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Task 1 - Assessment of Digital Skills
JISC Discovery Tool Reports
The JISC Discovery Tool aided in evaluating my digital literacy, revealing strengths in basic computing but pinpointing areas for growth like data analysis and multimedia creation. This feedback clarified my skill level and indicated development areas that could aid academic and career success. I intend to seek training to improve these skills.
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Assessment of Digital Skills and Recommendations

Through the JISC Discovery Tool assessment, I gained valuable insights into my digital capabilities across multiple domains. The evaluation revealed my strengths in basic digital literacy while highlighting opportunities for growth in more advanced areas. This comprehensive self-assessment has been crucial in understanding where I currently stand in my digital skills journey and what steps I need to take to enhance my capabilities for both academic and professional success.

Digital Identity and Wellbeing

The evaluation showed I'm more aware of managing my digital identity and staying safe online. I now understand how to maintain a professional online image and protect my personal details. Still, the JISC tool suggested I learn more about data privacy rules and controlling my digital footprint. So, I'm paying closer attention to what I post online and checking the privacy settings on my social media accounts. In the future, I intend to take extra classes on digital citizenship and online security to build on what I already know.

Information and Media Literacy

One of my strongest areas, as identified by the assessment, is information literacy. I'm comfortable searching for academic resources, evaluating source credibility, and using library databases effectively. The JISC recommendations encouraged me to expand my skills in critical evaluation of digital media and understanding misinformation. I've addressed this by completing the Critical Thinking for Better Judgment and Decision-Making course on LinkedIn Learning, which has enhanced my ability to analyse information critically and make evidence-based decisions. This skill is particularly relevant in today's information-saturated environment, where distinguishing reliable sources from misleading content is essential.

Digital Creation and Innovation

The evaluation showed a need for improvement in one area. I was comfortable with basic software, but I needed confidence in making complex digital content and using tech for fresh ideas. The JISC tool suggested getting better with the Microsoft Office Suite. I did this through LinkedIn Learning courses. I finished basic training in Word, Excel, and PowerPoint for Microsoft 365. This made me much better at making professional documents, examining data, and designing interesting presentations. These skills are already helping with my schoolwork, and I can now create better assignments.
Communication and Collaboration
The evaluation revealed that I have some skills in digital communication and teamwork. I know how to use email, messaging apps, and simple video calls. Yet, JISC's advice pointed out that I should get better at using digital workspaces and project management tools for teamwork. I got some good practical skills during the module. When Storm Claudia stopped classes, and we started using Microsoft Teams, I got useful experience with teamwork platforms. This helped me learn how to talk and work with people online. This skill is becoming more important in school and work.

Learning and Career Development

The JISC assessment pushed me to think of digital skills as part of my career growth, not just something I learn once. This change in how I see things has been very helpful. Now, I'm always searching for ways to learn online, and I know it's key to keep up with tech changes. I've finished several LinkedIn Learning courses, which shows I'm dedicated to learning all the time. I’ve also begun to create a digital portfolio to display my skills. This will be useful for my career later. The assessment's focus on how digital skills relate to careers made me realise these skills aren't only good for school but are important for any job.

Future Development Plan

Drawing from JISC suggestions and my module experience, I’ve created a plan to improve my digital skills. I will start by getting better at Excel, focusing on data visualisation and formulas for business analytics. I also want to learn project management tools and software for teamwork that people use at work. Plus, I plan to learn more about artificial intelligence and how it can help with productivity and creative work. The JISC framework gives me a guide for getting better, and I will keep checking my skills and setting new goals. The JISC Discovery Tool helped me see my digital skills clearly. I now understand what I’m good at and how to address the areas I need to work on. Completing certificates and earning badges shows that I’m serious about following the assessment’s guidance. This collection of work proves I’ve gained real skills that will help me in my schoolwork and career.
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Relevance of Excel in Professional and Personal Life

Introduction
Microsoft Excel is a tool that's very important for managing and understanding data, both at work and in our personal lives. Since it came out in 1985, Excel has changed a lot. Now, it's not just a basic spreadsheet program; it's also a strong platform for things like financial analysis, data charts, project management, and making smart choices. This writing will look at how Excel is used today, covering its uses in businesses and for individuals. It will also share my own experiences using Excel while working at DHL. Knowing what Excel can do and how to use it well is now a key skill. It helps people be more productive, think more clearly, and make good choices in all parts of life.

