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Image 01: Screenshot of my JISC report
The self-assessment report on digital capabilities gives a reflective analysis of my strengths and areas of improvement in the major digital skills areas required to be effective in learning in higher education. These are skills such as digital tool use, information seeking, communication and collaboration, creative and problem solving, management of digital learning, knowledge of digital preferences and positive and safe digital identity. These skills are becoming more and more relevant to develop since digital literacy has now become regarded as a fundamental component of educational and professional achievement in the contemporary world (Jisc, 2023).
My level of confidence in the use of digital tools is “Developing”. This means that I can use straightforward applications and systems, but I may be lacking confidence at any point when new platforms are on the stage or the technology does not act as expected. Radovanović (2023) states that digital tool competency needs not just the technical knowledge but also flexibility and resourcefulness in the face of problems. The advice is founded on the principle of active experimentation, seeking the support of colleagues, and the use of internet sources to build familiarity. As a result, I will dedicate certain time to learning new applications associated with my coursework and seeking informal support of peers when necessary.
My confidence in the field of information and resource search is Capable. This indicates that I am capable of searching, evaluating, and utilising online content. The ability to critically assess information is a vital academic skill, especially in the era of misinformation (Wardle, 2018). I also know the significance of referencing and not plagiarising. To further develop this skill, I will practice more advanced search methods, gain more knowledge of copyright and intellectual property rights, and book tools for managing resources like reference managers.
My confidence in digital communication and collaboration is also Capable. I feel free to express myself online, yet I have limited experience working in common digital environments. Honeychurch et al. (2017) point out that digital collaboration enhances knowledge sharing and teamwork. To further develop in this direction, I plan to become more active in group work through the use of common digital tools like Microsoft Teams or Google Workspace and experience managing the boundaries of communication to minimise distraction and stay focused.
Digital creativity and the problem-solving area are characterised as “Developing”. This is the field concerned with applying technology to create content and be creative in addressing problems. Currently, I have the potential to enhance my assurance regarding my use of tools to perform the work on visual design, multimedia presentation, or mind-mapping. The necessity to develop this skill is that digital creativity improves academic expression and employability (Selwyn, 2021). I will investigate the digital design tools and visual learning platforms, starting with basic exercises like personalising the learning environment and composing visual summaries of the lecture content.
My confidence in managing digital learning is Capable, which means that I tend to be very systematic in getting and arranging my learning space. Nevertheless, it should be constantly enhanced as the course requirements grow. This area can be aided using cloud storage, calendar systems and note-taking software (Jisc, 2025). I will strive to establish a regular personal learning environment between devices.
In the area of digital preferences and needs, my confidence is “Developing”. I should be more conscious of the relevance of learning formats to my learning. Discovering alternative formats in media and study applications will assist me in determining which are the most effective in understanding and reviewing.
Lastly, I am Capable of being digital, which means that I understand online identity, safety and wellbeing. A good digital presence is becoming a significant concern related to employability (Miller, 2020). I will still keep checking my online activity and engage online responsibly.
Badges Completed:
· Digital Communication Skills Badge
· Information Literacy Badge
· Digital Safety and Wellbeing Badge
Recommendations
[bookmark: _Toc211605237][bookmark: _Toc213710376]I need to employ sophisticated Google search techniques and citation resources to enhance the accuracy of locating and citing academic data.
To gain confidence in digital-based teamwork and communication, I need to do more group work online.
I need to consider such tools as Canva, Miro or MindMeister to enhance visual presentation and creative problem-solving abilities.
To keep an online professional appearance, I need to frequently review and control my online presence.
To help me study effectively, I should plan a consistent personal learning environment on all my devices.
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[bookmark: _Toc211605240][bookmark: _Toc213710378][bookmark: _Toc211605241]Task 3: Essay on the Relevance of Excel in professional and personal life.
Microsoft Excel is one of the most widely used technological tools across the world, valued for its flexibility, accessibility, and powerful data-handling capabilities (Microsoft, 2025). Excel has developed ever since its inception as a simple spreadsheet into a rich data analysis, visualisation, problem-solving solving and effective task management tool. It can be applied in workplaces, learning institutions, business and personal life activities such as budgeting, planning, and record keeping. It is also a skill in the digital age, and when digital literacy is a requirement, the proficiency in Excel has become a tool to generate productivity, facilitate decision-making, and add efficiency to the organisation (McFedries, 2022).
