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Figure 1: My JISC Report: 
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Introduction: 
Digital skills are important in the current academic & professional environments. As typically highlighted within the module of Digital Skills for Personal and Professional Growth, all the contemporary workplaces heavily rely upon digital communication, collaboration tools, data handling as well as use of ethical technology (Khan et al. 2022). Stronger digital capability brings visible enhancement to personal branding, productivity as well as employability. Completion of the JISC Digital Discovery Tool offered me with a properly structured overview of the existing abilities across several areas such as digital communication, information literacy, creation, collaboration, wellbeing & problem solving. 
Overall, my JISC results figure 1is typically showed a properly balanced profile with stronger performance in the aspects of Digital Communication, Literacy as well as Digital Identity Management, while the lower scores typically appeared in the aspects of Digital Participation/Collaboration along with Digital Creation. The visual graph clearly indicates that I am wholly confident in evaluation, finding as well as properly managing digital information as well as I clearly demonstrate a reasonable form of competence in appropriately communication online as well as potentially managing my personal digital presence. However, I significantly need to bring notable improvement to my contained ability of creating several advanced digital contents as well as take active participation right into the collaborative digital environments. 
Strengths: 
	One of my key strengths is Information Literacy. I am clearly confident in properly searching for any kind of reliable sources, directly comparing information in a critical manner as well as appropriately referencing. This perfectly aligns with the emphasis of the module upon conversation of raw data into several meaningful insights and also, evaluating the sources in an effective manner (Mokhtari 2023). In terms of my academic work, I regularly make use of several academic databases, directly apply Harvard Referencing and properly assess the relevant credibility of websites. This skill is clearly essential for avoiding any kind of misinformation as well as producing several evidence-based assignments. 
Another important strength is Digital Communication. I am wholly comfortable in making use of email, Microsoft Teams as well as several online platforms for communicating in a professional manner. I properly manage my Outlook inbox in an efficient manner, schedule all kinds of meetings with the help of digital calendars as well as effectively maintain proper online etiquette. This offers support to the aspect of workplace efficiency as well as potentially reflects all the learning outcomes of wholly developing digital competency meant for task & project management (Farias-Gaytan, Aguaded and Ramirez-Montoya 2023). 
Weaknesses: 
In spite of the mentioned strengths, I have clearly identified two of my primary weaknesses. Firstly, Digital Creation needs visible improvement. While I can make use of PowerPoint as well as Word at the basic level, I typically lack any kind of advanced skills such as rightly embedding multimedia in an effective manner, utilization of design tools confidently as well as directly applying features of accessibility. Secondly, score for my Digital Participation & Collaboration clearly suggests that I do not in a consistent manner rightly engage into the online professional communities or several collaborative digital projects. I intend to work in an independent manner rather than just entirely utilising all kinds of shared digital workplaces such as Microsoft Planner or Trello. 

