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Part A: JISC Assessment Digital Capability Report
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Figure 1: Jisc Assessment Result


Part B: Reflective Essay 
Introduction
In the 21st century, the importance of digital capabilities is vital in both academic and career perspectives to create new pathways for future advancement. The purpose of this task is to critically understand my abilities based on the JISC Digital Capability Tool to understand my potential strengths and areas of improvement. Finally, an action plan has been developed based on SMART goals for the enhancement of my digital skills.
Summary of JISC Results
JISC Digital Capability self-assessment is a test of various aspects of digital competence. The completion of the JISC test has provided me with an understanding of my current proficiency in digital productivity, information literacy, digital communication, digital collaboration, digital creation, problem solving, digital wellbeing and digital learning. The performance of the JISC test helped me to understand my strengths and weaknesses through self-assessment. The positive impact on self-assessment has been seen on both academic performance and achievement of targeted outcomes (Yan et al., 2023). Students become more aware of their current proficiency and the need for improvement in their practice. Similarly, the overall assessment measured me with moderate to high digital capabilities on the whole. As a result, I feel secure with the use of online tools to communicate and to organise academic work. These are the skills that are necessary to accomplish a task, engage in an online debate, and cooperate with peers via electronic means. According to Dinu et al. (2022), one of the major contributions of digital skills during COVID-19 is increasing connectedness among students through online study. The completion of the JISC test shows my unique abilities, considering my existing IT capabilities. Therefore, I need to keep enhancing my abilities in handling digital materials that help to facilitate academic knowledge acquisition and my future career.
Strengths
One of my key strengths is digital communication. The test result showcased my proficiency in managing various digital applications for communication, such as email, learning management systems, and online collaboration tools. Presently, digital communication skills play a vital role in the transmission of electronic information, connecting with customers and showcasing one’s own abilities (Grewal et al., 2022). Similarly, my proficiency in these tools assisted me in communication with lecturers and classmates, exchanging ideas, and attending academic discussions. As a result, I was able to collaborate with all people effectively. Another key strength includes digital productivity that I have observed while completing the JISC test. More precisely, I successfully performed activities by using standard productivity applications like word processors, presentation makers and spreadsheets. The adoption of digital technology and productivity through various metrics and diverse methods (Nucci, Puccioni and Ricchi, 2023). Similarly, I believe these competencies will help me in future to systematise the information, do my tasks effectively and show my work in a well-organised manner.
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Figure 1: My enhanced ability in digital collaboration
(Source: JISC Digital Capability Tool)

Weaknesses
However, there are a few areas of improvement that I need to work on for future academic and career betterment. First, Digital creation has been recognised as one of my weaknesses. The main reason is that I faced difficulty in using complex digital content creation, such as multimedia editing, infographics, or website development. The current digital marketing is completely reliant on AI tools for making customised content delivery to customers (Sandhu, 2020). Hence, I need to improve my digital content creation skills to become a creative digital content writer. On the other hand, digital innovation and problem-solving are other areas that need to be improved. The overall improvement of creative digital capabilities and problem-solving skills will eventually enable me to feel more adaptable while using any new digital tools in the near future. 
[image: ]
Figure 2: Improvement requirement in digital creation 
(Source: JISC Digital Capability Tool)


Action Plan Using SMART Goals

The following SMART plan will be followed to mitigate the weaknesses.

