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1. Messy Folder
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Example of my work:  
Screenshot of a previously messy folder reorganised into labelled subfolders.
What the work is:
· Cleaning and structuring a disorganised digital folder
· Creating clear subfolders and naming conventions
· Removing duplicates and grouping files logically
What skill it shows:
· Digital organisation
· File‑management strategy
· Attention to detail
What I learned:
· A messy folder wastes time
· Clear structure makes everything easier to find
· Naming rules keep future files organised automatically
Skills I Used
Before and after comparison of the folder layout.

What the work is:
· Sorting files by type, date, and purpose
· Applying consistent naming 
What skill it shows:
· Problem‑solving
· Digital literacy
· Systematic thinking
What I learned:
· Small digital habits prevent big digital chaos
· Organisation improves speed and reduces stress
What the work is:
· Understanding what each file was
· Deciding how to group unrelated items
· Avoiding accidental deletion
What I Can Now Do Alone
Screenshot of a fully organised folder system.
What the work is:
· Creating folder structures from scratch
· Maintaining organisation without help
· Applying naming rules automatically
What skill it shows:
· Independence
· Digital confidence
· Self‑management
What I learned:
· I can organise any folder on my own
· I can keep digital spaces tidy long‑term
How These Skills Help Me in Study, Work, and Daily Life
Image of neatly organised study/work folders.

What the work is:
· Using organisation to manage assignments, documents, and personal files
· What skill it shows:
· Productivity
· Time management
· Professional digital behaviour
What I learned:
· Study: easier to find notes and submit work
· Work: faster access to documents and better teamwork
· Daily life: less stress, more control over digital clutter

2. [image: ]Saving Information Safely
What the work is:
· Protecting digital information that may change or disappear
· Saving important pages as PDFs or screenshots
· Keeping stable versions of online content

What skill it shows:
· Digital information management
· Data protection
· Smart use of saving tools

What I learned:
· Websites are not permanent
· Saving copies prevents losing important content
· Having your own version gives control and security
Skills I Used
Comparison between an online page and its saved PDF version.
What the work is:
· Identifying content that might change
· Choosing the right format to save it
· Organising saved copies in clear folders
What skill it shows:
· Digital literacy
· Decision‑making
· Organised file management
What I learned:
· Not all digital information stays the same
· Saving properly is part of good research
· Prevention saves time and stress
Tools I Can Use Well Now
Screenshot using “Save as PDF”, “Screenshot”, and “Download”.
What the work is:
· Saving webpages as PDFs
· Taking screenshots
· Downloading full articles
· Renaming files clearly
What skill it shows:
· Confident use of digital tools
· Efficient file handling
What I learned:
· Each tool works best for different content
· Clear file names avoid confusion
· Good saving habits make studying and working easier

What Was Hard at the Start
Image of broken links or pages that no longer exist.
What the work is:
· Knowing which content might disappear
· Deciding what to save
· Keeping order among many saved files
What skill it shows:
· Critical thinking
· Organisation
· Attention to detail
What I Can Now Do Alone
· Creating my own saving system
· Keeping information safe without help
· Combining notes, links, and saved files
What skill it shows:
· Digital independence
· Information management
· Good archiving habits
What I learned:
· I can secure my information on my own
· My folders are now clear and useful
· Saving safely is a long‑term habit
How These Skills Help Me in Study, Work, and Daily Life
· Applying safe‑saving methods to real tasks
· Productivity
· Professional organisation
· Responsible information handling
What I learned:
· Study: I never lose important articles
· Work: I can share stable versions with colleagues
· Daily life: I keep recipes, documents, receipts, and forms safe



3. [image: ]Purpose and Audience in Business Email
A short, clear business email using the person’s name and a clear purpose.
What the work is:
· Composing a polite, structured business email
· Stating the purpose early
· Ending with a clear sign‑off
What skill it shows:
· Professional communication
· Clarity and tone control
· Email etiquette
What I learned:
· Small details change how an email is received
· Using names builds respect
· Clear purpose saves time for everyone
kills I Used
Email draft showing greeting, purpose, details, and polite closing.
· Structuring information logically
· Choosing the right tone
· Keeping messages short but complete

What skill it shows:
· Written communication
· Organisation of ideas
· Professional behaviour
What I learned:
· Readers need to understand the message quickly
· Too much text creates confusion
· Politeness improves collaboration
Tools I Can Use Well Now
· Using subject lines effectively
· Formatting text for clarity
· Adding CC/BCC when appropriate
What skill it shows:
· Confident use of email platforms
· Clear digital communication
What Was Hard at the Start
Early email draft with unclear purpose or missing details.
· Learning how much information to include
· Balancing politeness with directness
· Avoiding long, confusing messages
What skill it shows:
· Editing
· Tone awareness
· Attention to detail
What I learned:
· Short emails can still be professional
· Clear purpose prevents misunderstandings
· Politeness matters even in stressful situations
What I Can Now Do Alone
A polished business email ready to send.
· Writing complete, professional emails independently
· Structuring messages without guidance
· Using names, purpose, details, and sign‑off correctly
What skill it shows:
· Independence
· Professional communication
· Confidence in digital writing
What I learned:
· I can write business emails quickly and clearly
· I know how to adapt tone to different situations
· My emails help avoid confusion and save time
How These Skills Help Me in Study, Work, and Daily Life
Applying email etiquette to real communication
What skill it shows:
· Productivity
· Professionalism
· Clear information sharing
What I learned:
· Study: emailing teachers clearly gets faster responses
· Work: professional emails build trust and efficiency
· Daily life: polite communication avoids conflict and misunderstandings
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Saving Information Safely

* Not all digital
information stays the
same.

* Webpages can:
* Be updated
* Be removed

* Move to a different
address

To protect yourself:

* Save important pages as
PDFs or screenshots

* Download articles when
possible

* Keep links and notes
together

* Rename files so you know
what they are
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Basic Things to Remember in Business
Emails

* Small details make a big difference in professional
communication.

* Always try to:
* Use the person’s name
* Builds respect and shows the emailis meant for them.
* Be clear about why you are writing
» Say the purpose early so the reader understands quickly.
* Give enough information
* Not too long, not too short. Help the reader know what to do next.

* Be polite and professional even if the message is short or the situation
is stressful.

 Sign your own name, so the reader knows who you are and how to reply.
* Clear and polite emails save time and avoid confusion.