Excel is an important tool in the professional world that is applied in different industries such as business, finance, health care, education, engineering, and administration. The ability to store, organise and analyse bulk amounts of data is one of its greatest strengths. As an illustration, financial analysts rely on Excel to analyse corporate performance, predict earnings, and prepare cost reports (Winston, 2021). Excel also has features and functions like SUM, AVERAGE, IF, VLOOKUP and PivotTables that simplify and speed up the complex data operations (Moriarty et al., 2018). These features eliminate the necessity of manual calculations, which minimises the error and saves time. On the same note, project managers use Excel to monitor the schedule, resource allocation, and deadline tracking. The presentation tools of a visual representation, including charts, graphs, and conditional formatting, allow professionals to express insights in reports and presentations clearly and persuasively (Kusleika, 2021).
Excel also facilitates decision-making in most workplaces. Excel helps managers to analyse sales data, employee performance statistics, customer feedback, or production output in order to identify trends and patterns. Strategic and operational decisions are guided by these trends (Imam et al., 2022). An example is that a business can refer to the Excel sheet to find out which product is best-selling during a given season, and the company can then plan the stock level. Patient history, schedules, and a list of medical supplies can be managed in Excel in medical facilities to facilitate effective and efficient operations (Andrade et al., 2012). Engineers calculate and design cost estimations with the use of Excel, which helps them to assess performance measurements. Excel is flexible to use in both top-level strategy and everyday routine activities in virtually any field (Hossain, 2021).
The other significant professional applicability of Excel is that it has given more employability. Excel competence is often included among the minimum qualifications in many job descriptions, despite the position not necessarily being related to data analysis (Luskova and Buganova, 2022). Employers appreciate people who are able to handle spreadsheets, produce organised documents and can make sense of the numbers. Learning Excel skills will therefore enhance more employment and productivity at the workplace. Moreover, Excel can also be a stepping-stone to data science, business intelligence, and research-related jobs since it is based on more complex data software such as Power BI, R, SPSS, or Python (Vaghela, 2022).
Excel is also widely used in education and academic work. It is applied by students and researchers to organise the results of the research, analyse questionnaires or surveys, and create presentations. Excel assists in performing statistical operations, namely averages, standard deviations, regression analysis, and correlation, which are frequently required in educational studies (Vaghela, 2022). Besides, studying Excel helps to improve logical thinking and problem-solving skills, as a user has to discover the orderly method of how to organise, filter and interpret data.
In addition to professional and academic life, Excel is also quite relevant in personal life. People are using Excel to keep budgets, financial planning records and household expenses. Excel enables individuals to register monthly earnings, estimate expenditures, make savings targets and visually portray expenditure patterns using graphs and charts (Bajtelsmit, 2024). This helps to be financially wise and manage money responsibly. A family, as an example, can monitor the amount spent on groceries, utilities, and transportation to know where the majority of their income is spent and where some changes might be necessary. Excel can also be used to plan big costs like marriages, house remodelling, or a holiday, where one can estimate the cost and compare alternatives (Bhar, 2019).
Personal productivity and time organisation are also supported with the help of Excel. Individuals tend to make schedules, study tables, workout records, or daily schedules in a spreadsheet to ensure they are motivated and accountable. Excel can be used to keep a record of orders, inventory, money received, and information about clients in the case of a person who runs a small business online, sells, or is a freelancer (Rachmanto and Utami, 2024). Such an organisation will help in discipline and setting goals in real life.
Data visualisation is another advantage of Excel. The possibilities to transform raw data into charts, lines, pie charts and dashboards allow people to comprehend trends better and convey the information efficiently (Winston, 2021). Moreover, Excel promotes logical and analytical thinking and reasoning among users because one should be accurate and plan well when working with formulas and data structures.
Excel also permits teamwork, particularly with cloud applications such as OneDrive and Microsoft Teams, which enable several people to edit the sheet in real time (Microsoft, 2025). This helps collaboration within the professional environment and joint personal planning.
Finally, Excel is quite applicable in both business and personal life because of its flexibility, ability to solve problems, and its capacity to manipulate and visualise data. It increases the productivity of the workplace, advances scholarly studies, promotes fiscal accountability and helps in personal planning. With more and more society depending on digital information and data-driven decision-making, Excel skills are becoming one of the keys to success in both professional and everyday life (Luskova and Buganova, 2022).

