Reflection on digital skills
Over the last five weeks I have been learning about digital skills to enhance my skills within the digital era to help me succeed in completing my tasks. Week 1 I completed the Jisc assessment to help me identify the areas that I need strengthening in and what skills I obtain already. I have learned that I need to strengthen my skills around media literacy and digital innovations. However, I have learned that I have strong skills in Digital learning and digital proficiency.
In week two I learned about outlook and task management such as how to be proficient and professional when working with outlook. I learned how to write a professional email including what I should do and not do when writing an email. Furthermore, how to manage my mailbox, set rules, to create and organise folders. Week 2 I also learned about using Microsoft calendar to input assignment deadlines and any other relevant dates regarding tasks that need to be completed. This is to help me keep track of what needs to be done. I also learned how to send invitations and set reminders for meetings. The only thing I will struggle with is memorising this and have forgotten other things I have learned.

During week three I was made aware of LinkedIn learning, this was new to me as I have never used this before. From what I have learned it is a platform that can be used to create a profile about myself which can include my experience in work. can upload qualifications to my profile for others to see. I am still getting to know Linked In learning and need to learn how to navigate this platform successfully. 
By week four I was learning about Microsoft office 365 including how to use teams set up meetings and how to share things such as documents with others through Teams. Week four is where I also started to get to know more about my assignment how the layout of my work should look like and understanding what I need to do for assignments more. I also watched videos around Microsoft via LinkedIn learning and now know I can learn about subjects where I can gain certificates at the end and link them to my profile as well. I also learned how to take screen shots on laptop and feel confident doing this.
Lastly week five I was learning all about presentations I have already got experience in this however, I did learn more about presentations how to include different displays within the presentations adding animations and transitions. However, I am struggling to learn how to input recordings and music into slides therefore I need explore this more to gain these skills.  I briefly learned about Canva from what I gathered this is an alternative digital tool for documents to use instead of Microsoft. It also however can be used for presentations and creating posters. I need to learn more about Canva as I do not fully understand this. 
