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AI Acknowledgement Statement:
Examples of statements If you have not used AI
I confirm that I have not presented any AI generated materials as my own work. 
I confirm that I have copies of my drafts, notes, and other resources I used, which I may be asked to provide in evidence.
Examples of AI statements if you have used AI
I acknowledge the use of Grammarly (https://www.grammarly.com/) on Date to check my work using the prompt(s): 
1. Please check the following text for readability, grammar and syntax. 
I confirm that I have not presented any AI generated text as my own work. I confirm that I have copies of my drafts, notes, and other resources I used before, and after the use of AI tools which I may be asked to provide in evidence. 

















Task 1: Assessment of Digital Skills 
Digital skills are the strengths needed to use technology confidently and effectively. Students rely on digital tools for research, which makes this important for communication, and completing assignments. In the modern workplace, to boost employability you also need strong digital skills, employers expect people who can collaborate online, manage information, and adapt to new technologies, work effectively and even use the basics in the digital world. Digital skills use lifelong learning techniques; technology is only getting bigger, using digital skills will make it easier to keep up with tools and opportunities.
Overview of the JISC Digital Capability Tool
The JISC Digital Capability Tool is an online self-assessment that helps people understand their strengths and gaps in digital skills. It was used because it gives a clear, simple picture of how confident someone is with technology in study, work, and everyday tasks. The tool asks a series of questions about things like communication, problem-solving, and using digital tools. After answering, it provides a personalised report showing areas you’re strong in and areas you could develop. It’s a quick way to reflect on your digital habits and plan how to improve them.
Summary of JISC Results
My results showed a mix of strengths and areas to build on. I scored well in digital communication and collaboration, meaning I’m confident using online tools to connect and work with others. My information literacy was also strong, showing I can find information effectively. Problem solving and productivity could be improved by discovering new tools and working more efficiently. Digital wellbeing was one of my weaker areas, suggesting I could improve my online habits and balance better. Overall, the results gave me a clear picture of where I’m doing well and what I can develop next. 
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Strengths in Digital Skills
Two strengths that stood out in my JISC results were digital communication and information literacy. Digital communication is a strength because I’m comfortable using online tools to share ideas and stay connected. For example, I often use email, Teams, or group chats to organise tasks and keep everyone updated. Information literacy is another strong area, as I can find reliable sources and judge what’s useful. I use this skill when researching for assignments, checking different websites, online banking and online shopping. These strengths help me study more confidently and work well with others.

Areas for Improvements
Two areas I need to improve are digital wellbeing and productivity. My digital wellbeing score was lower, which shows I need to manage my screen time and online habits better because staying organised will help me focus more on my studies. Productivity is another area to work on, as I don’t always use digital tools in the most efficient way, improving this will help me complete tasks faster and stay on top of deadlines. Building these skills will support both my learning now and my future career.

Action Plan Using SMART Goals
To improve my digital wellbeing, I will set a limit of 2 hours no study screen time each day. I’ll track this using my phone’s screentime app and review my progress every Sunday. This goal is realistic and will help me stay focused and avoid stress during my studies. To build my productivity, I will start using one digital tool, word or PowerPoint, to organise tasks. I’ll use it daily for at least four weeks and check whether it helps me finish work on time. This will support both my coursework and future workplace tasks. 
Reflection and Conclusion
Improving my digital skills will make studying and future work much easier. Building stronger productivity skills will help me stay organised, meet deadlines, and manage tasks without feeling overloaded and overwhelmed. Working on my digital wellbeing will help me enjoy and be confident so I can focus better and stay motivated. Strengthening areas like communication, information handling, and problem solving will also make group projects easier and prepare me for modern workplaces that rely on technology. Overall, developing these skills will boost my confidence, help me learn more effectively, and support the career goals I want to work toward.
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Task 2: LinkedIn Learning Certificates – Office 365
Outlook Essential Training (Microsoft 365)
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Word Essential Training (Microsoft 365)
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Excel Essential Training (Microsoft 365)
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PowerPoint Essential Training (Microsoft 365)
[image: ] Relevance and Importance of Microsoft Excel 
Introduction
Microsoft Excel is a spreadsheet program used to organise, calculate, and present information. It’s popular because it’s easy to learn but very powerful, it handles complex tasks. In education, Excel helps students track grades, analyse data for projects, and present information clearly. It also builds digital skills that are useful in many subjects. In business, Excel is essential for budgeting, planning, reporting, and making decisions based on data. Many workplaces rely on it every day. In everyday life, Excel can be used for managing personal budgets, planning events, or keeping track of routines. Overall, it’s a flexible tool that makes working with information quicker and more organised.

