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Digital Skills Self-Assessment Report

Introduction

This report outlines my self-assessed digital skills profile, based on the Digital Skills Wheel. The wheel encompasses 16 competency areas within four main aspects of digital skills: digital literacy, digital participation and communication, digital learning and identity, and digital skills proficiency and productivity. Each section below provides a brief overview of my current position within each category on the wheel, according to honest self-reflection.

Digital skills are regarded as essential across many fields due to the ability that technology provides for people to connect, participate, and work together. “Digital capability is more than just computer literacy; it involves higher-level skills such as critically evaluating information found online, working collaboratively on digital technologies, and the confidence to learn new skills as technologies change” (Jisc, 2022). The digital skills wheel shown below will serve as a tool for self-reflection on these skills.

Skills Assessment

Digital Literacy

Information Literacy – I would regard myself as advanced in this skill. I know how to assess an online source for credibility and reliability. If I am unsure whether the information I find is accurate, I consult other sources to verify it. I am also comfortable using databases, academic search engines, and university websites to find credible information for research. The CILIP definition of information literacy states, “a necessity for recognising when information is needed and having the capability to locate, evaluate, use, and communicate information ethically and legally” (CILIP, 2018). Based on this definition, I would place myself somewhere between intermediate and advanced.

Media Literacy and Data Literacy – Although these information-related skills are not my strong points, they are areas I wish to improve. I feel confident reading charts and comprehending statistics, but I have limited experience working with large datasets. I also do not know how to operate any data visualisation programmes (e.g., Tableau or Power BI). I would classify myself as a beginner in data literacy.

Digital Communication and Collaboration

Digital communication is a skill I am very comfortable with. I know how to use email, video conferencing (such as Microsoft Teams and Zoom), and messaging across multiple platforms. I use these applications daily for both communicating with friends and family and for professional purposes. Digital participation would also be one of my strengths.

Digital collaboration would be considered intermediate for me. While I have used Google Docs and Word documents via OneDrive previously, I have not had to utilise project management software such as Asana or Trello. These programmes are becoming increasingly common in the workplace (Beetham & Sharpe, 2019).

Digital Learning and Identity

Preparing for digital learning falls within my intermediate skills. I know how to access our VLE and submit files online. I also feel confident managing my digital files and knowing where to find specific documents. Managing your digital identity is still something I am working on. Understanding how to navigate your digital identity is important for building your professional reputation and ensuring personal safety.

Digital Wellbeing – 

Digital Skills Proficiency and Productivity
To enhance this section, share a specific example of when your digital well-being was challenged or when you struggled to maintain healthy online habits.

Digital skills for work include using software, resolving technology-related problems, and creating digitally. I consider myself proficient with productivity software, including Microsoft Office and Google Workspace. Problem-solving with technology is part of digital innovation for me. I feel comfortable troubleshooting technical issues as they arise, but I am not familiar with newer technologies such as automation tools and AI programmes.

Badges you have completed

Name of Badge / Qualification

Provider

Skill addressed

Introduction to Data Literacy

Future Learn / Open University

Data Literacy

Digital Skills for Work (Microsoft Skills)

LinkedIn Learning

Digital Productivity

Staying Safe Online

Google Digital Garage

Digital Wellbeing & Identity

Collaborative Working with Teams

Microsoft Learn

Digital Collaboration

Introduction to Artificial Intelligence and Machine Learning

Coursera

Digital Innovation

Reflection

These badges were chosen because they filled the gaps I identified in my skills wheel assessment. The data literacy course helped me understand how to read datasets and create data visualisations. Data literacy was a skill I had previously identified as a beginner. The artificial intelligence course helped me better understand digital innovation and how it can be applied to real-world technologies I may encounter.

Conclusion

After completing this self-assessment, I feel I have a better understanding of where my strengths and weaknesses lie within the world of technology. I feel my strengths are best reflected in information literacy, digital communication, and proficiency with standard productivity software. My weaknesses include data literacy, digital identity, digital collaboration (such as project management software), and digital innovation. My digital badge skill acquisitions, completed after my assessment, were steps towards addressing the weaknesses I identified.

