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AI acknowledged the use of ChatGPT (https://chat.openai.com) to support planning and structuring my reflective essay. 

I used the following prompt(s): 
• “Help me structure a reflective essay using Gibbs’ Reflective Cycle.”
 • “Suggest reflective sentence starters for evaluation and analysis.”
 • “Check my writing for clarity and academic tone.”
 I confirm that I have not presented any AI-generated text as my own work. I confirm that I have retained copies of my drafts, notes, and other resources used before and after the use of AI tools, which may be requested as evidence.



Task 1 
The Importance of Digital Skills in General
Description 
In the 21st century, digital skills are becoming essential for everyday life, education, and working life. As technology advances rapidly, being able to use digital tools confidently is no longer a bonus but a necessity. Digital literacy helps individuals to fully participate in modern society, access information, communicate effectively, and complete a wide range of tasks efficiently and securely. The importance of digital skills goes beyond just knowing how to operate gadgets; it involves a set of competencies that are vital for personal growth, career development, and societal progress.

Digital Skills and Everyday Life
Digital skills are fundamental for managing daily activities like online shopping, banking, doctor’s appointments, and keeping in touch with friends and family. With the rise of smartphones, social media, and online services, people need to navigate digital platforms safely and efficiently. For example, being skilled in digital literacy allows individuals to carry out secure online banking, access health information, and use government services without leaving their homes. These skills save time and money, making life more convenient.

According to the Organisation for Economic Co-operation and Development (OECD, 2019), digital literacy involves the ability to find, evaluate, and communicate information using digital platforms. For instance, people who are confident with digital skills can spot fake news or misinformation and communicate clearly via email or messaging apps. Without these skills, individuals' risk being left behind, which can cause social exclusion and widen inequalities. During emergencies like the COVID-19 pandemic, the importance of digital skills was clear, as many essential services moved online, making digital competence more vital than ever.

Impact on Education
In education, digital skills are crucial for students’ success. The way teachers deliver lessons has changed significantly with the integration of technology, making digital literacy a core part of modern curricula worldwide. Digital tools such as tablets, online learning platforms, and interactive software offer new ways for students to learn, collaborate, and demonstrate their understanding. UNESCO (2018) highlights that digital literacy boosts critical thinking, creativity, problem-solving, and adaptability in learners. Moreover, digital skills provide access to a vast range of online resources, enabling students to learn beyond textbooks. For example, they can participate in virtual labs, attend online lectures, or access academic articles from anywhere. During the COVID-19 pandemic, remote learning became a necessity, and students with good digital skills adapted more easily to online lessons and assessments. Those without these skills faced difficulties, which showed how important it is to develop digital literacy for fair and inclusive education.

Digital Skills in the Workplace
The world of work is becoming increasingly dependent on technology. ‘Most jobs require at least a basic command of digital technology’ (Gonzalez Vazquez). Digital skills are highly valued across all sectors, from healthcare and finance to manufacturing and creative industries. The World Economic Forum (2020) reports that digital literacy is vital for getting and keeping jobs, as many roles now require basic to advanced digital skills. For example, knowing how to use programmes like Microsoft Word, Excel, and PowerPoint is often a basic requirement. Additionally, familiarity with communication platforms such as Zoom or Microsoft Teams has become essential, especially with the rise of remote working.
Having good digital skills also helps employees to be more innovative and productive. Those who understand how to use digital tools can develop new ideas, automate routine tasks, and improve efficiency. For instance, data analysis skills enable businesses to make smarter decisions. As automation and artificial intelligence transform industries, workers need to keep learning new digital skills to stay competitive and progress in their careers.
Digital skills are also crucial for remote working. Employees need to be comfortable managing virtual meetings, collaborating online, and staying organised without face-to-face contact. Employers now look for candidates who are confident in using digital platforms and can troubleshoot problems independently.

