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Task 1  - Assessment of Digital Skills Essay (700 words)

I initially completed a digital capability self-assessment to assess my digital abilities, including critical areas of proficiency, productivity, information literacy, communication and collaboration. The results indicated that most of my skills were at a beginner level, with digital communication showing to be my strongest area. This reflection led me to the goal setting I completed towards the aim of improving my digital tools as an academic student. Digital proficiency is knowing what digital tools are and how to use them effectively, as well as how to solve technical problems. Student digital competence varies widely between students, and as Ma and Ismail (2025) point out, higher education institutions are central to providing students with the means to develop these skills. My technical competence was fairly average at the beginning of this course, but my confidence when using unfamiliar tools was low. Over time through lessons and guided practice, my skill in learning to use digital apps and troubleshooting improved. Digital productivity is managing work efficiently through technology, including work organisation, time management and task completion. Literature suggests that digital capability plays an important role in encouraging effective learning and productivity in higher education (López-Nuñez et al., 2024). I struggled for a while with setting up files and deadline management using digital calendars. However, as I began using cloud storage and planning tools in lessons and online courses, my confidence increased.

Information literacy is the ability to find, examine and use information on the internet in a critical manner. This skill is considered a vital aspect of digital competence and essential to academic work (Zhao et al., 2021). My first self-evaluation showed that I needed to improve when identifying reliable information online. Since then, I have enhanced this ability by utilising academic databases and referencing sources using Harvard style. Digital communication involves using tools such as email, messaging apps and video conferencing to communicate with others. I felt confident about this because I already communicated regularly with classmates and lecturers online. Communication and collaboration through digital tools are recognised as core competencies in digital competence literature (Rodríguez-García et al., 2022). Both online and offline presentations helped me develop my organisational skills and improve the way I present arguments using digital media.

Alongside these areas, I have also developed abilities in digital innovation and creativity, which are increasingly important in academic and professional environments. This involves experimenting with new digital tools and platforms to improve productivity or find new solutions. For example, I explored online mind-mapping and project management tools to support group work. Evidence shows that students involved in digital innovation are more able to solve problems and adapt to different learning situations (López-Nuñez et al., 2024). Through this process I became more comfortable using software that was previously unfamiliar and gained confidence in independent learning.

Management of digital identity has also been part of my development. In today’s job market it is important to have a professional online presence. I created a LinkedIn profile where I could present my skills, completed courses and projects so that employers can easily see my experience. I also learned the importance of managing my digital footprint and protecting my privacy online. Digital well-being has also become an important aspect of my development. Balancing screen time, avoiding digital overload and managing online distractions are important for maintaining focus, mental health and productivity (Scheel et al., 2022). For example, I began taking regular breaks during online tasks and planning my work using digital scheduling tools. These habits improved my efficiency and helped me concentrate better during busy academic periods.

After the first assessment, I continued working on my digital competences day by day. Participating in lessons, online classes and practical tasks helped me make progress each week. My information literacy improved as I learned how to locate reliable sources and organise information more effectively. This focus on digital innovation, identity and well-being supported my overall improvement in proficiency, productivity and information literacy. These areas provide a strong set of digital skills that will support my academic studies and future career. The digital capability self-assessment helped me recognise areas that needed improvement and motivated me to develop my skills further. Through reflection and practice I improved my abilities in communication, information literacy, productivity and digital well-being. I will continue developing these skills during my university studies and in my future professional life.
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Introduction
With all the tools used in education, business and everyday life, Microsoft Excel is perhaps the most recognisable. It helps users organise the data, do calculations, analyse information and present it in a clearer manner. These capabilities and the work in Excel make this one of the most valuable tools to both students and professionals who deal with data. Digital competence research demonstrates that learning, productivity, and decision-making are all dependent on skill and application of tools, specifically spreadsheets (Ma and Ismail, 2025; Ferrari, 2013). This essay demonstrates the significance and importance of using Microsoft Excel. It describes how Excel can help you in data organisation, budgeting, reporting and decision making. A working example is also provided for the use of a household income and expenditure spreadsheet generated for this purpose.

