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INTRODUCTION
This digital portfolio highlights the development and improvement of my digital skills during the period of the Academic Skills module. Apart from feeling confident about using various kinds of digital tools like spreadsheets, word processors, and presentations, I am now skilled enough at it. Such skills are more relevant than ever for any kind of managerial job nowadays. Here are the three assignments that show my digital literacy and how it may serve me in the future.
PIECE 1: SPREADSHEET TASK (MICROSOFT EXCEL/DATA ANALYSIS)
[INSERT SCREENSHOT OF YOUR SPREADSHEET HERE]
What skill does it show?
Some of the digital and business skills that appear from this paper include the following:
Managing Data: I can organize business data in a spreadsheet.
Financial Data Calculation: I can use the formula to calculate the financial data of the business.
Solving Business Problems: I can solve the business data using technological approaches.
Professionally Designed Spreadsheets: I can design the professional spreadsheets for the business.
Decision Support: I can design decision support tools using data.
What did I learn?
What I have learned from the course:
There are numerous ways of using Excel to analyze business. The use of formulas will allow you to complete your task efficiently and accurately.
Data organization is extremely important since proper data organization results in proper business information.
Proper formatting influences how business data is perceived.
Tools of spreadsheets are used by business analysts in making decisions.
The information acquired in this course is important in any business position.
Greater self-confidence where it seemed impossible, it became very easy.
PIECE 2: WORD DOCUMENT (BUSINESS WRITING)
[INSERT SCREENSHOT OF YOUR WORD DOCUMENT HERE]
What skill does it show?
Through this assignment, I have shown that I am capable of:
Word for Business Documents: Development of business documents
Structure Business Information: Structure business information professionally
Business Formatting Guidelines: Business formatting guidelines usage
Professional Communication: Professional communication about business concepts
Document Development Professionally: Formatting according to corporate guidelines
What did I learn?
Learning outcomes:
A professional appearance helps establish the reputation and decision making of the business
Use the Word formatting method for developing business documents
Professional writing is necessary for communicating about business organizations
Format of the document determines the professionalism of the organization
Business documents need to be developed professionally
Documentation is important for the success of a business
Professional career demands document development
PIECE 3: POWERPOINT PRESENTATION (BUSINESS COMMUNICATION)
[INSERT SCREENSHOT OF YOUR POWERPOINT SLIDE HERE]
What skill does it show?
This paper shows my proficiency in:
Business Presentation Creation: Business presentation creation
Business Idea Communication: Communication of complicated business ideas
Business Design: Professional design usage
Business Information Presentation: Business presentations with professional presentation of information
Business Audience Presentation: Business presentation for the business audience
What did I learn?
Some of the important things that I have learned during my studies:
Communication skills are required in business presentations
Business presentations should be professionally designed
Business leaders need visual communication of business ideas
Presentation skills are essential in a business career
Visualization of business data is very helpful
Business decisions are made through professional presentations
Presentation skills are valued in the business world
OVERALL REFLECTION & LEARNING
Progress During the Module
The Beginning: When I started on this module, I knew how to use computers but had no confidence in using digital business technologies. I was afraid to work with financial sheets, business writing, and business presentations.
Position so far: I can now utilize these technologies within my business environment.
Skills I've Gained:
Excel Skills for Business Analysis: Business Modeling, Data Analysis and Reporting in Business.
Business Writing: Business Report Writing, Business Proposal Writing and Business Communication.
Business Presentation: Business Presentation and Business Communication.
Business Technology Skills: Use of Business Software Professionally.
Business Communication: Business Communication Professionally.
How These Skills Help Me
In My Current Academic Pursuit: Business Assignments Professionally, Data Analysis Professionally, Business Communication Professionally and Management of Business Studies Professionally.
My Future Business Life: Any business occupation requires all these digital skills. I will use spreadsheet software for business financial analysis, write business reports and proposals, deliver presentations to business audiences, hold business meetings, and communicate professionally in any business situation.
Challenges I Overcame
Business Scenarios Excel Formulas: It seemed complicated; mastered business applications and became proficient at financial analysis
Business Writing Professionally: Worried about the tone of business; mastered the standards and now write business documents professionally
Business Audience Presentation: Worried about business credibility; mastered professional presentation-making skills and now delivers business presentations effectively
Business Technology: Worried about business software; mastered the tools are user-friendly and now embrace business technology
Confidence Development
Confidence In the Beginning: 3/10 (unsure of business digital skills)
Confidence Now: 8/10 (sure of business digital skills)
REASON: I did well in certain business tasks, received praise for my business writing skills, learned that these skills can be acquired and proved that I can learn business technology.
CONCLUSION
This portfolio shows clearly that I have been able to develop digital business skills. I am no longer afraid of business software. The technology of business is no longer intimidating since I have become adept at using it.
The skills will be very useful not only in my studies but also in my future business career which necessitates digital literacy. Most importantly, however, it has been shown that digital business skills can be acquired.
