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Assessment on Digital skills

Digital Skills for Work and Digital Well‑Being: Strengths.
In today’s digital world, individuals must possess a variety of digital competencies to perform effectively in the workplace and maintain healthy interactions with technology. Digital skills for work bound the ability to use digital tools such as productivity software, communication platforms, and data management systems. Digital well‑being refers to the balanced and mindful use of digital technologies in ways that support mental health, productivity, and life satisfaction. This evaluation describes an individual’s strengths and weaknesses in these areas and outlines a SMART action plan to address areas for development, particularly in digital proficiency and media literacy.
Strengths
This displays several strengths in relation to digital skills for work and digital well‑being:

· The individual demonstrates effective use of common workplace digital tools, such as email systems, cloud storage, and online collaboration platforms, which supports task completion and communication in professional contexts. Research shows that digital skills broadly enhance employability and workplace effectiveness because they enable individuals to engage with core technologies used by employers (Đorđević et al., 2025;).
· The individual shows strong digital well‑being awareness, managing screen time and avoiding distractions when working online. This awareness supports concentration and reduces the negative psychological impacts of digital overload, which is a growing concern in digital research (Uslu, 2025;).
· The individual can organise digital information and tasks efficiently, which contributes to productivity and work quality by reducing task duplication and supporting information retrieval.
· The individual exhibits responsible use of technology, showing respect for workplace norms of digital communication and demonstrating awareness of appropriate online behaviour.
· The individual shows basic adaptability to new digital environments, which enables them to begin using new digital tools with minimal supervision and engage with new systems when required for work.
These strengths indicate that the individual has a solid foundation in digital skills and recognises the importance of using technology in ways that support professional performance and personal well‑being.
Weaknesses
Despite these strengths, these areas that require improvement:
· Digital proficiency (weakness): The individual’s competency with advanced or specialised digital software remains limited. While basic tools are used effectively, the individual may struggle with more complex functions (e.g., advanced data analysis, automation tools, or adaptive problem‑solving across digital systems). This gap limits their ability to fully engage with digital tasks that require deeper technical competence.
· Media literacy (weakness): The individual sometimes has difficulty evaluating the credibility of digital information, especially online news or content encountered through browsing or social feeds. Media literacy — the ability to critically assess information sources and discern misinformation — is an essential skill for informed decision‑making, professional communication, and avoiding digital misinformation (Polizzi et al., 2025;).
These weaknesses matter because digital proficiency supports more efficient task execution and problem‑solving at work, while media literacy supports informed, critical engagement with information that affects professional decisions and reputation.
SMART Action Plan
To address the identified weaknesses, the individual will follow a SMART action plan. SMART goals ensure improvements are clearly defined, measurable, and time‑bound.
Goal 1: Improve Digital Proficiency
· Specific: The individual will improve digital proficiency by learning advanced features of workplace tools such as spreadsheets (e.g., formulas, pivot tables), project management software, and collaboration platforms.
· Measurable: Progress will be measured by completing two accredited digital training courses (e.g., Excel advanced, project management software) and demonstrating skills through work tasks that require more complex tool use.
· Achievable: The individual will allocate two hours per week to structured training modules and practice tasks.
· Relevant: Enhanced digital proficiency aligns with workplace needs and broader industry expectations, as advanced digital skills are linked to employability and performance (Đorđević et al., 2025;).
· Time‑bound: The individual will complete the training and demonstrate improved proficiency within three months.
Goal 2: Improve Media Literacy
· Specific: The individual will improve media literacy by learning how to critically assess online sources, identify misinformation, and evaluate credibility using structured criteria.
· Measurable: Progress will be measured by completing one online media evaluation course and implementing a checklist method (e.g., CRAAP: Currency, Relevance, Authority, Accuracy, Purpose) when researching or reviewing information.
· Achievable: The individual plans to practice media evaluation skills twice per week by reviewing online articles and applying critical assessment techniques.
· Relevant: Media literacy is essential for professional work, especially in roles that involve research, reporting, or client communication (Polizzi et al., 2025;).
· Time‑bound: The individual aims to establish effective media literacy habits and complete the training within two months.
Conclusion
Developing digital skills for work and maintaining digital well‑being are critical for success in today’s technology‑driven environment. The individual demonstrates strengths in responsible tool use and awareness of digital well‑being, but improvements are needed in digital proficiency and media literacy. By implementing a SMART action plan with clear training goals and time frames, the individual can enhance technical competence and critical thinking skills. These improvements will support stronger professional performance, more informed decision‑making, and greater resilience in the digital workplace.
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Microsoft Excel is widely recognised as one of the most essential digital tools used in both professional and personal contexts. Within the knowledge-based economy, organisations rely on technologies that help transform raw data into meaningful information and knowledge. Chapter 11.5 of the Knowledge Business discussion emphasises that knowledge is an organisational asset and can exist in explicit forms such as documents, databases, and digital tools. Tools like Excel help organise, analyse and share such knowledge effectively. 

Excel therefore plays a critical role in enabling individuals and organisations to manage information, improve decision-making and enhance productivity.