Excel in Professional environments 
Excel is a key tool in almost all jobs and fields. Finance experts use it for creating models, predicting trends, and studying budgets. They use its special features to study possible situations and judge risks. Its power to deal with big sets of info helps accountants keep track of money matters, watch costs, and make reports for interested parties. Marketing teams use Excel to check how well campaigns are doing, track info on customers, and sort groups by actions. HR divisions depend on it for planning staff needs, comparing salaries, and watching how workers are doing. Its flexible nature stretches to running projects, where units use it to draw charts, keep up with goals, and assign resources. Studies show that knowing Excel is listed in most job postings, showing how important it is at work. Its value is boosted by how well it mixes with systems and databases. Workplaces depend on decisions based on information, and Excel acts as a link between data and helpful ideas. It works with planning systems, customer platforms, and business tools, making it a key part of the workflow. People who learn its features, like tables and formatting, get a leg up in their careers. Also, its scripting skills let people make usual tasks automatic, which raises output and cuts mistakes.

My Professional Experience with Excel at DHL
During my time at a DHL site, I gained experience with Excel in logistics and operations. Excel proved valuable in several functions, including team management, stock control, and supplier interactions. The IT team supported us by creating Excel systems and providing training. As a team leader, I used Excel for daily tasks like staff allocation, attendance tracking, and monitoring productivity. Initially, I tried manual tracking, but it was time-consuming. The IT team then developed automated Excel sheets with formulas, which made the work much faster. They trained us in data entry, formula functions, and results interpretation. This support enabled me to understand work rates and improve resource allocation and training. In my role as an administrator, Excel was key for tracking stock, managing purchase orders, and logging stock deliveries. The IT team built systems to monitor stock levels, track purchase orders, and record handling details. They provided training on using formulas to update counts, signal low stock, and reconcile orders with deliveries. This reduced errors and enhanced work quality. The systems improved supplier performance tracking and stock control throughout the processes. My experiences as a team leader and administrator showed me the power of Excel in resolving problems, due to IT team's support. Although I didn't create the formulas, learning to use and understand these systems added my skills with Excel and showed me the value of effective training.


Excel in Personal Life
Although I've used Excel a lot at work, I haven't used it as much for personal tasks. I see that it could be great for managing my finances and planning at home. Many find it useful for making budgets to track what they earn and spend. This helps them spot where their money goes and where they can save. My skills from DHL could help me track home expenses and watch my savings goals. In schools, Excel is a key tool for research and checking data. It helps organise experiment info, run stats, and create charts. Also, it allows students to grasp math ideas using pictures, and many schools teach Excel because it is a skill that can be used in many jobs.

Developing Excel
Completing the LinkedIn Learning courses for this module aided me in solidifying and broadening my hands-on skills. I was introduced to the core ideas for creating formulas, something I had previously only observed at DHL. This mix of practical work experience and formal learning has grown my understanding of Excel's flexible nature. I am most impressed by its ability to scale; the same ideas that our IT group used at DHL can be applied to personal budgets, school research, or detailed money models.



