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Task 1
Assessment of Digital Skills
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  Digital Skills are essential and increasing in academic, professional and everyday context. The technology is in continues adapt in in how individuals learn, communicate and work, it is important to understand digital capability is more than a basic technical ability. Reflecting on the results of Jisc Digital Capabilities Framework let me to evaluate my current digital skills and recognise how they support and sometimes limit, my academic and professional development. This report explores the importance of digital skills, identifies key strengths and weaknesses, and outlines a structured action plan to improve weaker areas.

The Jisc Capabilities Framework defines digital capability as a combination of skills, behaviours and attitudes needed to live, learn and work in a digital society (Jisc,2003). This report highlights areas such as digital productivity, information literacy, communication and collaboration, and digital wellbeing. Engaging with the report helped me to understand that digital skills are linked employability and learning. In higher education, digital capability supports effective research, organisation and academic communication, while professional environments it enables adaptability, efficiency and innovation.

One of my main strengths is using digital tools. I am confident using digital tools like Microsoft Word, Excel and Power Point to organise information, manage data and present ideas clearly. This strength has developed through regular academic practice and structured online training, allowing me to work more efficiently and produce well organises assignments. Effective digital productivity is also linked with good knowledge management practices, as digital tools support the organisation and retrieval of information (Benscik, A, 2017).

  A second strength is being digital. I am open to improve new digital skills and engaging with unfamiliar technologies. This adaptability aligns with research on innovation through collaboration, which highlights the importance of openness and continuous learning in digital environments (Pauli, P and Nijtad, N, 2019). Being adaptable has helped me engage positively with new platforms, online learning resources and emerging digital tools.

  Despite these strengths, the report also revealed areas for improvement. One weakness is finding information and resources, particularly in evaluating the reliability and credibility of online information. While I can locate information quickly, I do not always apply consistent evaluation criteria. Critical engagement with digital content is essential for informed academic practice (Reedy, K, 2017).

  Another area is required development is Digital communication and collaboration. I am not a strong user of social media, and I do not naturally engage with digital networking platforms. But I recognised that digital communication tools, including professional social media, online collaboration platforms and digital networking spaces, are increasingly essential in business environments. Research on digital transformation highlights that effective communication and collaboration are key to organisational success in digitally driven workplaces (Sandburg, K, 2020). Developing confidence in this area will help me collaborate more effectively, communicate professionally online and adapt to modern working places.

  To address these weaknesses, I have developed a SMART action plan.
Specific: Improve critical evaluation of digital information and develop confidence in digital communication and collaboration tools.

  Measurable: Complete one digital literacy course and course focussed on professional digital communication and collaboration and actively participate in at least two groups based in digital activities.

  Achievable: The courses are accessible online and manageable alongside my studies.
  Relevant: These skills are essential for academic success and future employability.

  Time-bound: Complete the courses and apply these skills consistently within the next three months.

  In conclusion, reflecting on the results of the Jisc Digital capabilities Framework helped me gain clearer understanding of my digital strengths and weaknesses. Strong digital productivity and adaptability provide a solid foundation, while further development is critical digital literacy and digital communication and collaboration is required. By following the structured action plan, I can continue to enhance my digital capability. Developing these skills will support, y academic growth through improved research quality and integrity, while also preparing me for the future career opportunities in digitally connected professional environments.

     Reference list:

· A, Bencsik. (ed.) (2017) Knowledge Management Initiatives and Strategies. Cham: Springer.

· Jisc (2003) Digital Capabilities Framework. Available at: http://www.jisc.ac.uk/What-we-do/themes/digital-capability (Accessed: 2 December 2025)

· K, Reedy. (ed.) (2017) Digital literacy Unpacked. London: Facet Publishing.


· K, Sanburg. (2020) Digital Transformation and Innovate services for Business and Learning. 2nd edn. Berlin: Springer.

· P, Pauli and N, Nijtad (2019) Innovation through Collaboration. London: Routledge.
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Task 2

LinkedIn Learning Certificates for office 365




                                               


Task 3
Essay on Relevance of Excel in professional and personal life.