Data Analysis
Excel is a really useful tool for analysing data because it gives you several easy ways to make sense of information. You can use formulas to do quick calculations, like adding totals or working out averages. Functions help with more specific jobs, like finding the biggest number in a list or counting only the data you need. Sorting lets you rearrange information so you can see patterns more clearly, like putting numbers in order. Filtering helps you hide data you don’t need so you can focus on what matters. Together, these tools make it much easier to understand data and spot useful trends.
Budgeting and Financial Managements 
[bookmark: _Int_svLl61IX]Functions in Excel make working with data much easier because they handle the more specific jobs you do not want to do manually. Instead of searching through a long list yourself, a function can instantly find the biggest or smallest number, add everything up, or count only the bits of data you need. This saves time and helps you avoid mistakes. Functions also help you spot patterns, compare information, and tidy up messy data. When you combine them with other tools like sorting, filtering, and charts, you can turn a basic spreadsheet into something that clearly shows what is going on. Functions do the heavy lifting so you can focus on understanding the results rather than doing all the calculations by hand.

Reporting and Decision-Making
Charts, tables, and dashboards in Excel make it much easier to understand information and make good decisions. Charts turn numbers into visuals, helping you compare results, or see changes over time without digging through rows of data. Tables keep information organised and easy to read, especially when you are working with large lists. They also update automatically when you add new data, which saves time. Dashboards bring everything together in one place, showing key charts, summaries, and figures at a glance. This makes it simple to track progress, explain results to others, and decide what actions to take next based on clear, visual information.

Practical Spreadsheet Task
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Reflection and Conclusion
Learning Excel has already made a big difference in how I organise and understand information. For my studies, it helps me keep track of deadlines, manage data for assignments, and present work in a clear, tidy way. It saves time and makes tasks feel more manageable. Looking ahead, Excel is useful in almost any job because it helps with planning, analysing numbers, and making decisions based on data. Knowing how to use spreadsheets confidently gives me an advantage and shows I’m ready to handle real workplace tasks. It’s a skill I know I’ll keep using and building on.
Task 3 References
Microsoft (2023) Excel for beginners. Microsoft Support. Available at: https://support.microsoft.com (Accessed: 11 March 2026).
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Task 4: Reflective Presentation Summary
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Outlook Essential Training (Microsoft
365)

Course completed by kate robinson
Feb 02,2026 at 11:43PM UTC - 2 hours 12 minutes

Top skills covered

Microsoft Outlook

Shea Hanson, Head of Learning Content Strategy.
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Word Essential Training (Microsoft
365) (2023)

Course completed by kate robinson
Mar 04, 2026 at 12:46AM UTC - 2 hours 33 minutes

Top skills covered

Microsoft Word

Shea Hanson, Head of Learning Content Strategy
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Excel Essential Training (Microsoft
365)

Course completed by kate robinson
Mar 05, 2026 at 03:31PM UTC - 2 hours 56 minutes
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Microsoft Excel

Shea Hanson, Head of Learning Content Stiateay
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PowerPoint 2019 Essential Training