It is important to note that this self-assessment can be a continuous cycle. “Developing your digital capability is not a one-off thing, it is something you should be building throughout your learning and working life” (JISC, 2022). I plan to continue to learn on online learning platforms and ask for feedback on how I can improve my digital skills. I will complete this wheel again in the future to monitor my progress.
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Add all the certificates from LinkedIn learning here
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Microsoft Excel History 
No program has achieved the status of Microsoft Excel. This humble grid calculator has become one of the most widely used programs of all time. Useful for calculating your kids’ weekly allowances and profitably trading stocks or property, Microsoft Excel sits at the nexus of functionality and accessibility. This essay will discuss the reasons why Excel remains relevant in day-to-day life, both in the workplace and at home.
Microsoft Excel History 
Microsoft Excel in the Workplace. However, it soon became the premier software of choice (Walkenbach, 2010). By bundling it with the rest of the Microsoft Office suite and continually improving it, Microsoft captured over 90% of the market share by the turn of the century.
In workplaces around the world, Excel is used daily by administrators, accountants, and analysts. In 2021, Microsoft announced that Excel was used by over 750 million people worldwide (“Microsoft Excel News”, 2021). With its widespread adoption throughout the business community and intuitive nature, it has become the backbone of necessary office functions.
Microsoft Excel in the Workplace 
Microsoft Excel functions remain largely unchanged; organising data sets into rows and columns on which calculations can be performed. Where it really comes into its own, however, is in the workplace. Microsoft Excel in the Workplace
Used regularly by Investment Banks, Accountancy firms, and Corporate Finance teams to model deals; no finance-related; uses conditional logic and complex calculations. Financial models are built in Excel to calculate discounted cash flow valuations, perform sensitivity analysis, and scenario planning ("How to Build a Financial Model in Excel", 2022).
This level of complexity is achievable by linking cells and worksheets, using conditional logic, and visualising data with charts.
Excel also supports business functions such as supply chain management, human resources, project planning, and marketing. Unlike these desktop applications, however, most workplaces will already have Excel installed as part of the Microsoft Office Suite. There is no need for additional licence fees or training courses for recruits to take advantage of Excel’s benefits. Coupled with its integration with Power Query, Python, and Power BI, users can take their Excel skills to a professional level (“Get started with Python in Excel”, 2022). Microsoft Excel at Home 
Microsoft Excel’s usefulness extends beyond the office door. For anyone managing their personal finances, Excel makes it easy to track incomings and outgoings. The average family has several monthly bills to pay: Mortgage/Rent, Utilities, Groceries, Transport, Insurance, Childcare, etc. Not forgetting annual or one-off payments that need to be accounted for, such as holiday and Christmas pay. Tracking these payments can be difficult and messy without a system in place. Microsoft Excel has rows and columns. 
You can mark which expenses are fixed or variable, which costs are higher during certain months and how much money you should have left over at the end of the month. Functions like SUM, AVERAGE, and IF can be used by anybody who understands basic arithmetic to create a working budget. Budgets that are detailed enough to allow you to make informed decisions about your spending.
Microsoft Excel’s capabilities extend beyond budgeting. Planning renovations, weddings, and holidays; jotting down personal fitness goals; adjusting recipe measurements; and even helping you keep track of your stock and share portfolios can all be done in Excel. Any situation where you need to track data points can be improved by organising it in Excel.
Microsoft Excel Cons 
Despite being such a widely used program, Excel has had its fair share of scrutiny. There have been several occasions where human error in Excel workbooks has caused major losses within businesses. In 2012, a poorly constructed Excel workbook was partially to blame for the loss of over $6 billion by JPMorgan Chase's London Whale desk (“History of the London Whale”, 2013). More recently, during the COVID-19 pandemic, the UK’s Public Health England lost track of almost 16,000 positive coronavirus test results because its Excel sheet became too large (“PHE lost track of”, 2020). Whilst this is now possible with 1,048,576 rows per worksheet, at the time, this was the limitation.
To conclude, these scenarios illustrate how problematic Excel can be when subject to poor governance and utilised in critical situations for which it was not designed. If everybody revisited how they used Excel at work and implemented systems to limit human error—version control, documentation, code review, etc.—these situations could be avoided.
Microsoft Excel Conclusion 
The reason Microsoft Excel has stood the test of time for over 40 years is that it sits in the sweet spot: it is simple enough for your kids to use to monitor their pocket money, yet powerful enough to let hedge fund managers price complex derivatives. In the workplace, Excel provides users with powerful tools to calculate whatever they need, in a format everyone is familiar with. References
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Notes:

I have italicised titles as you would in APA and Harvard reference lists.
I added a publisher to Cite them Right as they usually have one, change if your edition does not
have one.

As you have not given a title or organization for the University Digital Skills Materials resource
you will need to fill those details in.
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Create a PowerPoint presentation using techniques learned in class, reflecting on the module and your learning. 
Maximum of 15 slides, Minimum 7 
You will reference your work where appropriate.
Embed PowerPoint here
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Family of 4 — Annual Income & Expenditure Budget

Tracking monthly amounts (£) over 12 months | Formulae used throughout

m Amount/Month (£ Expenditure Amount/Month (£

Wage 1 (Primary earner) £2800.00/ Rent/Mortgage £950.00
Wage 2 (Secondary earner) £1400.00/  Council Tax £180.00
Trust Funds £100.00 Electric £90.00
Stocks / Share Payouts £150.00, Gas £80.00
Universal Credit £0.00,  Water Rates £40.00
Student Finance £0.00, Food & Groceries £600.00
Other Income £50.00  Car Insurance £75.00
Car Tax £25.00
Fuel £120.00
Child Care Costs £400.00
Loans / Credit Cards £200.00
Other (Birthdays/Savings/Holidays) £150.00

TOTAL MONTHLY INCOME TOTAL MONTHLY EXPENDITUR!

TOTAL ANNUAL INCOME TOTAL ANNUAL EXPENDITURE |

MONTHLY SURPLUS / DEFICIT £1590.00
ANNUAL SURPLUS / DEFICIT £19,080.00

Key: Blue text = hardcoded input values (adjust as needed) | Black text = formula-calculated values
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