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Assessment of Digital Skills and complete the digital skills badges. 
Students need to know how to use computers and the internet in today's digital environment. They are vital for learning, talking to people, and becoming ready for jobs in the future. Digital capacity is the set of skills and knowledge needed to use digital technologies well at university and at business (Jisc, 2024). As a university student, it is incredibly crucial for my academic and job success to learn these skills.
I used my university email to finish the JISC Digital Capability self-assessment. The results demonstrated how good I am at using technology in areas like problem-solving, communication, and finding information. This tool helped me figure out what I'm good at and what I need to work on.
Digital communication is one of my best skills. I learned how to utilise Microsoft Outlook and Microsoft Teams to talk to teachers and other students during this subject. I can send business emails, set up meetings, and work with others on shared papers. This is significant because a lot of people in college and at work use digital communication (Jisc, 2024a).
Another good thing is being able to read and write. I feel sure that I can find information online and make sure that the sources are good. When I need to do my homework, I use search engines and academic websites to find information. I learned this skill while I was in university because I often must look up different things. Bawden (2008) says that digital literacy means being able to find and judge information well.
But the assessment also identified several things that could be better. I am not very good with data, especially when it comes to using Microsoft Excel. We used Excel during the module, covering formulas and ways to show data. I know the basics, but I'm not sure how to use the more sophisticated capabilities. This is crucial since a lot of jobs need somebody who can analyse data.
Digital invention and development are another area that may use some work. I don't have a lot of expertise making digital things like websites or complicated presentations. I used PowerPoint and Canva during the lesson, but I still need to practise making more professional and creative content. Because technology is always changing, it's necessary to keep working on these skills (Jisc, 2023).
I will use a SMART action plan to make these areas better. First, I will work on my Excel skills by practicing for at least two hours a week for the next four weeks. I will do at least three online tutorials and practise using formulas like SUM, AVERAGE, and IF. Second, I will get better at making things on the computer by using programs like PowerPoint and Canva. I will make at least one presentation per week and try out new features like animations and design tools.
Also, I will keep working on my professional digital persona. I made a LinkedIn profile throughout this program, which helped me see how vital digital skills are for getting a job. I will keep my profile up to date and get in touch with people that work in my sector.
I also learnt how to stay secure online and protect my computer. For example, I know how important it is to use strong passwords and spot phishing emails. You need to know this to keep your personal information safe and stay safe online.
Getting better at using technology will help me in university and in my future job. Digital abilities help me get my work done, keep track of my time, and talk to people clearly. They are also vital for getting a job because most jobs demand digital skills (University of Hull, 2025).
In short, the JISC self-assessment was quite helpful. It helped me figure out what I am good at, like talking to people and using computers, and what I'm not good at, like making things digitally and using Excel. I can get better at using technology and get ready for both school and job prospects by following my action plan.
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4 LinkedIn Learning Certificates for Office365 (Outlook, Word, Excel, PowerPoint)
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Relevance of Excel.
In both business and education, Microsoft Excel is one of the most used digital tools. It helps people make decisions, analyse data, make budgets, and make reports. Digital skills are incredibly important today and learning how to use Excel can aid students and workers in many ways. This essay talks about why Excel is useful and includes instances of how it may be utilised in everyday life. 
Excel's capacity to perform data analysis is among the program's most significant capabilities. Excel gives users the ability to easily organise and work with massive volumes of information in a straightforward manner. For instance, students can use Excel to examine the results of surveys or the data they have gathered from their assignments. The ability to calculate results and comprehend patterns is facilitated for users by functions such as SUM, AVERAGE, and IF. The use of these tools makes it simpler to recognise patterns and arrive at conclusions. Excel is a popular tool for conducting data analysis and providing support for decision-making in a variety of settings, including business and education (Albright, Winston, and Zappe, 2011, p. 3).
Excel is also quite useful for making budgets. Many people use Excel to keep track of their money and their income and expenses. For instance, I made a spreadsheet to keep track of my personal budget. I wrote down my income from work and my costs, such as rent, food, and bills. Using formulas helped me figure out how much I spent and saved. This procedure helped me figure out where my money goes every month. Excel helps you organise your finances more easily and accurately (Corporate Finance Institute, 2019). 
You can also use Excel to make reports and show data. A lot of businesses use Excel to present information in a simple and visual way. Charts and graphs make it easier for individuals to interpret data. For instance, I created a pie chart to illustrate the distribution of my monthly costs. This procedure makes it easier to figure out where the most money goes. Visual data is easier to understand than just numbers, which makes it easier to talk to each other (Texas Tech University, n.d.). Excel also helps you make decisions. It helps people make choices based on facts instead of guesses. For instance, my budget spreadsheet showed me that I spend too much money on stuff I don't need. I decided to cut back on my expenditures and save more money because of this. Businesses use Excel to look at sales data and make plans for what to do next. Data is incredibly crucial for businesses nowadays, and tools like Excel help them do their jobs better (Linoff, 2015). 
Excel is also useful for school. Many colleges teach students how to use Excel because it helps them learn how to use computers. Students use Excel for homework, projects, and research. Many firms want their workers to have basic data abilities, so learning Excel is a beneficial idea for future careers. In today's labour environment, it's highly crucial to be able to use computers and work with data (Reedy and Parker, 2017). 
Excel is also a part of a bigger change in the way businesses and schools use technology. A lot of businesses employ digital tools to do better and stay ahead of their competitors. One of these tools is Excel, which helps you organise and look at data. People in many fields, like finance, marketing, and management, use it a lot (Sandhu, 2020). 
Excel is also useful for starting a business and running a small one. Excel may help those who own their businesses keep track of their finances, sales, and plans for expansion. It helps them keep things in order and make better choices, such as prioritising expenses, analysing sales trends, and planning for future investments. Digital tools are particularly vital for coming up with new ideas and growing a firm (Soltanifar, Hughes, and Goke, 2021), as they provide entrepreneurs with resources for brainstorming, project management, and data analysis that can lead to innovative solutions and business growth. 
Excel has another benefit: it makes you more productive. It lets people save time by using formulae instead of completing maths by hand. It also cuts down on mistakes because it does computations on its own. This capability is quite useful when you must deal with a lot of data. 
However, Excel can sometimes be challenging for people who are just starting out. Some functions and features may be difficult to understand at the beginning. For example, more advanced formulas, data analysis tools, and features such as pivot tables can be confusing for new users. In addition, the large number of options available in Excel may feel overwhelming. However, there are many online tutorials, videos, and courses that can help people learn step by step. With regular practice, users become more confident and start to understand how the program works. Over time, Excel becomes easier to use and more useful in both personal and professional situations.
To summarise, Microsoft Excel is a digital application that is extremely valuable for both corporations and educational institutions. It assists you in making decisions, creating a budget, reporting on data, and analysing it. It is important for students to learn Excel because it will be beneficial to them both in school and in their future careers. One of the ways that I utilise Excel in my day-to-day life is to create a worksheet for my budget. Excel proficiency is a valuable skill that can assist individuals in working more efficiently and making better decisions. In general, Excel proficiency is a beneficial ability.
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