  Microsoft Excel is one of the most useful digital tools for analysis and data management across different sectors like workplaces, education and personal life. 
The organisations use a large volume of data, collecting, analysing, managing and interpreting, which are essential for efficiency, accuracy and driven decision making. Digital tools play a key role transforming raw data into meaningful information that supports daily operations and log-term improvements. One of the most widely used tools for this purpose is Microsoft excel, which offers flexible functionality for data organisation, analysis and reporting, and it is used across different sector like workplaces, education and personal life.

 This essay reflects on the importance and relevance of Excel within my own experience working in a high-volume delivery station from Amazon, focusing on my role in problem solve position, decision-making and continuous operational improvement.

  I work in Amazon in a Delivery station, that represents the final stage of the logistic process before parcels are delivered to costumer. This stage is often referred as the last mile, and it is critical because any operational issue affects directly customer satisfaction and delivery performance (Slack, Brandon Jones and Burgess, 2022). Delivery stations process a very high volume of parcels every day, particularly during peak periods, requiring fast processing, accuracy, and strong coordination between teams. Parcels arriving at the delivery station must be scanned, inducted, labelled, sorted, staged, and assigned to delivery routes within strict timeframes. Due to the speed and volume of operations, errors such as missed scan, incorrect stowing, or congestion on conveyor belts can occur. These delays may result in parcels being delayed or reported as a missing, making effective problem solving essential.

  My role in this part of the process in the delivery station, involves support operations by identifying and resolving issues that disrupt the delivery process. This role is varied and requires flexibility, as I assist in multiple operational areas rather than performing a single repetitive task. Responsibilities include investigating missing parcels, responding to operational queries, supporting workflow during high-volume periods. Because this role involves managing multiple investigations simultaneously, effective data handling and strong organisational skills are essential, Excel plays a central role in enabling me to prioritise tasks, analyse information efficiently, and communicate accurate findings to supervisors and team members. 
Spreadsheets are widely recognised as effective tools for operational decision-making due to their ability to structure complex information clearly (Powell and Baker, 2019).

  One of my key tasks is locating missing parcels. To do this, I extract a list of parcels from Amazon internal platform, providing essential operational data like identification numbers, last scan location, minutes in state, parcel size, sort zone, and expected stow location. This data is imported into Excel file, where it is organised into structured columns for investigation. Excel allows me to filter and sort parcels on different criteria. For example, sorting by “minutes in state” helps me to prioritize parcels that have been inactive for longer periods; while filtering by last scan location or sort zone narrows down the physical search area, allowing me to track the parcel during the process. This structured approach significantly improves efficiency and reduces reliance and guesswork. According to Ajay, K. (2004) Excel’s filtering and sorting tools are particularly valuable in operational contexts where time-critical decisions are required.

  I use Excel no just to locate missing parcels, but also to record investigation outcomes. Once the parcel is found, I add information to the worksheet indicating where it was located and the reason it was misplaced. This may include human error, incorrect stowing, or parcels becoming stacked on the conveyor belt due to congestion, etc. Recording this data allows for root cause analysis rather than simply resolving individual incidents. By reviewing patterns over time, it becomes possible to identify recurring operational issues. For example, repeated errors in a specific zone may indicate the need of process adjustments or additional staff training. This aligns with the view that spreadsheet- based analysis support operational learning and continuous improvement (Hermans,2017).

  One of the most valuable aspects of using Excel in my role is the ability to distinguish between system-related issues and human error. When investigation data consistently points to specific mistakes or errors, the information can be used to identify where retraining may be required. Excel provide objective evidence to support these decisions, ensuring the retraining is fair, targeted, and based on data rather than assumptions. This approach contributes to continuous improvement within the delivery station by reducing repeated errors and improving the performance. Data-driven decision making is recognised as a key factor in effective operations management (Slack, Brandon-Jones and Burgess,2022). From a personal perspective, knowing that my data entry contributes to wider improvements has increased my sense of responsibility and attention to accuracy.