Course completed by kate robinson
Mar 04, 2026 at 09:44PM UTC - 2 hours 2 minutes
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Microsoft PowerPoint
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Income January February |March April May June July August September |October November December
Wage 1 2,200 2,000 2,200 2,200 2,200 2,200 2,200 2,200 2,200 2,200 2,200 2,200
Wage 2 1,000 1,200 1000 1000 1000 1000 1000 1000 1000 1000 1000 1000
Total 3,200 3,200 3,200 3,200 3,200 3,200 3,200 3,200 3,200 3,200 3,200 3,200
Expenditure January February |March April May June July August September |October November December
Rent 1,000 1,000 1,000 1,000 1,000 1,000 1,000 1,000 1,000 1,000 1,000 1,000
Council Tax 180 180 180 180 180 180 180 180 180 180 180 180
Utilities 300 300 300 300 300 300 300 300 300 300 300 300
Broadband 40 40 40 40 40 40 40 40 40 40 40 40
Phone 40 40 40 40 40 40 40 40 40 40 40 40
Gym 35 35 35 35 35 35 35 35 35 35 35 35
Food 200 200 200 200 200 200 200 200 200 200 200 200
Petrol

Insurance 50 50 50 50 50 50 50 50 50 50 50 50
TV License 13 13 13 13 13 13 13 13 13 13 13 13
Total 1,858 1,858 1,858 1,858 1,858 1,858 1,858 1858 1,858 1,858 1,858 1,858
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Introduction

My name is Kate Robinson, and | am currently studying at UWTSD Cardiff on the
gained valuable skills, explored new digital tools, and developed a strongg;m
understanding of what employers look for in today’s workplace. In the following
section, | will be reflecting on what | have learned so far, as well as the areas |
want to improve to help me progress further in my career.
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How your digital skills have
developed

My digital skills have developed, I'm much more comfortable using digital
platforms, which has made tasks like creating documents and
presentations easier. | now have the ability to use an email professionally.

resources which supports both my studies and future career planning.
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How | have used my skills

to stay in contact with tutors and classmates, showing an
understanding of my digital skills.
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How I plan to apply them in
my studies and career

I plan to continue working on my digital skills throughout my studies, complete
assignments more confidently, and communicate clearly with tutors and
classmates. | want to work more independently and improve my confidence. In my
future career, | aim to use these skills to present information professionally. | want
to have strong digital ability and problem-solving skills will help me work well in a
team. By continuing to develop these skills, I'll be able to progress further in my

chosen career path.
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Task 1 Reflection

When completing the Jisc digital skillsgraph | was able to reflect on my current abilities and
dentify the areas where | felt most confident. This activity helped me understand my strengths in
using digital tools for everyday tasks. | completed the Jisc activity by answerin% each question
honestly and thinking about how | use technology in both my studies and daily Tife. This process
made me more aware of the skills | already have, as well as the areas | need to develop further.
Overall, the Jisc assessment gave me a clearer picture of where | am now and what | need to

work on to support my future career.
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Task 2 Reflection

Through LinkedIn Learning, | completed courses in Outlook, Word,
PowerPoint, and Excel, | can use in all of them in academic and
professional settings. Outlook, gave me the understanding of using emails
professionally, word help me with my assignments giving them a polished
finish, power point helped me with this presentation and excel gave me the
understanding of using formulas. I'm excited to continue to use these tools

in the future.
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Task 3 Reflection

Completing training in Excel and spreadsheet tasks has been a
valuable experience. It's strengthened my technical abilities and
my confidence in working with data. Using how spreadsheets
work and how they calculate formulas and give a structured
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Conclusion

Completing training across Outlook, Word, PowerPoint and Excel, has given me a
solid understanding of digital skills. Through this learning journey, | am now able to
use Outlook professionally, write Documents in Word, and design visual
presentations in PowerPoint. | can now use practical data skills through Excel and
spreadsheet work. These combined skills will motivate me and expand my digital
skills in the future. Thanks For listening.




