. Some of the pros are that it is quick, free to use, and gives helpful answers. However, the cons include that it can give biased information or not know recent facts. We also learnt about GDPR, which protects people’s personal data, and the importance of cybersecurity and knowing our rights online.In Week 4, we focused on using Microsoft Office confidently. I learnt how to create professional and well-structured documents, such as CVs and cover letters. I also learnt how to use headings, page layouts, and references for academic writing. This week also taught me how to plan and organise personal projects with clear goals, which helps with consistency and staying on track.
Overall, this last 4 weeks of the course has helped me develop important digital and communication skills that I can use in my studies and future career. I now feel more confident using technology, sending professional emails, protecting my data, and creating well-presented documents.