Relevance of Excel in Professional Life
In professional environments, Excel is used as a powerful tool for data management, analysis and reporting. Businesses operate in information-rich environments where decision making depends heavily on analysing large quantities of data. Excel allows professionals to store, organise and analyse data using formulas, charts and analytical functions.
From a knowledge management perspective, digital tools support the transformation of data into useful knowledge for organisations. Knowledge is considered a valuable organisational asset that improves efficiency and competitive advantage when effectively managed and applied. 
Excel is widely applied in many business functions such as finance, accounting, marketing and operations. For example, managers can use Excel to prepare budgets, forecast sales, monitor performance and evaluate business trends. By enabling the analysis of large datasets, Excel helps organisations identify patterns and make informed strategic decisions.
Furthermore, Excel facilitates collaboration and information sharing among employees. When data and analytical models are shared within teams, knowledge can be transferred more efficiently across the organisation, strengthening organisational learning and innovation. Knowledge sharing is a key aspect of knowledge management because the value of knowledge increases when it is disseminated and applied by multiple individuals. 
Thus, Excel supports professionals by improving efficiency, enabling data-driven decisions and enhancing organisational knowledge.

Relevance of Excel in Personal Life
Beyond professional settings, Excel is also valuable in personal life. Individuals use Excel to organise information, track finances and manage everyday tasks. For example, Excel can be used to create personal budgets, monitor expenses, plan savings and manage household accounts.
Excel also helps individuals analyse personal data, such as tracking study schedules, recording health information or planning projects. By organising information into structured spreadsheets, individuals can better understand patterns and make informed decisions regarding their finances, education or lifestyle.
The importance of knowledge management is not limited to organisations; individuals also manage personal knowledge and information. Knowledge is created when individuals interpret data and apply it to solve problems or improve outcomes. 
Through tools like Excel, individuals can convert personal data into meaningful insights, supporting better planning, organisation and decision-making in everyday life.

Conclusion
In conclusion, Microsoft Excel plays a vital role in both professional and personal life. In professional environments, Excel supports data analysis, reporting, decision-making and knowledge sharing, contributing to organisational efficiency and competitive advantage. In personal life, Excel assists individuals in managing finances, organising information and improving personal productivity.
Within the framework of the knowledge business, tools such as Excel enable the transformation of data into information and knowledge, which are critical resources in modern economies. As knowledge continues to become a key driver of economic and organisational success, the ability to effectively use tools like Excel remains an essential skill.

	Income 
	Amount per month £££
	Expenditure
	Amount per month £££

	Wage 1
	£2,500.00
	Rent/Mortgage
	£200

	Wage 2
	£400
	Council tax
	£100

	Wage 3
	£500
	Electric
	£40

	
	
	Gas
	£60

	
	
	Phone bill
	£30

	 
	
	Food
	£300

	
	
	Car insurance
	£150

	
	
	Car finance
	£345

	
	
	Birthday
	£100

	
	
	Child Maint.
	£500
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Microsoft_Excel_Worksheet.xlsx
Sheet1

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

																																		£40,800.00

		Wage 1		£2,500.00		£2,500.00		£2,500.00		£2,500.00		£2,500.00		£2,500.00		£2,500.00		£2,500.00		£2,500.00		£2,500.00		£2,500.00		£2,500.00		£30,000.00						£18,320

		Wage 2		£400		£400		£400		£400		£400		£400		£400		£400		£400		£400		£400		£400		£4,800				Total		£29,560

		Wage 3		£500		£500		£500		£500		£500		£500		£500		£500		£500		£500		£500		£500		£6,000

		Total		£3,400.00		£3,400.00		£3,400.00		£3,400.00		£3,400.00		£3,400.00		£3,400.00		£3,400.00		£3,400.00		£3,400.00		£3,400.00		£3,400.00		£40,800.00

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

		Rent		£200		£200		£200		£0		£200		£200		£0		£200		£0		£0		£200		£200		£1,600

		Council tax		£100		£0		£100		£100		£100		£100		£100		£100		£0		£0		£0		£0		£700

		Eletric		£40		£40		£40		£40		£40		£40		£40		£40		£0		£0		£0		£0		£320

		Gas		£60		£60		£60		£60		£60		£60		£60		£60		£0		£0		£60		£60		£920

		Phone		£30		£30		£30		£30		£30		£30		£30		£30		£30		£30		30		£30		£360

		Food		£300		£300		£300		£300		£300		£300		£300		£300		£0		£0		200		£200		£2,800

		Car Ins.		£150		£150		£150		£150		£150		£150		£150		£150		£150		£150		£150		£150		£1,800

		Car finace		£345		£345		£345		£345		£345		£345		£345		£345		£345		£345		£345		£345		£4,140

		Birthdays		£0		£100		£0		£200		£0		£0		£0		£0		£0		£0		£100		£100		£500

		child Maint.		£500		£500		500		£500		£500		£500		£500		£500		£500		£500		£500		£500		£6,000

		Total		£1,225		£1,725		£1,725		£1,725		£1,725		£1,725		£1,525		£1,725		£1,025		£1,025		£1,585		£1,585		£18,320





Sheet2






image1.png
Prifysgol Cymru
Y Drindod Dewi Sant

University of Wales
Trinity Saint David




image2.png
for work Digital proficiency

Digital wellbeing Digital productivity

Digital identity management Information literacy

Digital learning activities Media literacy

Preparing for digital learing Data literacy

Digital innovation Digital communication

Problem solving Digital collaboration

Digital creation Digital participation





