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Introduction 
The portfolio represents complete assessment for the Digital Skills for Personal Development & Business module at the University of Wales Trinity Saint David. Included are the reflective digital skills assessment and badges, evidence of LinkedIn Learning training and certificates, a comprehensive essay on Microsoft Excel, and a reflective power point presentation.
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Reflective Essay Digital skills
Digital skills are broadly described by UNESCO as the ability to use digital devices, communication applications, and network to access and manage information. The skills allow us to create and share content, collaborate globally and instantaneously. All critical skills are transferable and are now considered to be a critical component for employability. As the use of digital technology and automation is transforming the jobs market, transferable skills particularly those in the digital sphere are becoming increasingly sought after.
For students’ digital skills enable them to access their study module, online learning materials, lectures, self -learning, write and submit assignments, communicate with their tutor, accessing the school website, library, research collaboration with peers, professionals from various field, scholars, attending seminars, workshop or presentations. However, for employees and employers, the best workforce is expected to have a quality knowledge in digital skills for the successful running of the organisation. 
Furthermore, for effective and efficient academic success students must use digital knowledge to enable them access and use technological appliance like computers, the use of tools like Microsoft teams, google classroom, zoom, and internet. 
Rapid technological advancement, introduction of new technologies and regular updates has made it almost impossible to succeed without digital knowledge and skills. The use and management of data as well as the legislation behind it has become very sensitive hence the need for digital skills which help with data management and usage.
Digital skills create awareness about cyber security and crime. Cybercrime has now become a constant challenge to individuals, companies, institutions as well as government establishments. Just a short class exercise has revealed how cybercriminals attacked H&M, Jaguar Land Rover and NHS and their data stolen. 
A- In summary, my JISK self-assessment result revealed my area of competency and those of weakness. Out of the 16 different skills evaluated, more than half has shown my competency level as capable, 2 proficient while the remaining 7 as developing. Which indicate the need for a proper plan to improve on those at developing stage. This, however, push me to take some online courses via LinkedIn which was recommended and guided by the course module. Taken those recommended courses earned me several certificates (copies attached) which has increase my level of skills and understanding about digital knowledge and its importance in both area of studies, private daily life and in my future career.




My Digital Skills strengths includes:
Digital proficiency is one of my strengths, indicating my  digital mindset towards  learning new technologies, use of multiple digital devices especially those tools often use in learning environment like computers, projectors, tablet etc. the use of different networks, apps, software as well as experience using certain tools even in my workplace where I often work things out myself using what is available, example online support or instructions.
Secondly, Digital Productivity means my ability to adopt and use available digital tools and skills to my advantage both at school and work, example having Microsoft 365 installed on my computer makes my studies and work more effective and efficient. Another example includes accessing course module on time which helped me to read and understand my lecture way ahead. With ability in using pomodoro technique I can effectively manage time especially for my academics. To save time I can as well send calendar invite to my tutor for a meeting instead of making the journey. 

Digital Skills area of Weaknesses:
Data Literacy- searching, analysing and comparing data is another area I need to develop. This course has thought me that only data from credible source can be accepted, hence discouraging students from completely relaying on AI to generate data but instead use multiple verified sources to obtain it.
Digital Collaboration- frequent engaging in digital communication via emails, online collaboration with peers, scholars, tutors, colleague as well as video conferencing while maintaining ethical practice is desirable. This sort of practice would no doubt boost my understanding. 
Incorporation of SMART Action Plan gives me a sense of learning direction to choose from a specific relevant courses and completion timeframe. Furthermore, taken those recommended courses I achieved several certificates (copies attached) which tremendously increase my level of skills and understanding about digital knowledge, its importance and how to apply the training in both areas of studies, private daily life and in my future career.
Additionally, I also did additional studies and obtained certificates about working with computers and devices (computer literacy), building professional networking, leading remote project (virtual team and team leadership) as well as building online portfolio to mention a few. But more importantly, asking my tutor relevant and important questions of where necessary.
Using digital tools, to confidently collaborate with my peers, supervisor, tutor, to discuss projects, research, share ideas and information. Furthermore, writing professional emails, calendar invites, Report reading, analysing and writing, joining online professional networks like LinkedIn will further broaden my level of understanding, knowledge and confidence. 

