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[bookmark: _Toc212297858]Task 1 – Assessment of Digital Skills
[bookmark: _bookmark1][bookmark: _Toc212297859]Introduction
Digital literacy has been a significant determinant in education and work. The skill to make the best use of technology contributes to productivity and lifelong learning, from handling emails and data to collaboratively working on cloud-based solutions. The use of the JISC Digital Capability Tool enabled me to realize my current digital competence levels and the aspects that I can work on. This reflection is a summary of my JISC outcomes, two essential strengths, two weaknesses, and an action plan based on SMART goals to improve my digital competencies to develop academically and professionally (Akpan, 2024).
[bookmark: Summary_of_JISC_Results][bookmark: _bookmark2][bookmark: _Toc212297860]Summary of JISC Results
According to the JISC assessment, I have the most competencies in digital communication and information literacy. I am sure that I can communicate with tutors and classmates with the help of Outlook, Teams, and other collaborative tools. My information management skills also involve saving, sorting, and appraisal of resources to do assignments (Bachrach, 2020).
Nevertheless, the findings also indicated the aspects of improvement of data literacy and digital creation. I should learn to analyze numerical data in Excel and to create professional digital content, I., infographics or presentations, which would be attractive to various audiences.
[bookmark: Two_Strengths][bookmark: _bookmark3][bookmark: _Toc212297861]Two Strengths
1. Digital Communication- I use Outlook and Teams to communicate effectively and professionally. My time management has also become better as I regularly manage my calendar, organize meetings, and share files, and this has helped me to be much better at time management and minimize deadlines.
2. Information Management- I can find and sort electronic resources successfully. In research, I evaluate the reliability of online data and save files in OneDrive folders in a safe manner with proper naming policies.

[bookmark: Two_Weaknesses][bookmark: _bookmark4][bookmark: _Toc212297862]Two Weaknesses
1. Data Literacy- I occasionally use Excel, but not complex formulas and data visualization. Proficiency in the analysis of numerical data is one of the skills that I need to enhance both in my school, work and in my future employment.
2. Digital Creation- In my opinion, I can do basic PowerPoint presentations; however, I do not have much experience creating visually pleasing digital content. This skill will be improved and help me become more creative and professional in presenting information.
[bookmark: Action_Plan_using_SMART_Goals][bookmark: _bookmark5][bookmark: _Toc212297863]Action Plan using SMART Goals

	Goal
	Specific Action
	Measurable
Target
	Achievable
	Relevant
	Time-
Bound

	
Improve data literacy
	Complete the LinkedIn Learning Excel course and practice with real
datasets
	
Track completion and create 3 sample spreadsheets
	
Course	is
available	for free via the institution
	
Enhances analytical skills
	
By Week 8 of the term

	
Enhance digital creation
	Attend a PowerPoint session and design a short    promotional
poster
	
Create 1 poster and
1 slide deck for peer feedback
	
Uses existing software and skills
	Builds a professional presentation
skills
	
By Week
10	of
term


[bookmark: _bookmark6][bookmark: _Toc212297864]Conclusion
The completion of the JISC tool enabled me to consider my digital preparedness. I will be able to work more confidently on coursework and in the job market by enhancing my analytical and creative abilities. The advancements will also make me flexible in the technological work environment (Dewhirst, 2019).

