	
	
	



Reflection on Digital Skills for Personal Development and Business Growth
Looking back on the past 5 weeks on this course so far, I have learnt numerous skills that I never knew about or used before. 
WEEK 1: INTRODUCTION
Scary and nervous at first but by meeting my lecturer as well as new people, it gave me room to improve public speaking and social interactions. Learning my way around HWB and Moodle and knowing where to go for the right sources that can help when needed and as required. 
WEEK 2: OUTLOOK
[bookmark: _Int_yPMvTpUC]Broadening my knowledge around outlook and all the other tools I can use. From email management, keeping it clean and tidy to be more accessible, using the calendar option to create events and reminders along with keeping on top of meetings, deadlines, and appointments or events. Knowing how to compose a professional email efficiently and how to add the appropriate contacts to the email ensuring it is going to the correct people. Understanding the different structures, I can use and sign the email off with my signature and business information. Understanding how to add contacts to my favorites to make it easier for a quick email or to access the conversation thread. 
WEEK 3: LINKEDIN AND LINKEDIN LEARNING
Although I do not have much experience with LinkedIn, I do know some of the benefits it has by using it. I know that a lot of professional businesses use this to not only communicate with other businesses but to also publish job vacancies or to reach out to people they believe will be a suitable candidate for the role they are publishing. People who are looking for work can also look at the numerous vacancies and apply for the ones that they feel is necessary for them. LinkedIn Learning is a handy tool as it has a variety of courses to widen your knowledge, improve your skills, and give you the right information to better yourself for your choice of business. 
WEEK 4: MICROSOFT 365 AND WORD
[bookmark: _Int_zGAKFPty]I really like Microsoft 365 because it gives me so many tools that not only help me improve my academic and digital skills, but it is also enjoyable to use. Teams is a fun tool to stay connected with colleagues, lecturers, or management of your workplace and to schedule meetings. Knowing my way around all the tools gives me the experience of helping others in need.
WEEK 5: POWERPOINT
This is my favorite so far because it brings your vision to life so not only for my eyes but for everyone else to understand how my mind works and what I Invision. Learning how to embed videos, pictures, and animations to improve my slide shows along with correct information, what is effective and ineffective makes it easier for my presentations and assignments as I will have this to go off as I present my work. I look forward to learning more as this course continues and adding to my skill set around PowerPoint.
	
	
	