Conclusion
Excel remains quite relevant today. My time leading teams and working in administration at DHL, along with the IT team's training, showed me how Excel changes slow manual tasks into quick automated systems. From watching teamwork speed to keeping track of warehouse stock and handling orders from many suppliers, Excel helped keep things right and allowed decisions based on data. Since data is more vital for choices everywhere, knowing Excel is more than just a skill; it's a must for getting by now. Excel is useful, and I plan to keep learning how to use it better in my job and life as I go back to work after my leave and find new chances.
Excell Sheet
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Family Budget 2026

		Family of 3 - Annual Budget 2026

		Two Adults (with income) + 1 Baby (1 year old)

				Annual		January		February		March		April		May		June		July		August		September		October		November		December		Total

		INCOME

		Primary Salary (Gross)		£32,000		£2,667		£2,667		£2,667		£2,667		£2,667		£2,667		£2,667		£2,667		£2,667		£2,667		£2,667		£2,667		£32,000

		Primary Salary Tax (20%)		(£6,400)		(£533)		(£533)		(£533)		(£533)		(£533)		(£533)		(£533)		(£533)		(£533)		(£533)		(£533)		(£533)		(£6,400)

		Primary Salary 		£25,600		£2,133		£2,133		£2,133		£2,133		£2,133		£2,133		£2,133		£2,133		£2,133		£2,133		£2,133		£2,133		£25,600

		Secondary Salary (Gross)		£17,000		£1,417		£1,417		£1,417		£1,417		£1,417		£1,417		£1,417		£1,417		£1,417		£1,417		£1,417		£1,417		£17,000

		Secondary Salary Tax (20%)		(£3,400)		(£283)		(£283)		(£283)		(£283)		(£283)		(£283)		(£283)		(£283)		(£283)		(£283)		(£283)		(£283)		(£3,400)

		Secondary Salary 		£13,600		£1,133		£1,133		£1,133		£1,133		£1,133		£1,133		£1,133		£1,133		£1,133		£1,133		£1,133		£1,133		£13,600

		TOTAL NET INCOME		£39,200		£3,267		£3,267		£3,267		£3,267		£3,267		£3,267		£3,267		£3,267		£3,267		£3,267		£3,267		£3,267		£39,200



		EXPENSES

		Rent		£10,440		£870		£870		£870		£870		£870		£870		£870		£870		£870		£870		£870		£870		£10,440

		Gas & Electric		£2,700		£250		£250		£250		£200		£200		£200		£200		£200		£200		£250		£250		£250		£2,700

		Council Tax		£1,500		£125		£125		£125		£125		£125		£125		£125		£125		£125		£125		£125		£125		£1,500

		Groceries & Household Items		£7,200		£600		£600		£600		£600		£600		£600		£600		£600		£600		£600		£600		£600		£7,200

		Car Insurance		£1,680		£140		£140		£140		£140		£140		£140		£140		£140		£140		£140		£140		£140		£1,680

		Petrol		£1,200		£100		£100		£100		£100		£100		£100		£100		£100		£100		£100		£100		£100		£1,200

		Baby Essentials (Nappies, Formula, Clothes)		£3,000		£250		£250		£250		£250		£250		£250		£250		£250		£250		£250		£250		£250		£3,000

		Phone & Internet		£900		£75		£75		£75		£75		£75		£75		£75		£75		£75		£75		£75		£75		£900

		Clothing & Personal Care		£840		£70		£70		£70		£70		£70		£70		£70		£70		£70		£70		£70		£70		£840

		Entertainment & Dining Out		£600		£50		£50		£50		£50		£50		£50		£50		£50		£50		£50		£50		£50		£600

		Savings & Investments		£1,500		£125		£125		£125		£125		£125		£125		£125		£125		£125		£125		£125		£125		£1,500

		Emergency Fund Contribution		£1,200		£100		£100		£100		£100		£100		£100		£100		£100		£100		£100		£100		£100		£1,200

		TOTAL EXPENSES		£32,760		£2,755		£2,755		£2,755		£2,705		£2,705		£2,705		£2,705		£2,705		£2,705		£2,755		£2,755		£2,755		£32,760



		NET INCOME (Surplus/Deficit)		£6,440		£512		£512		£512		£562		£562		£562		£562		£562		£562		£512		£512		£512		£6,440
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