DS1 Assessment My Digital Life


1. Word Document
[image: ]I use word document to complete assignments like this one. I can format the content, such as the text, like I have here to present my ideas. Using the font and text size options, I can separate the heading and main body of the text. I can also use the Numbering tool so space my ideas out into different sections.


2. LinkedIn
I use LinkedIn to build my professional career profile. I can add my experience here and what I do. I can see what companies are hiring and search for exact roles. I can also connect with other professionals to see what they are up to and share ideas with them.[image: ]

3. Outlook Calendar
[image: ]This tool helps me with my time management. I have my university lectures scheduled in and my work meetings are organised so that tasks are not overlapped. This tool helps me to track my daily agenda by keeping me up with hourly remainders.







4. Microsoft Teams
[image: ]I use this app to communicate with friends, family and class peers when we can’t see each other in person. The video call and collaboration on projects allows me to work and speak to people together in real time.

5. Calculator App
[image: ]This app is on my phone, and I can use it whenever I want without needing the internet so even on the train. I can do all types of maths equations on here from basic multiplication to advanced. I use this to manage my budgeting and finances for the month. 

6. Google Search and Translate
This is the online search engine I use to find information by typing in keywords and questions. Sometimes when I cannot spell [image: ]a certain word I can use the voice icon to say the phrase and still research the topic. My verbal communication is not so good, so I use the translation section to understand what someone is saying to me in Urdu, and I also use it to learn English words instantly.
My Short Reflection

I use digital tools throughout my daily routine. I rely on a few simple digital tools that help me stay organised, manage my deadlines for university and manage my business routine. I use Google Search and the Calculator app every day to find quick information and solve studying problems instantly. Google Translate helps me understand ideas shared in English by converting them to Urdu and in turn vice versa when I want to express my ideas in my mother tongue to English. For my assessment, like this one, I have used Microsoft Word to help me organise my ideas and structure my thoughts before the final due dates. My Outlook Calendar helps to keep me on track by clearly showing my weekly timetable, deadlines. So, I can plan my study blocks and saves guilt-free family time to relax. I stay in constant loops with my classmates, business teams and family using Microsoft Teams, whilst LinkedIn helps me build a professional profile early so I can start thinking about my future. 

I sometimes feel nervous about other apps in the Microsoft Suite, such as PowerPoint as I have not used it before. So, I hope in this module I can get more confident in using all parts of the Microsoft Suite. Digital skills are important for me because my verbal communication is not so good, so the above tools help me express my ideas and thought process so that everyone can understand me better and I can learn and understand what my tutors and classmates are saying to me. 
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