

The last 4 weeks I have enjoyed building on my skills, sometimes I find things difficult within the class as I can’t hear what is being said but I find it a great support that if I ask for help you always are willing to repeat what was said to make sure I understand what you have said which this helps me a lot. 
When we started to learn about emailing, I already knew how to email and CC people within an email but didn’t realise that the BCC part of the email automatically hides every person listed in the BCC field, this will be a useful method for sharing private and confidential information through my email within the business. Also I have gained extra skills by learning how to add and send invites on the calendar for other to accept this is a great learning tool, I have also learnt how to add a team meeting which is something that will be a great help when doing teams meeting as this can now be done over teams  instead of meeting each person separately this will be a Hugh help with my staff.
I always knew about chatbot and AI but never had used them which is a great source of information, but knowing now when you do use them you need to double check it as not all information that is given is correct which could make me more confused with stuff, I probably will only use this feature now and again but what I have learnt so far is great and really helped me in the future, which I hope to develop more and more with each thing I learn.
Word, I use a lot withing the business from care plans to quality assurance to making communication logs but parts I was shown in class will be a great to help to make my paperwork stronger with word, but I never realised about the referencing part of it which will help a lot.
 I am looking forward to excel part as I want to grow in strength because I find excel a challenge for myself and is very confusing, within excel I want to learn how to grow in strength with matrix levels and taking date and formatting it correctly I think I will struggle at first with this as excel is definitely a weakness for me but excel is will be a great programme for my business which will strengthen a lot of things for me.
 I have never used PowerPoint either so this will also be a challenge for me I understand basic parts of PowerPoint that is for presentations with slide shows and other stuff but that is all I understand regarding it but have never used it so not sure how ill do within this but I am looking forward to learn what it is about and start using it for the future, but I have really enjoyed what I have learnt so far. 