  Excel also supports reporting by allowing operational data to be summarised into Key Performance Indicators (KPIs), to measure and monitor the performance of the process, such the number of the missing parcels, resolution times, and recurring problem areas. Charts and tables created in Excel help managers quickly interpret performance trends make informed decisions. Visual reporting is particularly effective in high-pressure environments where information needs to be understood quickly (Few,2018). Logical formulas such IF statements can also be used to flag high-risk parcels, for example those with no scans after a certain time. These features demonstrate how excel transform raw data into actionable information, supporting both day to day decisions and long-term operational planning (Microsoft Corporation, 2023).

  In conclusion, Microsoft Excel is a high relevant and valuable tool within a delivery station environment. It is supporting the investigation of missing parcels, enables data-driven decision-making, and contributes to continuous operational environment. Though organising data, analysing patterns, and recording outcomes. Excel allows problem solver to move beyond individual cases and support wider performance improvements. Despite the limitations with very large datasets, excel remains an essential operational tool when used accurately and consistently. Its role in supporting efficiency, accountability, and learning highlights its ongoing importance in modern operational settings.    





Reference List:

· Ajay, K. Aggarwal (2004) Problems and Perspectives in Management, 2/2004. Available at: https://www.researchgate.net/publication/265060289_An_excel-based_decision-making_tool  Accessed: 08 February 2026

· Alexander, M. and Kuleisca,D. (2020) Excel 2020 Power Programming with VBA. Hoboken: John Wiley &Sons.

· Hermans, C. (2017) ‘The importance of spreadsheet accuracy in operational performance’, journal of Business Analytics, 12(3), pp. 45-58.

· Microsoft Corporation (2023) Overview of Excel Functions and formulas. Available at: https://support.microsoft.com/excel  Accessed: 20 February 2026

· Powell, S.G. and Baker, K>R> (2019) Management Science: The Art of Modeling with Spreadsheets. 5th edn. Hoboken: John Wiley & Sons

· Slack, N., Brandon-Jones, A. and Burgess, N. (2022) Operations Management. 10th edn. Harlow: Pearson Education.

· Amazon (2023) Last-mile Delivery and operational excellence. Available at : https://www.aboutamazon.com Accessed: 20 February 2026
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Task 4

7 Minutes Reflective Presentation

Power point Presentation:

Slide 1 – 

  Hello mi name is Sara, and in this presentation, I will reflect what I have learned during this module in developing Digital Skills.

Slide 2 –

  Already I had experience with Digital skills, but I did not fully understand how broad digital capability is. During these weeks I learned how to use digital tools more critically, ethically and with more confidence.
According with JISC(2003), digital capability includes the skills, behaviours and attitudes that people need to live, learn and work effectively in a digital society. This definition helped me to understand that having good digital skills, is not only about knowing how to use the tools, but also about being confident, critical, adaptable and responsible. So, in this presentation I am going to explain the main thing I learned, how improved my skills, and how these abilities are now helping me in different parts of my life.

Slide 3 –

  One of the most important things I learned this term it came form analysing the JISC Capabilities Framework. JISC (2003) divides digital skills into different areas such digital productivity, information and data literacy, communication and collaboration, digital creation, problem-solving and digital well-being.
  Understanding these areas helped me to reflect on my own strengths and weaknesses. For example, I realised I was already strong in using digital tools and managing my digital learning, but I needed to improve my information literacy, especially when evaluating online sources, and also digital communication and collaboration.
  The report made me more aware that digital skills are essential for the university, for my career and personal live. Knowing this, motivated me to take the module seriously and try new tools that I did not use before. Also, I realised that digital skills are constantly changing, so we need to be flexible and always learning. I developed strongly during this term this mindset of continuous improvement.