SMART Action Plan: 
	For properly addressing these mentioned weaknesses, I have developed a SMART Action Plan as follows: 
1. Goal 1 (Digital Creation): By 30th April 2026, I will specifically complete at least two of the LinkedIn Learning courses based upon Canva design skills as well as advanced PowerPoint and directly apply these mentioned techniques into my reflective presentation. The relevant progress shall be measured with the help of course certificates along with feedback from the tutor upon the quality of the presentation (Quraishi et al. 2024). 
2. Goal 2 (Digital Collaboration): Over the span of 8 weeks, I will make use of Microsoft Teams & Planner in an active manner for all kinds of group-based tasks at least one shared resource every week or a documented update. The success will wholly be measured with the help of peer feedback & significant evidence of collaboration in all the shared platforms (Kabakus, Bahcekapili and Ayaz 2025). 
Conclusion: 
Improvement of my digital skills will offer significant support to both my studies as well as my future career. In academic terms, stronger skills of digital creation will bring visible enhancement to professionalism & clarity of my presentations as well as assignments. Overall, the JISC assessment has wholly increased my self-awareness, potentially highlighted all the areas of development and offered me with a structured pathway, intended for growth. 
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Introduction: 
	Microsoft Excel turns out to be one of the most widely used digital tools in both personal & professional contexts. Across all the modern workplaces, the business organizations heavily rely upon data to properly guide the decisions, effectively monitor performances and bring improvement to efficiency. Excel offers with a properly structured & accessible platform meant for organization, analysis as well as presentation of data in several meaningful ways (Rebman et al. 2023). With relevance to the context of digital skills development, notable competence in Excel offers support to data handling, productivity & informed decision-making. This essay clearly explores the relevance of Microsoft Excel in professional & personal life, having the focus upon its relevant role into budgeting, data analysis, reporting as well as strategic decision-making. 
Excel for Data Analysis: 
One of the most crucial strengths of Excel is its contained ability of performing data analysis in an efficient manner. Excel allows the users to potentially organise huge volumes of data right into structured tables & directly apply the formulas such as AVERAGE, SUM, IF and VLOOKUP for extraction of meaningful insights (Al Maruf et al. 2022). For instance, a business sales manager can directly input the monthly sales figures into a single spreadsheet and then make use of formulas for calculation of average monthly growth, total revenue and performance-based comparisons between all the regions. Conditional formatting can necessarily highlight all the underperforming areas, which makes the trends visible immediately. 
In addition to this, data analysis tools of Excel such as PivotTables as well as charts typically allow the users for summarizing the complex datasets in a quicker manner. For example, a marketing team potentially analysing the responses of customer survey can make use of PivotTables for grouping the data based upon age, purchasing behaviour or location (Okoli et al. 2022). This offers help in identification of patterns, which might otherwise be entirely overlooked. In this manner, Excel clearly transforms all the raw data into severely actionable information, offering support to the aspect of evidence-based decision-making right at the workplace. 


Excel for Budgeting & Financial Management: 
Excel also carries out an important role in budgeting both for business organizations as well as individuals. Across the professional settings, all the finance departments make use of Excel for keeping a proper track of the income, expenditure, forecasting profits and effectively managing the flow of cash (Petrova and Ştefănescu 2022). For instance, owner of a small business might create a monthly budget spreadsheet that keeps a record of several operating expenses such as salaries, rent & utilities. By directly comparing the projected and the actual costs through formulas, the owner can clearly identify any overspending and make necessary adjustments to the future budgets, accordingly. 
In personal life, Excel is again equally valuable. All the individuals can make use of spreadsheets for effective management of household income, monitor all individual expenses such as entertainment, transport & grocery as well as keep a track of savings goals (Yang, Hu and Ma 2026). For instance, through categorisation of expenses and making use of pie charts for visualizing the patterns of spending, a person might entirely realise that dining out also consumes a huge percentage of the income. This mentioned insight can offer encouragement to an improved planning of finance as well as saving habits. Hence, Excel effectively promotes responsibility along with a financial awareness. 
Excel for Reporting & Communication: 
Another important functionality offered by Excel is reporting. The business organizations mostly rely upon clarified & accurate reports for communicating performance to all the relevant stakeholders. Excel allows the users to visually present the data with the help of graphs, charts as well as dashboards (Kaluvakuri and Peta 2022). For instance, a human resources department might make use of Excel for generating reports based upon recruitment statistics, employee attendance or rates of training completion. These mentioned reports then can be potentially shared with the existing senior management for directly informing strategic planning. 
The contained ability of creating several professional-looking reports also brings enhancement to efficiency at the workplace. Several features of filtering, sorting and validation of data also ensure consistency & accuracy. In addition to this, Excel files can be rightly integrated with all the other applications of Microsoft Office, which allows the data to be rightly embedded into the PowerPoint Presentations or Word reports. This mentioned integration brings notable improvement to communication and effectively ensures that the data is clearly & professionally presented. 