Broader Societal Impact
Beyond individual benefits, digital skills contribute to the growth and development of society. A population with strong digital literacy can participate more actively in civic life, support economic growth, and contribute to technological innovation. Governments and organisations worldwide are investing in programmes to improve digital literacy, especially for disadvantaged communities, to help bridge the digital divide and promote inclusion.

Conclusion
To sum up, digital skills are no longer optional but essential in today’s connected world. They influence our personal lives, education, work, and society. Developing strong digital literacy helps individuals unlock new opportunities, participate fully in society, and adapt to constant technological changes. As technology continues to advance, acquiring and improving digital skills will become increasingly important for everyone, making digital literacy a fundamental skill of the 21st century.
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Based on my JISC assessment, I found that I possess strong skills in digital well-being and digital identity management. These strengths demonstrate my ability to maintain a healthy relationship with technology and to effectively manage my online presence. However, the results also revealed areas for improvement, specifically in digital literacy and digital participation. These weaker areas suggest that I need to develop my ability to evaluate digital information critically and to engage more actively in online communities. Overall, my results highlight a balanced digital profile but also point to opportunities for growth to enhance my digital competence further identity management shows that I am knowledgeable about protecting my online reputation and personal privacy, enabling me to present myself securely and positively across digital platforms.





[bookmark: _Int_N9E8Olmi]My Strengths
Firstly, my strength in digital well-being demonstrates my ability to regulate my screen time effectively and maintain a healthy relationship with technology, which enhances my concentration and overall mental health. Secondly, my skills in digital communication.

My Weakness 
I find it challenging to efficiently evaluate the credibility of online sources and to stay updated with new digital tools and platforms, which limits my ability to utilise digital resources effectively.


SMART Action Plan
Specific
Get online courses on digital literacy.
Measurable
Complete at least two courses and create a checklist to evaluate five online sources during research assignments.
Achievable
Dedicate 2 hours weekly to studying and practicing evaluation techniques.
Relevant
Enhancing digital literacy will improve my research quality and academic performance.
Time-bound: 
Achieve this within 2 months.





Recent References on the Importance of Digital Skills
1. Digital skills at work - Conceptual development and empirical validation of a measurement scale - Bertrand Audrin, Catherine Audrin, Xavier Salamin, Gonzalez Vazquez Salamin, https://www.sciencedirect.com/science/article/pii/S0040162524000751
2. Ofcom. (2022). Digital Skills Insights Report. Ofcom. Available at: https://www.ofcom.org.uk/research-and-data/multi-sector-research/digital-communications/digital-skills
3. ILO (International Labour Organization). (2020). Skills for a greener, more inclusive world of work. ILO. Available at: https://www.ilo.org/global/topics/skills-development/publications/WCMS_738922/lang--en/index.htm
4. World Economic Forum. (2022). The Future of Jobs Report 2022. World Economic Forum. Available at: https://www.weforum.org/reports/the-future-of-jobs-report-2022
5. Digital Skills Organisation. (2023). The Growing Importance of Digital Skills in the UK. Digital Skills Organisation. Available at: https://digitalskills.org.uk/research/importance-digital-skills-ukganisation.














Task two 
LinkedIn Learning Certificates. 
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Task three 

The Relevance and Importance of Microsoft Excel.
In today’s world, technology plays a huge role in almost everything we do, especially in education, work, and personal life. One of the most useful tools in the digital toolkit is Microsoft Excel. Excel is a spreadsheet program that allows users to organise, analyse, and present data in a clear way. As a student, I have learned that Excel is not just a simple software for keeping lists; it is a powerful tool that can help with many tasks like data analysis, budgeting, reporting, and making better decisions. This essay will explore why Excel is so important today, supported by examples and research.