Main Body 
Excel for Data Organisation 
Getting organised is one of the key functions of Microsoft Excel. The organisation of all the stored data in a structured format is in rows and columns. A table-based system lets users easily sort, filter and analyse their data. The research indicates that digital competence in higher education involves the ability to manage and organise digital information effectively (Zhao et al., 2021). Excel facilitates this process by storing thousands of data in a standardised form in Excel in an organised and structured manner. There are spreadsheets to put financial data, customer data and even to research the results. Structured layouts also facilitate the discovery of consistent patterns or cross-benchmarking patterns. Without Excel, management of large volumes of information would be a whole lot harder.


Excel for Budgeting
Excel is also used for budgeting. Spreadsheets have helped a lot of people track their income and expenditure. Budgeting helps people understand where money comes from and how it is spent, which helps in greater financial planning. This assignment involved a spreadsheet for my household, for the income and expenditure. The spreadsheet comes with rent or mortgage, council tax, utilities, food, fuel and other monthly charges. The purpose of this is to show in very simple terms where the money goes each month. Regularly tracking income and spending can also help individuals identify unnecessary expenses and make better financial decisions. Over time, this can support more responsible money management. Budgeting in Excel enables users to track their spending and identify potential savings. Based on the data of López-Nuñez et al. (2024), digital applications can improve efficiency and aid in the administration, even financial, of tasks.

Excel for Data Analysis
Excel also has a role when analysing data. Formulas and functions in the program help with fast and precise calculations. SUM, AVERAGE and COUNT are just three specific functions in Excel which are designed to help people perform computational functions to analyse their numerical data and prevent the need for users to perform calculations manually. Research, commercial, and finance require analysis of data. When data is interpreted properly, it is much easier to pick up patterns or trends. This enables people and organisations to make better and informed decisions. Calculating total expenses and comparing spending between categories is done with formulas in the household spreadsheet utilised in this paper. By looking at this analysis, a client may be able to determine which expenses constitute the total of a month’s budget.




Excel for reporting and visualisation
Excel’s main advantage is the visual representation of information by using charts and graphs, and numerical information becomes visual and easy to understand. For this assignment, a pie chart was created to show the distribution of monthly household expenditures. The chart shows how spending varies across these categories. For instance, large sections might refer to substantial expenses like housing or council tax, and small sections mean the other costs. This way, the communication of the data should be as clear as possible. It is an important digital skill (Rodríguez-García et al., 2022; Selwyn, 2016), which is highlighted in digital competence research, which means that the presentation of information should be effective. Charts are widely used in reports, presentations and financial summaries because they allow people to digest complex information quickly. Visual presentation of data also helps decision-makers quickly identify trends and patterns. This makes charts a very useful tool when communicating financial information or summarising results.

Excel for decision-making
Excel is a great help in making decisions. When information is organised and analysed, well-being is a factor as it reduces the need for second-guessing and so on. For instance, viewing a household budget in Excel can reveal wasteful spending. Excel is a data store used most in the business environment for analysing sales data, tracking performance, and projecting future sales to generate sales. According to Scheel et al. (2022), digital tools that support organisation and analysis in the workplace make learning and productivity possible. Excel, due to its analytical and visual skills, is still widely used in professional domains.





Conclusion 
In conclusion, Microsoft Excel is a practical and powerful digital tool that supports data organisation, budgeting, reporting and decision-making. It allows users to store and manage information efficiently, analyse numerical data using formulas, and present results visually through charts and graphs.
The household income and expenditure spreadsheet created for this assignment demonstrates how Excel can be used in everyday life to manage finances. When organising expenses into categories and displaying them using a pie chart, it makes it easier to understand spending patterns. That is why developing Excel skills is an important part of digital competence. These skills are valuable not only for academic work but also for professional environments where data management and analysis are essential.
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Excelmanjit.xlsx
Sheet 1

