Within the last four weeks, I have really enjoyed the experience of learning in a classroom again although sometimes it can be very difficult to hear when the classroom is disruptive. We completed the jisc discovery and I learnt I am a very strong kinesthetic learner. That was what I expected though. I learnt how to screen shot my spider graph showing what I do know and import it into a document. This is something I have never done before but now I know it is not as difficult as I assumed it would be. I have learnt things that will help me develop my role within my business. We covered using outlook and this is something I have to use on a daily basis for my job. I learnt what the ‘bcc’ function is, and I had no idea what it was. This will most definitely come in useful when dealing with difficult situations at work meaning I can allow social workers to be included but not seen. I wish I knew about this function sooner. I also learnt how to add events to the calendar and send invitations to the event. I have never had to do this before but it’s great to know that I can do it. When we covered AI and chatbot, I was completely overwhelmed. I must be the only person who has never used it before. It is a great tool but it can generate information that isn’t correct so I now know that if I ever did choose to use it, I would need to check the information is correct before just submitting it. I like the fact that I can ask it a question and ask for it to be simplified if needed as I struggled in school sometimes with things like that. The GDPR was a useful insight as this can be used to keep information within our business more secure. I learnt that you have rights under GDPR for example, having inaccurate data corrected. I learnt a lot within the final week of term. I have used word so many times in my job, but I had no idea that you could use Harvard referencing on word. I have always used a blank document when using word, but I now know that the templates help to change the way your document looks to fit whatever task you are doing. I really enjoyed the last week. I have only ever been invited to a teams meeting before so it was really helpful to learn not only how to create a teams meeting, but also invite people to join it. I didn’t realise that when you create a meeting, you are in control of who you can mute within that meeting and also change the background to make working from home look more professional. I am looking forward to covering excel as my knowledge of excel is extremely limited and this will help me to develop my role within my business.