Excel Spreadsheet Using Given Information
	Income 
	Amount per month £££
	Expenditure
	Amount per month £££

	Wage 1
	
	Rent/Mortgage
	

	Wage 2
	
	Council tax
	

	Trust Funds
	
	Electric
	

	Stocks/Share payouts
	
	Gas
	

	Universal credit
	
	Water rates
	

	Student Finance 
	
	Food
	

	Other
	
	Car insurance
	

	
	
	Car Tax
	

	
	
	Fuel
	

	
	
	Child Care Costs
	

	
	
	Loans/credit cards 
	

	
	
	Other, eg Birthdays/savings/holidays
	



My Excel File 
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Excel Spreadsheet.xlsx
Sheet1

		Month		Wage 1 (£)		Wage 2 (£)		Trust Funds (£)		Stocks/Share Payouts (£)		Universal Credit (£)		Student Finance (£)		Other (£)		Total Income (£)		Rent/Mortgage (£)		Council Tax (£)		Electric (£)		Gas (£)		Water (£)		Food (£)		Car Insurance (£)		Car Tax (£)		Fuel (£)		Child Care (£)		Loans/Credit (£)		Other (£)		Total Expenditure (£)		Net Savings (£)

		January		2,500		1,800		200		150		300		500		100		5,550		1,200		150		80		60		40		600		70		25		150		400		200		300		3,275		2,275

		February		2,500		1,800		180		150		300		500		120		5,550		1,200		150		85		55		42		620		70		25		160		410		210		280		3,307		2,243

		March		2,500		1,850		200		100		300		500		150		5,600		1,200		150		75		70		38		580		70		25		140		380		200		320		3,248		2,352

		April		2,500		1,800		200		200		300		500		100		5,600		1,200		150		90		65		45		610		70		25		155		420		230		290		3,350		2,250

		May		2,600		1,750		220		180		300		500		120		5,670		1,200		150		80		60		40		600		70		25		150		400		200		300		3,275		2,395

		June		2,500		1,800		200		150		300		500		100		5,550		1,200		150		85		55		42		630		70		25		165		410		210		310		3,352		2,198

		July		2,550		1,800		200		150		300		500		120		5,620		1,200		150		78		58		41		590		70		25		145		390		220		300		3,267		2,353

		August		2,500		1,850		200		150		300		500		100		5,600		1,200		150		82		62		43		620		70		25		160		405		210		320		3,347		2,253

		September		2,500		1,800		200		150		300		500		100		5,550		1,200		150		88		60		40		610		70		25		155		400		200		300		3,298		2,252

		October		2,500		1,750		200		180		300		500		120		5,550		1,200		150		80		65		42		600		70		25		150		420		220		290		3,312		2,238

		November		2,500		1,800		220		150		300		500		100		5,570		1,200		150		85		55		38		590		70		25		145		410		210		310		3,288		2,282

		December		2,500		1,800		200		150		300		500		150		5,600		1,200		150		90		60		45		650		70		25		170		450		230		350		3,490		2,110

																																												Total Saving		27,201
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Reflection on Digital Skills and Tools Module
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Welcome to my presentation. This presentation is about my learning journey throughout the Digital Skills and Tools Module. 





Introduction









The Digital Skills module was designed to help develop confidence and ability in using essential digital tools for both study and future employment. Throughout the module, we worked with real platforms such as Outlook, Word, Excel, Microsoft Forms, LinkedIn, and AI tools. Each week built practical knowledge that can be applied immediately. In this presentation, I will share the core skills I developed, how my digital confidence has grown, and the impact these tools have had on my ability to study more effectively and stay organised.





Purpose of the Digital Skills module





Use of digital tools for study and work





Practical learning with Outlook, Word, Excel, Forms, LinkedIn and AI





Developing confidence and independence in digital skills





Reflecting on progress and personal improvement





Week 1: Induction & Digital Skills Assessment







During Week 1, we were introduced to key learning systems such as Moodle and Turnitin. I also completed the JISC Discovery Tool, which provided a personalised assessment of my digital strengths and areas for improvement. This week helped me understand what digital skills I already had and what skills I needed to focus on developing throughout the module. It was also a foundation for learning how to access course materials, submit assignments properly, and communicate effectively online.





Moodle & Turnitin introduction





JISC Discovery Tool completed





Digital skill strengths and gaps identified





Week 2: Outlook & Task Management





In Week 2, I learned how to use Outlook more effectively, including setting up reminders, organising emails, and managing my calendar. I also explored Trello and Microsoft Planner as tools for planning assignments and tracking progress. This improved my time management and helped me stay organised with deadlines and tasks (Schilhabel and Iversen, 2025). Using these tools has made my academic work less stressful because I now have a clearer overview of what needs to be done and when.





Outlook: Calendar & reminders





Email organisation & inbox management





Trello & Microsoft Planner for task tracking











Week 3: Artificial Intelligence





Week 3 introduced Artificial Intelligence tools such as ChatGPT and Microsoft Copilot. I learned how AI can support academic work, such as idea generation and editing, while still maintaining academic integrity (Huang et al., 2021). We also discussed how to acknowledge AI use in assignments. In addition, we covered GDPR and cybersecurity, focusing on protecting personal data and recognising phishing risks. This week helped me understand both the benefits and responsibilities of using AI safely and ethically.