Excel for Decision-Making: 
Decision-making in both the business as well as the personal contexts in an increasingly manner relies upon accurate form of data analysis. Excel offers support to this mentioned process by allowing the users to clearly model different kinds of scenarios (Versal et al. 2023). For instance, a company wholly considering expansion in its business operations can make use of Excel for forecasting the projected costs & revenues under different kinds of assumptions. By making notable adjustments to variables such as production costs, pricing or volumes of sales, all the managers can directly assess the potential risks as well as benefits right before the final decision is undertaken. 
In a similar manner, individuals can also make use of Excel for undertaking informed personal decisions. For instance, when taking decision if to purchase a car or to continue making use of public transformation, a specific spreadsheet can directly compare the long-term costs of maintenance, fuel and insurance (Agarwal, Ray and Varghese 2024). Through calculation of total expenses over multiple years, the individuals can directly choose the most sustainable option in financial terms. Hence, excel offers support to evidence-based rational decisions rather than just relying upon the set of assumptions. 
Conclusion: 
In conclusion, Microsoft Excel turns out to be an important tool meant for management, analysis & presentation of data in both professional as well as personal contexts. This offers support to reporting, budgeting and informed decision-making with the help of a structured organizational along with features of powerful analytics. By wholly developing stronger Excel skills, all the individuals bring enhancement to productivity, employability & financial awareness, which makes it a crucial digital competency for the modern life. 
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		Income		Amount per Month(£)		Annual Amount (£)				Expenditure		Amount per Month(£)		Annual Amount(£)

		Wage 1		3100		37200				Rent/Mortgage		800		9600

		Wage 2		800		9600				Council Tax		180		2160

		Trust Funds		150		1800				Electric		90		1080

		Stocks/Share payouts		135		1620				Gas		100		1200

		Universal Credit 		400		4800				Water Rates		20		240

		Student Finance		0		0				Food		600		7200

		Other		250		3000				Car Insurances		100		1200

		Total  Income		4835		58020				Car Tax		25		300

										Fuel		350		4200

										Child Care Costs		500		6000

										Loans/Credit Cards		300		3600

										Others(Birthdays/Savings/Holidays)		250		3000

										Total Expenditure		3135		39780

										Average Expenditure		327.5		3315

										Net Monthly Balance		1535

										Net Annual Balance				18240
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Introduction to My Digital Skills Journey



Building skills for the digital economy



























Effectively developed all essential digital skills meant for academic & professional development. 





Gained significant confidence utilizing Microsoft 365 applications in an effective manner (Farias-Gaytan, Aguaded and Ramirez-Montoya 2023). 





Improved awareness of digital responsibility & workplace expectations. 

























JISC Digital Capability Assessment 

Completed the JISC Digital Discovery Tool self-assessment. 

Clearly identified strengths in communication & information literacy. 

Potentially recognized several development areas in terms of digital creation & collaboration. 





University of Wales Trinity Saint David | Playlists































Action Plan and Digital Badges

Created SMART goals for improvement of weaker skill areas. 

Completed recommended digital skills badges meant for effective development (Mokhtari 2023). 

Monitored the progress with the help of structured weekly practice. 





Action Plan Template: Guide With Steps and Examples





















































Outlook & Task Management Skills

Improved professional email organization as well as inbox management. 

Utilized digital calendars meant for reminders and scheduling. 

Applied Planner and To Do for a properly structured task management. 



Microsoft Outlook | Reviews, Pricing & Demos - SoftwareAdvice GB































LinkedIn 



LinkedIn Skills: Skills to Put on LinkedIn - Octopus CRM

Build and effectively optimized a professional LinkedIn Profile. 

Completed the LinkedIn Learning courses in the Office applications.  

Clearly strengthened personal brand along with an online professional presence.





























Microsoft Word and Document Creation

Directly applied formatting, structured layouts as well as headings in an effective manner. 

Brought improvement to referencing along with academic presentation standards (Kaluvakuri and Peta 2022). 



Microsoft Word for Android (and iOS) cheat sheet – Computerworld































PowerPoint & Presentation Development 



What Is Microsoft PowerPoint? History, Features & Uses Explained



























Utilized Slide Master, layouts as well as design tools in an effective manner. 





Properly integrated transitions, visuals as well as embedded media. 





Potentially delivered increasingly engaging as well as properly structured presentations in a confident manner. 









Excel and Data Handling Skills

Learned formulas including AVERAGE, SUM and IF functions. 

Created the budgets, financial analysis spreadsheets as well as charts (Rebman et al. 2023). 

Properly understood the procedure of data-driven decision-making. 



Definition of Excel | Its Uses and Features for Beginners 2026





























Reflection & Future Application

Increased confidence utilizing the digital tools in an independent manner. 

Effectively developed a set of transferable skills meant for a future employment. 

Appropriately prepared to directly apply several digital competencies in terms of career and studies. 



(19) The Future of Application Development | LinkedIn
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