conclusion
Conclusively, with technology ever evolving, learning institution transformed due to technological advancement and considering my current proficiency level and my area of improvement etc. digital skill and knowledge has really sharpened my ability to carry out studies effectively and efficiently.  Available online learning materials from LinkedIn and others as well as students’ modules have thought me how to use technological tools and devices. Regular invention of new technologies, invention of new operating systems, constant upgrade of the existing ones and the use of technology in all works of life mean a huge career growth for anyone with digital skills and knowledge.

BADGES OBTAINED:
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Task 2: LinkedIn Learning Certificates
Upon completion of the recommended LinkedIn training like Microsoft word, Power point, Excel certificates and many more. My level of knowledge, understanding and confidence have improved. I learned how to work with those tools, from using Microsoft words to making good use of Excel to inputs data and the application of formulars in getting results for simple and complex budgets. 
Reflecting on the course, the lessons also make my job as well as my studies very much easier and to the standard, it enables me to effectively and efficiently make use the tools to my own advantage. All the certificates obtained are added to my portfolio indicating my achievements so far.
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TASK THREE (3) Microsoft Excel Essay 
Microsoft excel is a spreadsheet application developed by Microsoft that allows users to organize, analyse and visualize data using tools such as formulars, chart and pivot tables. Its widely used for tasks involving data management, financial analysis, and reporting. (Microsoft corporation 2024).
Companies like Primark, Tesco, Asda as well as governments agencies e.g. Office of the national statistics or even academic institutions uses excel and its various tools to predict future sales, monitor market trend, prepare profit and loss account, manage customers data and products sales turnover. However, in the case of government, excel can be used to manage and monitor economic growth, inflation level and population statistics and growth. And for other institutions it can as well be use towards monitoring staff turnover and as a file for storing employee’s data, record of their monthly wages and allowances, a piece of ROTA indicating when they are supposed to be at work and when not. This piece of tool helps greatly in viewing and reviewing companies or government financial position via tables, chart or graph and further provides the management with the ability to forecast the future of their company in line with the targeted goals and objectives.
Its relevance and importance cannot be measurable; the tool is so valuable and versatile that users can customize its functionality and graphics user interface to suit their preferences. Example project and I inventory managers of companies often uses excel to record and manage stock level of their raw materials, plan orders and it equally provides them with a daily products input and output.
Microsoft Excel tool can be beneficial to large, medium and small-scale companies and industries in relation to their financial planning. for example, businesses can tract and control cost of goods and services especially those with a long supply chain to ensure that raw materials use for manufacturing as well as those use for the running of the company are ordered in good time. The tool further enables them to operate within their limited allocated resources, and for retailers they may as well do a cashflow using excel in order to track, record and manage expenses incurred daily, weekly or monthly as well as cash projection.
Excel also help students towards organising task, time management so as not to miss any dateline, it also helps managers/ staff in healthcare sector to manage patients’ data, book and manage appointments to mention a few. 
The tool also helps managers to monitor employee’s productivity and performance as well as monitor company’s market trend and activity for marketing research. (Geeks for Geeks 2025).
For Data analysis Microsoft Excel has provided a framework in which companies, financial institutions, government departments and agencies, academia and scientist use its tool to analyses data using and comparing old and new data to predict a future result. For instance, companies or financial institutions can make projection about future sale turnover of a particular product or service using available sales data. Microsoft excel has some functions like “VLOOK UP, INDEX, MATCH or conditional functions like JF, SUM IF, and COUNT IF that enable users to query and analyse data from straight forward entry to advance statistical analysis and visualization of a data table/entry.
Budget is very important in businesses, project management and all other aspect that is intended to generate profit or plan anything that requires financial, materials and human resource allocation. And Microsoft 365 has created excel just for that among other things. For instance, using budget templates or spreadsheets users can input data like income, expenses and miscellaneous and apply the inbuild formulars, chart and graph to prepare and analyse short term or long-term budget. These functions also give an insight about the management and utilisation of allocated resources and at the same time expected profit margin. 
Financial institutions like banks, insurance companies and service providers and companies that deal with goods/products like Primark, Zara, Asda and Tesco prepare their financial reports using Microsoft Excel. Reporting is key in Excel, and it plays a very crucial role in that it allows users to produce tables, visual charts, and summaries data clearly and in great details. Graphs such as bar charts, pie charts, and line graphs transform numerical data into meaningful visuals that improve decision-making. PivotTables add another layer of reporting power, allowing users to summarise large data sets and identify trends quickly, often use by companies to view their financial position or market share/position. 
The report is usually presented in a table form detailing financial position of the organisation. The report briefly can tell if the company is making profit or loss, its production capacity, products or services with high sale turnover, its cost of material etc. 
Management often uses the company’s financial report usually in excel to determine the best decision for the organization. For example, where the report indicates low sale turnover, low profit margins then using Microsoft Excel functionality they can make projection. This will tell them where to invest more capital and those areas that only requires less in terms of funds it went further to indicate percentage of profit margin and enable management to compare current and previous results for decision making.