Slide 4 –

  A big part of these weeks, it was to improve my use with Microsoft Office 365. Even I though, I had used Word, excel, Power point, teams, Outlook, etc , I learned how to use them in a much effective and organised way also new features.
 In Word, I improved my ability to structure reports, formal documents professionally and use tools like headings, automatic styles and layout features. This helped me make my written assignments more academic and clearer.
  In Excel, I developed my confidence organising data, using formulas, creating tables, charts and analysing the information. 
  In Power Point, I learned how to design cleaner slides, use consistent formatting and focus in key messages instead of overcrowding slides with text. I also learned how to use visual structure to support communication more effectively.
  Another part of this learning was completing the courses for Microsoft word, excel and Power Point in LinkedIn learning. This helped me practise each tool step by step and obtain the certificates which made me more confident and gave me evidence of my digital progress, increasing my employability, as Microsoft applications are essential in most of the jobs. Microsoft (20032) highlights that these tools support productivity and communication, and now I can clearly see these skills are valuable in real work environments. Using these tools regularly and LinkedIn training allowed me to make real progress in my digital productivity, which JISC (2003) identifies as a key area of digital capability.

Slide 5 –

  An Important part of this term was learning about artificial intelligence and the importance of using ethically. I already used IAs like ChatGPT, Dall-e , Google assistant in my personal life, but I did not fully understand how to use them responsibly or critically.
  This term, I learned the importance of:
· Checking the accuracy of information
· Avoiding plagiarism
· Protecting my personal data
· Using AI to support learning, not replace it
· Being transparent and honest about the use of AI
  St Geroge’s University of London Library (2024) explain that ethical digital behaviour includes, accuracy, privacy and responsibility, and this helped shape my approach. Open AI (20024) also emphasises tha AI should be a tool to support human thinking, not something that replaces it.
  Now when I use AI, I use it in a more thoughtful and responsible way. I double check the information, rewrite content in my own words and make sure my final work reflects my own understanding.

Slide 6 –

  This module surprised me because how digital skills affect my everyday life. At work, I became more organised and more confident when dealing with documents, emails, and online systems. I also realised that good digital skills make communication smoother and help solve problems faster. In my personal life, I understand digital safety better, I am more careful with privacy, passwords and the information I share online. I also use digital tools to manage my time, store documents and organise information more effectively. At University, I feel more prepared, I can research better, evaluate sources more critically, write assignments more professionally and create presentations that look more confident and structured, this made my academic life easier.
  JISC (2003) notes that digital capability supports real-world adaptability, I noticied this clearly in my own life. I feel more confident facing new digital tasks, and I am not longer afraid of trying new tools or systems.


Slide 7 –

  To Summarise, this term helped me to grow in many ways. I learned to understand digital capability through the JISC report. I improved my skills in Microsoft Office 365,  I developed a responsible approach to using AI, and I became more confident applying digital tools in my work, studies and personal life.
 And the most Important, I discovered that digital skills are not something you learn once, it is continue developing and improving through your whole life. Today I feel more prepared, more confident and more capable of adapting to new challenges in a digital world.
  Thanks for your listening and this is your time for any questions.

References:

· JISC (2023). Digital Capabilities Framework. Available at: http://www.jisc.ac.uk/rd/projects/building-digital-capability (Accessed: 29 November 20025).

· Microsoft (2023). Microsoft 365; Overview of Word, Excel, PowerPoint. Available at: http://support.Microsft.com (Accessed: 2 December 2025).

· OpenAI (2024). Responsible use Guidelines for AI tools. Available at: https://openai.com/policies (Accessed: 1 December 2025)
· St George’s University of London Library (2024). Digital Literacy Skills. Available at: https://www.library.sgul.ac.uk/support/help/Microsft-office/digital-literacy (Accessed: 29 November 2025).
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Sheet1