[bookmark: Task_2_–_LinkedIn_Learning_Certificates_][bookmark: _bookmark7][bookmark: _Toc212297865]Task 2 – LinkedIn Learning Certificates for Office 365
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[bookmark: _Toc212297866]Task 3 – Essay on the Relevance of Microsoft Excel
[bookmark: Introduction][bookmark: _bookmark12][bookmark: _Toc212297867]Introduction
One of the most efficient and versatile digital tools is Microsoft Excel, which is applied in all industries, in education, and in life in general. Its real worth can be seen in the fact that it can be used to handle, analyses, and display numerical and textual data in an organized, effective way. Be it in following up monthly budgets, as a guide on the business sales, or in reading survey data, Excel gives its users the freedom to transform raw data into insights that are useful in making sound decisions.
This essay will discuss the applicability of Excel in personal, academic, and professional situations. It talks about its role in data analysis, budgeting, reporting, and decision-making, as well as how it improves problem-solving, organization, and employability (Babar, 2022).
[bookmark: Main_Body][bookmark: _bookmark13][bookmark: _Toc212297868]Main Body
[bookmark: Excel_for_Data_Analysis][bookmark: _Toc212297869]Excel for Data Analysis
Most decision-making processes revolve around data analysis, which is, in turn, available and usable through Excel. Its broad formula base, sorting, and data-visualization features can simplify complicated information into simple and digestible information. As an example, discussing household spending, I will be able to apply simple formulas like SUM, AVERAGE, MAX, and MIN to calculate the total expenditure and define the areas where the costs are the most significant.
Conditional analysis can be performed with the help of the IF function, in which the data can be automatically classified according to a certain set of rules. It may also be used to point out the costs that go beyond a specific monthly threshold, thus ensuring better financial control. It is also with the help of Excel that one can sort data in either ascending or descending order and can also use it to filter information depending on various variables, which is much faster than doing the same thing manually.
Moreover, the chart and graph functions of Excel (bar charts, pie charts, and line graphs) enable visualization of the data. With these visualizations, trends can be interpreted more easily, allowing the user to make rational conclusions on the basis of evidence. To illustrate, when a student is

Monitoring how much time he or she devoted to studying, he/she could use a line chart to see the trends throughout the semesters, which week was the most effective.
Excel data analysis can be used in a business setting to find out customer trends, sales performance, or departmental costs, which in the end results in more strategic decisions (Rauscher, 2019).
[bookmark: Excel_for_Budgeting][bookmark: _Toc212297870]Excel for Budgeting
Excel is of importance in both individual and organizational budgeting. It assists individuals and businesses in controlling income, spending, and savings. Through the preparation of a monthly budget sheet, I will be able to note down my income and expenditure in certain classifications like rent, food, utilities, and travel. There is an automatic calculation of totals, and under conditional formatting, I can visually flag off categories that are exceeding their budgets.
This not only allows you to avoid spending a lot but also makes you adopt an austerity attitude towards money. The cell, as an illustration, will automatically change color in case monthly entertainment costs exceed a predetermined limit, which will trigger an instant response. There is also an opportunity to plan long-term savings with the help of Excel that will project future withdrawals in case of monthly deposits or interest rates.
Excel can be used in a business environment to help the finance departments with the operations of the firm in costing areas, wages, and profit margins. Managers can establish a spreadsheet with formulas that determine the profit or loss; by using these formulas, the managers can determine whether the organization is achieving its financial objectives. This immediate visibility is priceless to continue to have a healthy cash flow and make timely adjustments (Iriama, 2024).
[bookmark: Excel_in_Reporting][bookmark: _Toc212297871]Excel in Reporting
Another critical area in which Excel proves to be so powerful and versatile is reporting. In business, the structure and proper reporting are based on the precision of reports and their organization. Excel allows drawing up detailed financial, operational, and analytical reports summarizing major data.
As an example, managers can summaries big data using PivotTables and compare quarterly performance and identify trends at one glance. These tables can be dynamically generated.

Filter data, and thus the teams can only consider the most relevant information. Equally, Excel charts are exportable to PowerPoint or Word reports, which makes the documents consistent.
Excel may be applied in the marketing or sales department to monitor traffic of a website, conversion levels, or data of customer interaction. Such reports contribute to assessing the efficiency of their campaigns and implementing evidence-based changes by teams. A marketing manager can, as an example, track the performance of the posts on social media with the course of time and create charts which illustrate the level of the posts on social media which is the most engaged.
All in all, Excel converts raw information into professional and easy-to-read reports, which facilitates inter-department communication and enhances cooperation.
[bookmark: Excel_for_Decision-Making][bookmark: _Toc212297872]Excel for Decision-Making
Excel is not a mere data-recording program; it is also a decision support system. The What-If Analysis feature enables the user to analyses various situations prior to a final decision. Businesses can test the anticipated changes that will be experienced under such conditions as a change in price, interest rates, or the demand of customers to be made on the profit margins. Indicatively, a business might know about the financial effect of a 10 per cent price cut ahead of implementing it, which would prevent needless losses.
The same technique can be applied by students to predict their performance. Their estimation of the possible final grades and areas requiring improvement can be achieved by modifying the assignment scores in a spreadsheet. This capability of working with data is facilitative of strategic thinking and self-assessment.
In addition, Excel has a goal-seeking feature, which enables the user to know the input value needed to achieve a desired outcome. As an example, through Goal Seek, a retailer may determine how many units should be sold to meet a selected revenue target. The tools enable a user to make rational and data-driven choices without having to use sophisticated statistical programs (Fairhurst, 2019).

