
Digital Skills Portfolio – Completed Task For Assessment DS3
Name: MOUSSA ABDOULRAZAQUE Module: Digital Skills University: UWTSD London
Introduction
This digital portfolio shows the work I completed during the Digital Skills module. It includes examples created in Word, PowerPoint, and Excel. Together, these pieces demonstrate my progress, the skills I developed, and the confidence I gained using digital tools.
What My Portfolio Shows
My portfolio shows that I can now use a range of digital tools to create documents, presentations, and spreadsheets. It also shows how my skills improved over time, especially in areas that were difficult at the start of the module.
MS WORD
[image: ]
I use this for my coursework, it’s also the tool I use in editing my notes and essays. In Word, I practised structuring paragraphs, using headings, and making the document easy to understand and more professional. 
Skills I Used
· Formatting text and images in Word
· Organising information
· Communicating ideas visually and clearly

What Was Hard at the Start
At the beginning, I found it difficult to apply consistent formatting throughout a document. Using styles, adjusting page layouts, and organising long documents professionally were challenging because I had limited experience with advanced Word features.

What You Can Now Do Independently
I can now independently create professional business reports and academic assignments. I can structure documents effectively, use formatting tools correctly, create tables of contents, and ensure documents are clear and professional.

Communication & Structure
Word improved my written communication skills by helping me present information in a clear, logical, and professional manner. I learned how to create and write documents for different purposes.

EXCEL
[image: ]
I use Excel to visualize data provided to help me track activities like finances, sales or organise my work . I learned how to format data in a spreadsheet, use formulas, and make the information easy to read.
What Was Hard at the Start
At the beginning of the module, I found Excel difficult, especially using formulas and understanding how to create charts. 
What I Improved
As the module continued, I improved my ability to make charts using data from classroom exercises as well as to use formulas.
What I Can Now Do Confidently
I can now confidently:
· Create spreadsheets with formulas
· Make charts to show data
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POWERPOINT
[image: ]
I use Powerpoint for schoolwork presentations also I use it to present a visual idea of my coursework. In PowerPoint, I learned how to design a slide that communicates a message clearly using images, colours, and layout simple but effective slides in PowerPoint.
What Was Hard at the Start
At first, I found it difficult to create visually appealing slides without overcrowding them with information. I also struggled with balancing text and visuals to keep presentations engaging.
What I learnt
Now I can use slide design, themes, icons and also create a video presentation in Powerpoint. I can now also independently design professional presentations, organise content logically, incorporate visual elements effectively, and deliver presentations with confidence.
Conclusion
PowerPoint significantly improved my ability to communicate visually and verbally. I learned how to structure information clearly, use visuals to support key points, and engage an audience effectively during presentations.

Overall Reflection
Through using Microsoft Word, Excel, and PowerPoint, I have developed strong digital skills that have improved my confidence, productivity, and ability to communicate professionally. These tools have provided me with practical skills that I can use both in my academic work and future workplace environments.
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