Introduction to ChatGPT and Microsoft Copilot





Using AI for support while maintaining academic integrity





Acknowledging AI use in assignments





GDPR and cybersecurity awareness (protecting personal data)





Week 4: Microsoft Word & Office 365







In Week 4, I developed practical Microsoft Word skills, including formatting text, using headings, creating tables, and embedding images or videos. I also learned how to save and organise files using OneDrive, which allows easy access from any device. Additionally, we used Microsoft Teams to communicate and share work. These skills are essential for academic writing, group projects, and professional communication (Takrimi, 2025). I now feel more confident in creating well-structured and properly presented assignments.







Formatting, headings, tables, and media in Word





Saving and organising documents using OneDrive.





Communication and collaboration through Microsoft Teams





Week 5: Reading Week





Week 5 was Reading Week, which allowed time for independent study and personal reflection. This week helped me catch up on any tasks and review my progress so far. I used the time to reinforce skills learned in Word and Outlook and to continue improving my organisation and confidence with digital tools. It encouraged more independent learning and responsibility for managing my workload (Safitri and Rokhimawan, 2024).





Time for independent study and review






Completing research and catching up on tasks






Reflecting on digital skills development and organisation









Design and accessibility tools



Using Slide Master and Designer



Presenting with PowerPoint Live





Week 6: PowerPoint





Week 6 focused on developing effective presentation skills using PowerPoint. I learned how to create clearer and more visually appealing slides by applying themes, layouts, and accessibility tools to ensure the content is easy to read. I also explored how Slide Master and PowerPoint Designer help maintain consistency across slides. Additionally, I practiced adding transitions and presenting through PowerPoint Live, which is useful for online delivery. This session improved my ability to communicate information confidently through structured and professional slides (Jones et al., 2024).









Week 7: Excel







Week 7 focused on learning how to use Excel for both personal and academic tasks. I was introduced to key formulas such as SUM, AVERAGE, and IF, which helped me perform basic calculations and analyse data efficiently. I also learned how to create charts and visualisations to present information clearly. As a practical activity, I developed a personal budgeting sheet to monitor income and expenses. This session was particularly valuable, as Excel is commonly used in workplaces and everyday life. I now feel more confident organising and working with data.





Formulas (SUM, AVERAGE, IF)






Data visualisation






Personal budgeting sheet







Week 8: Microsoft Forms





Survey and quiz creation


Collecting and reviewing responses



Export to Excel









In Week 8, I learned how to use Microsoft Forms to design surveys and quizzes for collecting information. I practiced creating different question types and sharing the form using links and QR codes. I also learned how to review responses in real time and export the results to Excel for further analysis or presentation. This skill is particularly useful for academic research, gathering feedback in group projects, and organising data in a structured way. It has helped me better understand how to collect and analyse information effectively (Jones et al., 2024).



Week 9: LinkedIn & LinkedIn Learning

Building a professional profile


Connecting and networking


Showcasing skills and experience


Accessing LinkedIn Learning courses







Week 9 focused on developing a professional online presence using LinkedIn. I created my profile, added my education, experience, skills, and a brief personal summary. I also learned how to connect with classmates, tutors, and professionals to build a network. Additionally, I explored LinkedIn Learning, which offers a wide range of courses to help develop both technical and employability skills. This week helped me understand the importance of maintaining a strong digital professional identity and using networking to support career opportunities and continuous development (Du, 2021).







Weeks 10-11: Final Presentations















Weeks 10 and 11 focused on preparing and delivering our final presentations. I gained experience speaking confidently, presenting information in a structured way, and engaging with the audience. Peer feedback was particularly valuable, as it helped me understand different viewpoints and identify areas where I could improve. Reflecting on my own performance also allowed me to recognise how much my communication skills have developed throughout the module. Overall, these weeks strengthened both my presentation skills and my confidence in sharing my work.





Preparing and delivering presentations 





Receiving and giving peer feedback





Self-reflection and skill improvement









Conclusion





















In conclusion, this module has significantly strengthened my digital confidence and ability to use modern tools effectively. I have developed practical skills in organisation, communication, data handling, document production, presentation design, and professional networking. These skills are valuable not only for academic assignments but also for future employment. I now feel more capable of working independently, managing my tasks efficiently, and using technology responsibly. The module has prepared me to move forward with confidence in both my studies and my career development.





Increased digital confidence





Strong academic and workplace skills





Ready for future study and employment
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