[bookmark: _Toc212297873]Academic Applications

This is not limited to usefulness in business, because at an educational level, Excel is also very useful in education. It is used by both students and educators in the analysis of research data, structuring, and presentation of the findings. In one of my group projects, I worked with 50 survey respondents managed in an Excel workbook. We computed averages, percentages, and frequency distributions by entering the data into structured columns and using formulas.
We have also developed pie charts and bar graphs to illustrate the data graphically, and this has made our presentation easier and more appealing. Excel enabled us to identify patterns that would have been overlooked during manual analysis, like which factors most affected the decision of respondents.
Also, Excel helps with administrative academic activities like monitoring the grades of assignments or recording attendance. It can automatically compute averages or represent progress in visual dashboards. These tools facilitate easier monitoring of performance in the long run between students and teachers (Babar, 2022).
Through the application of Excel in school, I have gained transferable skills such as organization, analytical skills, and attention to detail, which can be useful in the working environment.
[bookmark: Developing_Professional_Skills][bookmark: _Toc212297874]Developing Professional Skills
Excel skills are among the most popular requests among employers all over the world. It not only requires technical skill but also problem-solving, logical thinking, and accuracy. Several careers in the workplace, such as finance and marketing, project management, and human resources, among others, demand some amount of knowledge in Excel.
Knowing Excel has helped me become more confident in working with data, numbers, and presenting results. It has also made me learn to be analytical in how I face challenges by breaking down issues into small steps that can be easily handled. As an illustration, when presented with a big dataset, I am now approaching it methodically, cleaning the data, using a few applicable formulas, and visualizing the outcome so that it is easier to understand.

Moreover, Excel will promote efficiency. Repetitive features (templates, data validation, and macros) automate the repetitive tasks so that professionals can engage in analysis and not in manual entry. This helps with time management and general productivity at work.
[bookmark: Conclusion][bookmark: _bookmark14][bookmark: _Toc212297875]Conclusion
Excel is also a highly demanded digital skill in education and at work. It is versatile and enables its users to do a wide range of tasks, including simple budgeting to more complex forecasting, without requiring specialized software. Personally, it leads to financial discipline and planning; in academia, it leads to research and analysis, and in business, it leads to efficient reporting and decision-making.
Excel competency will not only help improve productivity but also portray versatility and technological aptitude; two attributes that are highly prized in the current competitive and information-driven workforce. Through learning Excel, I now have a platform of digital literacy in place that will facilitate my lifetime learning and professional achievement (Anastasiia, 2020).

[bookmark: Task_4_–_Reflective_Presentation_Handout][bookmark: _bookmark15][bookmark: _Toc212297876]Task 4 – Reflective Presentation Handout
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[bookmark: Slide_1_–_Introduction][bookmark: _bookmark16][bookmark: _Toc212297879]Slide 3 – Introduction
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Slide Content:
Good morning, everyone. My presentation is a reflection on my experience in learning in the Digital Skills for Personal and Professional Growth course. I will bring out the way my digital skills have been enhanced and how I will use the skills in the future in my studies and work.
Speaker Notes:
Good morning, everyone.

This brief presentation will be my reflection on my learning process during the Digital Skills for Personal and Professional Growth module.
I will discuss the ways my skills were acquired, what I managed to learn through each of the tasks, and how these digital skills have already begun to make my studies and future career decisions.
I will also associate my experience with JISC digital assessment, my LinkedIn learning course, and my Excel assignment.