Specific
To improve my ability in innovative digital creation to design an infographic and advanced presentations
Measurable
Completion of online tutorials and creation of at least two digital projects
Achievable
The use of free online resources like Canva and PowerPoint
Relevant
The current digital marketing is completely reliant on AI tools for making customised content delivery to customers
Time-bound
6 months 
Conclusion 
In summary, the completion of the JISC Digital Capability Tool assisted me in understanding my current digital capabilities and areas of improvement. The developed SMART plan will aid in the betterment of digital skills. Together, I will be able to showcase my strong digital competence. 
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Task 2: LinkedIn Learning Certificates for Office365
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Task 3: Essay on the Relevance of Excel in professional and personal life
In the modern age, where the digital economy has become a prominent need for success, spreadsheet software (MS Excel) has become an essential component for analytical and organizational evaluation across industries and households (Al Maruf et al., 2022). The tool was developed by Microsoft, using MS Excel. It is one of the most effective and widely used applications for data management, monetary evolution, forecasting, predictions, reporting, and informed decision-making. Its reliability extends beyond corporate circumstances into daily personal financial planning. It demonstrates reversibility, effectiveness, and accessibility. Excel improves productivity, supports evidence-based analysis, informed decisions, and ensures financial literacy in both corporate and personal measures. In professional life, MS Excel is a basic tool used for data analysis and business intelligence, as it provides effective insights about the collected information. 
Budgeting and financial planning- Microsoft Excel is effectively used in personal or professional budgeting, performance tracking, payroll systems, forecasting and inventory control in organisations (Totska, 2022). The software enables the user to use formulas such as SUM, AVERAGE, IF, VLOOKUP and others to work with large datasets effectively. Quantitative decisions are significantly more accurate and faster than statistical ones made with spreadsheets, and are much more accurate and faster, ensuring accurate evolution in a given time. Moreover, MS Excel is applied in the generation of dashboards, pivot tables and graphical reports in areas like finance, marketing, healthcare, logistics, and education. Nevertheless, this makes it possible to interpret the intricate data clearly. It has been postulated that digital spreadsheet competence increases employability and productivity in the workplace. 
Beyond professional approaches, Excel is also a valuable tool in personal financial management (Chhillar and Arora, 2022). Different users and households use spreadsheets to evaluate monthly or yearly income, track daily expenditures, plan savings, manage expenses, debts, and maintain budgets. This budgeting tool helps people to track their spending and reduce their tendency by identifying areas where expenses are exceeding the budget. Excel improves financial literacy among people, which highlights structured budgeting that provides long-term financial stability. 
Through calculating savings and expenses, an individual can effectively understand their spending patterns and manage them for a better future. Extensive use of Excel and formulas reduces human errors and provides real-time insight into financial health accurately. For example, a family with 4 people who have different income resources, such as salaries, share percentages, and government support. Alongside, they have different expenses such as rent, groceries, utility bills, childcare, elder care, and loan repayments. 
Using Excel sheets and formulas, total monthly and annual bills can be calculated accurately with less error. This approach provides a clear picture in front of people that demonstrates how formulas, including SUM, mean, and median, automate financial calculations. It also helps people to determine whether they are operating at a surplus or a deficit condition based on their daily expenses. Automation achieved from the formulas enhances transparency and guides people to better financial planning decisions. Excel is effectively beneficial for individual goal setting and long-term planning, where people can create savings plans for holidays, vacations, retirements, future education, and childcare (Okoli et al., 2022). 
Compound interest helps users to estimate how future investments might grow over time. Digital tools help in improving budgeting discipline and financial awareness, which contribute to strong financial literacy and reduce socio-economic pressure. In terms of educational aspects, Excel develops analytical and statistical skills. Students use Excel for numerical analysis, research projects, and academic data representation. Learning Excel helps people to improve digital literacy, which is denoted as one of the effective employability skills in the present labour market.
Creating charts and reports- Excel also plays a crucial role in developing strategic planning for businesses or personal usage. Users can create different charts and diagrams using in-build features of excel. It helps to represent data in a structured and visually appealing process. Firms use forecasting models based on Charts and reports to assume sales numbers, market trends, assess financial risks, and allocate market resources. Through applying scenario evaluation and sensitivity testing in Excel, businesses can analyse alternative strategies before implementing. For example, the finance section of businesses uses Excel to calculate net present value or NPV, ROI or return on investments, and helps in break-down analysis. These statistical analyses guide informed managerial decisions and decrease financial uncertainty. In addition, Excel helps to integrate with other reliable and supporting software systems that make it more adoptable within Enterprise Resource Planning (ERP) circumstances. 
Supporting business decision-making- Microsoft Excel helps in business decision-making through organising and evaluating huge datasets. It uses formulas, charts, and forecasting features to address trends and predict performance churns. Using excel, managers can create budgets, test different scenarios, and present visually attractive contents. It reports more information, accuracy and strategy to foster business decisions. Moreover, project management is another crucial area where businesses use Excel to demonstrate professional relevance and accurate administration over tasks and informed decision-making. For example, Gantt Charts, task schedules, trackers, and budget monitoring sheets can be developed easily using Excel sheets. Small businesses and SMEs, which might not have access to expensive project management tool packs, can benefit from Excel's affordable structure that provides extensive flexibility. The capability to customise previously given templates allows businesses to tailor data representation according to their specific project needs. 
Data Analysis- Excel is one of the most versatile and flexible tools, which is effective for beginners to experts in data analytics (Umolu and Sake, 2025). It allows users to represent data through graphs and charts, making it easier to interpret complex information and make it visually appealing. Visual presentation improves interactions in business presentations, and it improves individual financial discussions. Moreover, with cloud-based solutions, like Excel Online, Microsoft Teams, or a TO-DO list, people can view and edit budgets in real time, and can collaboratively work. Mathematical errors or inappropriate data entry may result in inaccurate results. Despite the variety of benefits, Excel is quite complicated for people without significant knowledge of formulas and other activities in spreadsheets. Sometimes, it provides a wrong interpretation due to gaps in data or formulas. Moreover, it has been seen that errors in spreadsheets can be costly when not appropriately monitored. In terms of maintaining reliability, users should ensure that they carry out validation tests and maintain structured systems.
Thus, it can be evident that this improved my data analytical skills through assisting me to understand how to organise data, interpret those, and analyse results. I learned to address different data patterns, calculate results, predict meaningful conclusions. It also enhances my capability to use different analytical formulas, think crucially regarding data and develop better decisions based on data insights. 
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Slide 1: Introduction
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The purpose of this study is to evaluate my digital skills that ultimately aid in my career advancement. The use of a suitable reflection model helps to identify potential strengths and weaknesses for future modification. 