A SPREADSHEET ON HOUSEHOLD INCOME AND EXPENDITURE DEMOSTRATING YOUR EXCEL SKILLS THROUGH: 
FORMULAR, CHART AND TABLE.
To prepare a typical household income and expenditure using Excel. The below table contain a household income and expenses incurred during the month.  
Using simple formular=C10-D10 to get records for the column REMAINING, and =SUM ((C10:C18) to get records for the budget TOTAL.
Monthly income 
3, 500
monthly Budget
3,475.00
Difference
25.00
CATEGORIES
BUDGET
SPENDING
REMAINING
Internet
75.00
65.00
10.00
Gas
125.00
85.00
40.00
Electric 
150.00
100.00
50.00
Transportation
200.00
125.00
75.00
Fun
225.00
200.00
25.00
Restaurants
250.00
135.00
115.00
Others
350.00
250.00
100.00
Groceries
400.00
365.00
35.00
Rent
1,700.00
1,500.00
200.00
TOTAL
3,475.00
2,825.00
650
MONTHLY HOUSEHOLD BUDGET



















Based on the above household income budget, using excel we can input more additional data records and still get everything updated automatically. This shows that Microsoft Excel has got a lot of formulars to choose from depending on your personal or organisational needs. Once you set the formular right, records added or deleted will no doubt adjust the result of the table and the chart. This versatility makes Excel a tool that every organisation embrace.







Presentation Slide Content and Structure.
Slide 1- Digital Skills for Personal Development
Reflection over the knowledge and skills learned so far
slide 2- digital skills
what? Define
why Digital Literacy is Essential
How: Through Learning (JISC, LinkedIn, Online resources)  
slide 3- Relevance and Importance of Digital Skills to Students
Academic success, Lifelong Learning, Workforce readiness
Improve daily life efficiency and access to services
For critical thinking (enable information evaluation and staying safe online)
slide 4- Microsoft 365 (Microsoft Word, Power point and Excel) 
A source of knowledge for academics and future career development.
For small- and large-scale businesses
For Government, Private and Commercial purposes
Slide 5- Artificial Intelligence and cyber security
AI definition, advantages and disadvantages
Cyber security, Cyber Crime/Attack and Cyber awareness
slide 6- Data Protection and Laws (GDPR)
What is Data
Individual rights over his data
What is GDPR
Whom GDPR applied to
Data breach and penalties
slide 7- Conclusion
Digital skills have become necessary in the present digital era. The importance of the skills is so much that no modern society can boast of any meaningful technological or economic development without it. Both individuals, public and private organisations and research institutions must adopt digital skills to operate effectively and efficiently.
slide 8- References.
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