[bookmark: Slide_2_–_Starting_Point][bookmark: _bookmark17][bookmark: _Toc212297880]Slide 4 – Starting Point
[image: ]
Slide Content:
I perceived myself as a confident communicator and not a confident user of data and new features of advanced software at the start of the module. The self-assessment conducted by the JISC proved these assumptions and motivated me to develop a systematic development strategy (Ilic, 2021).
Speaker Notes:
My self-assessment at the start of the module was relatively high, as I regarded myself as quite confident in using basic digital tools like email or Teams, but I felt uncomfortable about analyzing data or creating materials that are appealing to look at.
This is confirmed by the JISC self-assessment: there were strong communication skills, but low levels of data literacy and creation skills using digital means.
Identifying these as early as possible enabled me to create achievable goals of improvement and to create a professional presentation.

[bookmark: Slide_3_–_JISC_Results_and_Action_Plan][bookmark: _bookmark18][bookmark: _Toc212297881]Slide 5 – JISC Results and Action Plan
[image: ]

Slide Content:
I had strengths in communication and information literacy, and the weaknesses were data literacy and digital creation. I developed SMART objectives to overcome the following weaknesses: by Week 8, I will have completed the Excel LinkedIn Learning course, and by Week 10, I will have
Digital communication and information management were my two largest strengths. Nevertheless, there was poorer data literacy and digital creativity.
To get better, I developed an action plan based on SMART goals:

· Finished the LinkedIn course on Excel by week 8.

· Prepare a professional PowerPoint that has been created in Slide Master with the help of the accessibility tools by the end of Week 10.
These time objectives provided me with organization and the will to practice, not to finish at the last moment.

[bookmark: Slide_4_–_LinkedIn_Learning_Experience][bookmark: _bookmark19][bookmark: _Toc212297882]Slide 6 – LinkedIn Learning Experience
[image: ]
Slide Content:
The courses in Office 365 were highly practical. I acquired effective formatting and document sharing through Word, data analysis and budgeting skills in Excel, and presentation design and awareness on accessibility in PowerPoint (Foulkes, 2020).
Speaker Notes:
The LinkedIn Learning courses were a very nice experience to develop my technical confidence.

The Course of the Word helped me to enhance my skills in formatting, creating a table of contents, and sharing the document.
The lessons in Excel have been a revelation- I got to know how to work with formulas such as SUM and IF, as well as how to present data in the form of charts.
The PowerPoint module assisted me in making slides more explicit and attractive, with the Slide Master to make the design of each slide uniform.
On the whole, these courses addressed the gaps that I had determined during my JISC assessment.



[bookmark: Slide_5_–_Excel_Practical_Application][bookmark: _bookmark20][bookmark: _Toc212297883]Slide 7 – Excel Practical Application
[image: ]
Slide Content:
The most useful was the Excel assignment. Composing a household income and expenditure sheet has helped me to learn to work with formulas like SUM and IF, to visualise information in the form of a chart. Already, these skills have assisted in coursework that involves the interpretation of numbers numerically.
Speaker Notes:
The spreadsheet I worked on in the Excel assignment was a household income and expenditure spreadsheet.
The total expenditure was calculated using formulas compared with food, rent, and utilities. Charts helped me to make the data more graphic and explainable as well.
The practice served as a demonstration that now I will be able to transform raw numbers into something useful, which will not only help me with university projects, but also in future work at an office.


[bookmark: Slide_6_–_Personal_Development][bookmark: _bookmark21][bookmark: _Toc212297884]Slide 8 – Personal Development
[image: ]
Slide Content:
This module made me more confident in the management of digital tools. Now I arrange my work with the help of Outlook To Do lists and Trello, keep the files safe in the OneDrive, and work effectively in Teams. These changes have resulted in me having more efficient and stress-free studying habits (Angelo, 2023).
Speaker Notes:
My day-to-day studying has also been enhanced by the module.

I have since started organizing my deadlines using Outlook calendar and To Do Lists and managing group tasks using a Trello board.
Saving all the work on OneDrive makes it well-organized and safe.

Working through Teams has facilitated the way communication works, particularly in group discussions.
These minor adjustments have gained me more confidence and efficiency, and the pressure of work at the last minute is minimized.


[bookmark: Slide_7_–_Professional_Relevance][bookmark: _bookmark22][bookmark: _Toc212297885]Slide 9 – Professional Relevance
[image: ]
Slide Content:
The acquired skills are associated with the workplace expectations. Employers are interested in individuals who will be able to communicate online, analyse information, and handle projects online. Having new skills in Microsoft Office 365 and working with data makes me more employable and equipped to face professional challenges.
Speaker Notes:
These skills are what employers are seeking even after university.