Slide 2: How my digital skills have developed
[image: The image illustrates a personal journey of digital skill development, featuring a reflective discussion on academic and career objectives, and showcasing completed tasks such as a LinkedIn profile, an Excel budgeting spreadsheet, and a JISC digital skills assessment.
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The completion of the study helped me to understand the usability of digital skills through the making of the JISC digital skills assessment, making a LinkedIn and an Excel budgeting spreadsheet. The successful accomplishment of these tasks ensured my higher degree of excellence in academic and internet-based skills. 

Slide 3: How I have used my skills, and how I plan to apply them in your academic studies and career.
[image: The image displays a document with a question about the user's skills and their application in academics and career, followed by bullet points highlighting their proficiency in Microsoft 365 tools for data mapping, Excel, Word, and improved interaction with MS Outlook.
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In this module, I learn about LinkedIn, which helps me to boost my networking ability and enhance my digital learning ability. Throughout the module journey, I have developed excellence in digital capability and areas where improvement was needed. I have shown proficiency in using Microsoft Excel and PowerPoint presentations. 

Slide 4: Reflection on Task 1
[image: ]
The digital learning journey helped me to identify my proficiencies, such as Microsoft Office 365 skills, making data analysis using Microsoft Excel formulas and digital-based presentations. Altogether, these skills improve my technical and academic digital abilities. I use MS Excel to learn about data analytics which is highly important for my future development and career goals. 










Slide 5: Reflection on Task 2
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The usability of digital skills provides opportunities to gather diverse sources from different websites. Similarly, by utilising digital learning skills, I have gained confidence and improved overall performance in this module. These skills will help me in my academic studies and improve my future employability. Digital skills are highly important in modern age workplaces. This module has strengthened my confidence in terms of using digital technologies effortlessly.  
Slide 6: Reflection on Task 3
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In order to improve my capabilities in internet technologies, I continue to learn financial management in Excel by attending different workshops and online courses. I will invest learning in strategies to prevent cyber threats and finally make improvements in overall digital skills opportunities for future employment.


Slide 7: Conclusion 
[image: ]
The overall study shows my higher degree of proficiency in IT skills that not only contribute to my academic growth but also create a better pathway for future employment skills. Therefore, in the future, I intend to continuously make improvements in digital learning to improve my career advancement. 
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Digital creation

Digital creation is about the digital production of content. This can range
from technical work such as coding new apps to making digital images,
documents and websites. Digital creative professionals have special
techniques of digital production, but we all create digital items as a side
effect of thinking and participating in a digital world. Mind maps, digital
sketches, social media posts, or even selfies can be seen as expressions of
digital creativity.
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Viviana Zaharia Digital Skills for Personal Development and Business Growth.xlsx
Sheet1

		Income 		January 		February 		March		April		May		June		July		August 		September 		October		November 		December

		Wage 1		1,500		1,575		1,575		2,115		2,115		2,955		3,025		3,525		4,500		4,735		5,125		5,955

		Wage 2 		800		825		825		850		850		850		900		925		925		950		950		1000

		Total		2,300		2,400		2,400		2,965		2,965		3,805		3,925		4,450		5,425		5,685		6,075		6,955

		Expenditure 		January 		February 		March		April		May		June		July		August 		September 		October		November 		December

		Rent		500		500		500		600		600		600		600		700		700		700		800		800

		Council Tax		100		100		100		100		100		150		150		150		200		200		250		250

		Utilities 		50		50		60		60		65		65		65		70		70		80		80		80

		Broadband 		20		20		20		25		25		25		50		50		50		50		50		50

		Phone		10		10		10		20		20		20		20		20		50		50		50		50

		Gym 		15		15		30		30		30		30		30		30		50		50		50		50

		Food		100		100		100		150		150		200		200		250		250		300		300		350

		Petrol 		80		80		80		80		80		80		90		90		90		90		90		90

		Insurance 		30		30		30		30		30		30		30		50		50		50		50		50

		TV License 		20		20		20		20		20		20		20		25		25		25		25		25

		Total		925		925		950		1,115		1,120		1,220		1,255		1,435		1,535		1,595		1,745		1,795

				January 		February 		March		April		May		June		July		August 		September 		October		November 		December

		Disposable Income 		1,375		1,475		1,450		1,850		1,845		2,585		2,670		3,015		3,890		4,090		4,330		5,160
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deeper knowledge in reflection (Colomer et al., 2020)
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                         Reflection on Task 1 ● The very first individual task was associated with my own digital skills and capability assessment using Jisc Tool . ● Review on the generated results and graphical illustration helped me to understand the area of limitations . ● Later, the reflective essay was more constructive that it helped me to solve the criteria of digital readiness, where I found some of the digital skills I have .     Figure 2: My digital skills
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                         Reflection on Task 2    ● LinkedIn course regarding Microsoft Office 365 tools was another learning opportunity for me . ● By the course details, lecture and tutorials, I have gained more confidence while making a presentation ● Improved overall academic performance, as the course given me certification as well .
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                         Reflection on Task 3 ● This task was mainly associated with financial management skills and the importance of MS Excel . ● Mindful usage of digital skills to avoid cyber threats (Khan, Khan and Ahmad, 2025 ) ● I have also learned about the excel data evaluation scope to ensure the continuous improvement of digital skills .     Figure 3: Future Action Plan
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