Excel and Data Analysis
One of the key features of Excel is its ability to analyse data effectively. Data analysis is important in many fields, from business and economics to science and social studies. Excel offers functions like formulas, pivot tables, and charts that help make sense of large amounts of information. For example, a student researching climate change might collect temperature data over several years. Using Excel, they can calculate averages, identify trends with line graphs, and highlight significant changes. This makes complex data easier to understand and share. 
Research shows that Excel improves analytical skills. According to a report by the European Schoolnet (2020), learning how to use spreadsheet tools like Excel helps students develop critical thinking and problem-solving abilities. These skills are vital for success in higher education and future careers. For example, in a business class, students might use Excel to analyse sales data, helping them learn how to interpret patterns and make predictions.

Budgeting and Financial Planning
Another important use of Excel is budgeting—whether for personal finance or business. Budgeting involves planning how to spend money wisely, tracking expenses, and saving for future needs. Excel makes this process straightforward with templates and functions that automate calculations. 
For example, a student might create a monthly budget to manage their allowance or part-time job income. They can list their expenses—like food, transport, and entertainment—and use formulas to total spending. If they want to see how saving extra money might grow over time, Excel’s formulae can calculate compound interest or savings growth. A study by the Financial Conduct Authority (FCA, 2021) highlights that developing budgeting skills with Excel prepares young people for financial independence and responsible money management.


Reporting and Presenting Data
Excel is also widely used to create reports and visual presentations of data. This is especially useful in school projects or work tasks, where clear communication of information is essential. Excel allows users to build tables, charts, and dashboards that summarise key points visually.
For instance, a student working on a science project could use Excel to record experimental results and then create bar charts or pie charts to show findings. These visual tools make it easier to explain data during presentations or in written reports. According to a study by the University of Cambridge (2019), students who incorporate visual data representations like Excel charts tend to communicate their ideas more effectively and receive higher marks.

Decision-Making and Problem Solving
Excel supports decision-making by enabling users to run what-if analyses and scenario planning. This means you can test different options to see what might happen in the future. For example, a student planning a school event could use Excel to estimate costs, attendance, and profit margins under different scenarios—like changing ticket prices or adjusting expenses.
Research by the Learning and Skills Improvement Service (LSIS, 2018) suggests that skills like scenario analysis and data modelling in Excel are valuable in preparing students for real-world challenges. These skills help develop strategic thinking and the ability to make informed choices based on data rather than guesswork.
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Week 9 - LinkedIn and Online Courses

* LinkedIn and Learning:
We learned that LinkedIn helps us
connect with professionals.

We also used LinkedIn Learning to

take online courses and earn

certificates.

These skills will help us in our
studies and future careers.

Linked
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Week 7 & 8 — Data Analysis and Forms

* Week 7 - Excel and Data:
We learned what is the data analysis ?

Diagnostic
Analysis

* And four types of analysis

« Types of Week 8 — Microsoft Forms and
Questionnaires:

We designed online surveys and learned how to ask
good questions. We thought about ethics and how to p'ejf";‘l’;;:
collect useful information.

Top 4 Types of Data Analysis witl
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Week 5 & 6 - Reading Week
and PowerPoint

* Week 5 - Reading Week:
A time for independent study.
We used the university library
app to find useful resources.

* Week 6 - PowerPoint:

We learned how to create
presentations that look good
and are easy to understand,
with pictures and transitions.
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Week 1 & 2 - Induction and
Outlook Skills

* Week 1 -Induction:
Welcome to the course. We learned
about university rules, support
services, and what to expect during
the course.

Week 2 - Outlook & Task
Management:

We learned how to use Outlook to
send emails, manage our
schedules, and set reminders for
important dates.
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Week 3 & 4 - Al, Ethics,
and Microsoft Office

Week 3 - Artificial Intelligence and
Ethics:

We discussed what Al is, its good
points, and possible problems. We
thought about how Al affects

learning.
* Week 4 - Microsoft Office 365 and
Word:
We learned how to access Microsoft & “"‘:,\ e
Word and create professional Al wnatis u
documents, including formatting and E ?

sharing work. =/ y Office 365