The ability to work with Word, Excel, and PowerPoint is important, so I would be able to work fruitfully on the first day at any workplace.
Digital literacy is flexible- an attribute that is useful in dynamic sectors.

The more I practise, the more I know that these are lifelong skills that would keep on increasing with technology.


[bookmark: Slide_8_–_Reflection_and_Future_Goals][bookmark: _bookmark23][bookmark: _Toc212297886]Slide 10 – Reflection and Future Goals
[image: ]
Slide Content:
In the future, I am planning to continue enhancing my skills with intermediate Excel functions and have an introduction to the basic Power BI visualization. The process of continuous digital learning will make me flexible since technology is also changing (Callanta,2021).
Speaker Notes:
There is no one-stop learning for digital skills.

My second objective is to study intermediate Excel functions and simple Power BI visualization to enhance my analytical skills.
I will also continue using LinkedIn Learning in order to be informed about the new tools.

As a lifelong practice, I will be flexible in the study as well as the career setting by viewing digital enhancement as a continuous practice.


[bookmark: Slide_9_–_Conclusion][bookmark: _bookmark24][bookmark: _Toc212297887]Slide 11 – Conclusion
[image: ]
Slide Content:
Altogether, this module has changed my perception of digital skills. Whether in communication or data analysis, I have developed a background that will help me in achieving my education as well as my career. Thank you for listening.
Speaker Notes:
In conclusion, the module has changed my way of using technology.

My improvement is also evident as I have shifted my difficulties with spreadsheets to a comfortable way of putting together charts and presentations.
JISC reflection combined with LinkedIn Learning and practical work in Excel has provided a solid framework for a successful further academic career and employability.
Thank you for listening.

[bookmark: References][bookmark: _bookmark25][bookmark: _Toc212297888]Slide 12 – References
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Introduction

Good morning everyone. My presentation is a reflection on my
experience in learning in the Digital Skills for Personal and
Professional Growth course. I will bring out the way my digital
skills have been enhanced and how I will use the skills in the

future in my studies and work.
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Starting Point

I percecived myself as a confident communicator and not a
confident user of data and new features of advanced software at
the start of the module. The self-assessment conducted by the
JISC proved these assumptions and motivated me to develop a

systematic development strategy (Ilic, 2021).
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JISC Results and Action Plan

I'had strengths in communication and information literacy, and
the weaknesses were data literacy and digital creation. I
developed SMART objectives to overcome the following
weaknesses: by Week 8, I will have completed the Excel
LinkedIn Learning course, and by Week 10, I will have created

a professional presentation.
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LinkedIn Learning Experience

The courses in Office 365 were highly practical. I acquired
effective formatting and document sharing through Word, data
analysis and budgeting skills in Excel and presentation design

and awareness on accessibility in PowerPoint (Foulkes, 2020).
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Excel Practical Application

The most useful was the Excel assignment. Composing a
houschold income and expenditure sheet has helped me to learn to
work with formulas like SUM and IF, to visualise information in
form of a chart. Already, these skills have assisted in course work

that involves the interpretation of numbers numerically.
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Personal Development

This module made me more confident in the management of
digital tools. Now I arrange my work with the help of Outlook To
Do lists and Trello, keep the files safe in the OneDrive, and work
effectively in Teams. These changes have resulted in me having

more cfficient and stress free studying habits (Angelo, 2023).





image15.jpg
Professional Relevance

The  acquired skills are associated with the workplace
eXpectations. Employers are interested in individuals who will be
able to communicate online, analyse information, and handle
projects online. Having new skills in Microsoft Office 365 and
working with data makes me more employable and equipped to

face the professional challenges.
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Reflection and Future Goals

In the future, I am planning to continue enhancing my skills with
mtermediary Excel functions and having an introduction to the
basic Power BI visualisation. The process of continuous digital
learning will make me flexible since technology is also changing

(Callanta,2021).
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Conclusion

Altogether, this module has changed my perception of
digital skills. Whether in communication or data analysis, I
have developed a background that will help me in achieving

my education as well as my career. Thank you for listening.
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