				Year Family (4) Budget Money Manager



				2025



				Summary 



				INCOME		AMOUNT PER MONTH		AMOUNT PER YEAR				EXPENDITURE		AMOUNT PER MONTH		AMOUNT PER YEAR

				Wage 1		£2,500		£30,000				Rent/mourtage		£2,500		£30,000

				Wage 2		£1,200		£14,400				Council tax		£250		£3,000

				Trust funds		£100		£1,200				Electric/ Gas		£75		£900

				Stock/ Share payouts		£40		£480				Phone contract		£65		£780

				Universal credit		£300		£3,600				Water rates		£45		£540

				Student Finance		£700		£8,400				Food		£400		£4,800

				Other								Car insurance		£72		£864

												car tax		£18		£216

												Fuel		£200		£2,400

												Child Care Costs		£250		£3,000

												Loans/ credit cards		£100		£1,200

												Othe eg Birthdays/savings/Holidays		£600		£7,200



				TOTAL INCOME:		£4,840		£58,080				TOTAL EXPENDITURE:		£4,575		£54,900





						Saved / Deficit

				ANNUAL BALANCE:		£3,180































% ANNUAL SUMMARY 



[VALUE],

 [PERCENTAGE]



[VALUE],

 [PERCENTAGE]





58080	54900	
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DIGITAL

SKILLS

By Sara Lopez

2511447@student.uwtsd.ac.uk





Hello, my name is Sara, and in this presentation I will reflect what I have learned during this module in developing my digital skills. I already had experience with digital skills but I did not fully understand how broad digital capability is. During these weeks I learned to use digital tools more critically, ethically and with more confidence. According to JISC (2003), digital capability includes technical skills, behaviours,  attitudes and the ability to adapt.

1











OVERVIEW

JISC Digital Report

Microsoft Office 365

Use of the IAs





The JISC Capabilities Framework, helped me to understand that digital skills are organized into different areas: Using digital tools, Finding information and resources, managing digital learning, Digital preferences and needs, Being digital, Digital collaboration and communication,. Digital creativity and problem solving (Jisc, 2023). This changed my perspective because I thought I was strong in some areas but I realized that I needed to improve in others

I also learned to use Microsoft Office 365 more effectively, even when I was familiar with Word, Excel and Power Point. Micorsoft (2003) explains that these tools support productivity and communication.
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JISC

 Digital Report





Thanks to Jisc Report for showed me which areas I had to improve doing some courses and gaining badges. It makes me to be more curious in too many diferent skills and different levels.
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WORD

EXCEL

POWER POINT















During these weeks I improved:

- Word : I learned how to format documents better, apply styles, create professional layout and structure longer pieces of writing more clearly and the new features in Office 365.

Excel: I developed more confidence with formulas, tables, analyzing and using data more efficiently.

Power Point: I learned to design with more features and clear slides, using consistent formatting and focus in key points instead to overloading information.

Using these tools for the assignments helped me to increase my digital productivity and confidence in academic tasks.
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AI and ethical use









DALL-E

ChatGPT

Google Assistant







Important use of the AI, the ethical use of the AI are one of the important parts during this module. I used AI tools before, but I did not fully understand how to evaluate the information or how to use them responsably, so I learned to check accuracy and credibility, and avoid plagiarism by rewriting in my own words. Use AI as support, not a replacement of my learning, an AI is a tool.
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How to adapt  digital skills in real life

Work



Personal life



Academic use





This module made me realise how much my digital skills are connect with my work, with my studies and my life in general.

At Work , because made me more confident and made me able to communicate more clearly. It is makes me to develop in my own tasks at work using different digital tools.

In my personal life because made me to understand a develop in digital safety and being more open about social media and its benefits in business.

In Academic studies, I learned to research better, using reliable sources, create better assignments and use digital tools more effectively.

Understading that digital capabilities is about adaptability and helped me feel more prepare for future work and University task.
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CONCLUSION

In this module I learned:



Importance of the digital skills in real life



The correct and ethical use of the AI



Develop self- discipline



Managing the time





This module helped me to grow technically, personally and academically. I learned to used important digital tools, to apply ethical thinking when using AI and underrtsand digital capability through the JISC report. 

I feel more confident, organised  and more prepare for real world digital challenges
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