				The 10 Richest People in the World 2023

				Rank		Name		Age		Wealth ($bil)		Wealth per year

				1		Bernard Arnault & family		74		$   211.00		$   2.85

				2		Elon Musk		51		$   212.00		$   4.16

				3		Jeff Bezos		59		$   213.00		$   3.61

				4		Larry Ellison		78		$   214.00		$   2.74

				5		Warren Buffett		92		$   215.00		$   2.34

				6		Bill Gates		67		$   216.00		$   3.22

				7		Michael Bloomberg		81		$   217.00		$   2.68

				8		Carlos Slim & family		83		$   218.00		$   2.63

				9		Mukesh Ambani		65		$   219.00		$   3.37

				10		Steve Ballmer		67		$   220.00		$   3.28



										Total		3.09

										Average





Sheet2

				Name		Animal		Poohsticks score		Matches Played		Average Score

				Eeyore		Mammal		14		3		4.67

				Kanga		Marsupial		13		3		4.33

				Pooh Bear		Mammal		16		2		8.00

				Rabbit		Rodent		16		3		5.33

				Christopher Robin		Mammal		17		5		3.40

				Roo		Marsupial		12		2		6.00

				Wol		Bird		13		3		4.33

				Piglet		Mammal		17		5		3.40

				Tigger		Mammal		18		5		3.60

										Overall average		4.79





Sheet3

		Customer sales order history

		Units sold pcm

		Customer		price per unit		Profit margin		Product		Jan-18		Feb-18		Mar-18		Apr-18		May-18		Jun-18		Jul-18		Aug-18		Sep-18		Oct-18		Nov-18		Dec-18		Jan-19		Feb-19		Mar-19		Apr-19		May-19		Jun-19		Jul-19		Aug-19		Sep-19		Oct-19		Nov-19		Dec-19		Monthly averages		Median		Range

		John		£0.05		30%		bottle		20000		20000		25000		30000		30000		30000		50000		50000		50000		30000		25000		20000		20000		20000		25000		30000		30000		30000		50000		50000		50000		30000		25000		20000		31667		30000		30000

				£1.15		25%		tray		2500		7000		3500		5000		6000		4500		5200		6300		1500		2500		6000		4000		3500		5000		4500		2500		6000		3500		7000		7000		3200		10000		6000		4000		4842		4842		8500

				£0.03		15%		pen		25000		20000		20000		15000		15000		15000		15000		2000		15000		20000		15000		10000		25000		20000		20000		15000		15000		15000		15000		2000		15000		20000		15000		10000		15583		15000		23000

				£0.27		20%		carton		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		0



																2018 summary table										2019 summary table								2020 summary table

														Product		Units sold		Profit						Product		Units sold		Profit				Product		Units sold		Profit

														bottle		380000		£5,700.00						bottle		380000		£5,700.00				bottle		327000		£4,905.00

														tray		54000		£15,525.00						tray		62200		£17,882.50				tray		59500		£17,106.25

														pen		187000		£841.50						pen		187000		£841.50				pen		259000		£1,165.50

														carton		120000		£6,480.00						carton		120000		£6,480.00				carton		120000		£6,480.00

														Totals		741000		£28,546.50						Totals		749200		£30,904.00				Totals		765500		£29,656.75

																								change since 2018		1%						change since 2019		2%



		Customer		price per unit		Profit margin		Product		Jan-20		Feb-20		Mar-20		Apr-20		May-20		Jun-20		Jul-20		Aug-20		Sep-20		Oct-20		Nov-20		Dec-20

		John		£0.05		30%		bottle		20000		20000		20000		27000		27500		27500		35000		35000		40000		30000		25000		20000

				£1.15		25%		tray		3500		5000		4500		2500		6000		3500		7000		6000		4500		7000		6000		4000

				£0.03		15%		pen		25000		20000		20000		15000		15000		12000		12000		80000		15000		20000		15000		10000

				£0.27		20%		carton		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000















Sheet4

		Income		Amount per month £		Expenditure		Amount per month

		Wage 1		£   2,800.00		Rent/Mortgage		£   600.00

		Wage 2		£   2,500.00		Council tax		£   180.00

		Trust Funds		£   100.00		Electric		£   90.00

		Stocks/Share payouts		£   - 0		Gas		£   120.00

		Universal credit		£   500.00		Water rates		£   45.00

		Student Finance		£   - 0		Food		£   300.00

		Other		£   - 0		Car insurance		£   190.00

		Total income		£   5,900.00		Car Tax		£   85.00

						Fuel		£   120.00

						Child Care Costs		£   200.00

						Loans/credit cards		£   200.00

						Other eg		£   350.00

						Birthdays/savings/holidays		£   250.00

						Total expenses		£   2,730.00

		Money left		£   3,170.00





Amount per month	Rent/Mortgage	Council tax	Electric	Gas	Water rates	Food	Car insurance	Car Tax	Fuel	Child Care Costs	Loans/credit cards	Other eg	Birthdays/savings/holidays	Total expenses	600	180	90	120	45	300	190	85	120	200	200	350	250	2730	
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