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Task 1: Assessment of Digital Skills (700 words)
Importance of Digital Skills
Digital skills are essential part of everyday life including work related reasons, studying, communicating and day to day tasks the importance is growing rapidly, and it will continue to do so in the future (world Economic Forum, 2023) the more knowledge you have in digital era the easier you will find it to locate information and sources and also have wider range of better job opportunities as most work places require just even basic level of digital knowledge it has also reshaped the way employees perform within the work place (Charles et al., 2022) and also made day to day life a lot easier.
Digital skills are also essential in higher education as it improves learning like using digital tools for efficient research, data analysis and to make education more interactive also this is how students will upload any completed work or get work completed at home that was not done in the classroom without the use of digital skills and access it would be a challenge for a student to meet deadlines and get work completed so it is a big factor .
Overview of the JISC Digital Capability Tool
The JISC capability tool is an online series of non-judgemental questions for students to have a better understanding of where they currently are with their capabilities in digital learning and the standard they are at with it (jisc,2024)
The JISC Digital Capability Tool made me have a better understanding of my digital strengths and weaknesses after doing the questionnaire and what I need to focus more on to improve my knowledge and understanding after doing this I was presented with a chart of my results.
Summary of JISC Results
The results from the JISC Digital Capability tool chart shows my strong and not so strong points, Digital identity management being one of my stronger points alongside Digital wellbeing and preparing for digital learning which shows I am confident in these sectors, my not so strong points were Digital participation, Digital collaboration and Digital creation  which shows that I have room for improvement as these things are essential when is comes to classroom learning or future job opportunities to help you succeed to the fullest so using digital skills in the correct way is important  not allowing distractions to get in the way digital work overload can also have a negative impact (jisc,2024) it’s important to make sure everything is done correctly i.e. planning, using correct sources and research, the chart attached below shows my results for this.
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Strengths in Digital Skills
One of my strengths shown on the chart above which is important for both classroom learning and work environments is Digital identity management this key skill is essential because ensures that the right individuals have access to the right resources and the right time for the correct use because keeping work safe is important,  it guarantees that not just anyone can have access to it (Ganeswar swain 2024). For example, always having passwords and storing import work in the correct placement making sure you and only the people it concerns can reach it.
Another key strength of mine is Digital wellbeing this key skill is very important as it shows I am aware of the work overload and stress that can be caused by not using this skill in the correct way, too much screen time and bad habits will affect the mental wellbeing for example using you screen time for things like movie watching or scrolling social media, it’s essential to use it in the right way so it  will improve academic success (Toto and Limone 2021) 
Areas for improvement 
An area that needs some improvement is digital communication because this is essential when it comes to doing things like sending emails and communicating within the classroom or workspace it enhances engagement in a positive way by connecting people regardless of zone or location, effective communication is a major  component of successful organizations (Zink 2017)
I often forget to send emails or stay connected with people which will lead to be either not being up to date on things or not know what I need to be doing improving on this will cause less stress when it comes to knowing everything is as it should be.
Another area that could also use some improvement is digital collaboration this key skill is important when it comes to working together on projects by using digital tools it allows students and work colleagues to share ideas, assign tasks and solve problems without being in the same place, Shared databases provide solid grounds for collaboration building (Edith Toure 2014)
I often struggle with working in a team and sharing ideas as I prefer to work alone which can lead to not being at the same pace as others so improving on this with help when it comes to teamwork or working in in environments that involves others.
Action Plan Using SMART Goals 
To make a positive change to my weaker digital skills points I have made the following goals:
. specific : To ensure I am communicating well with others to know that we are all on the same timing and have the right information.
. Measurable: Check and keep up to date with important emails and class work. 
. Achievable : Log onto my emails daily to make sure I’m not missing anything.
. Relevant : These techniques will improve on my communication skills.
. Time frame : I would like to improve on this within the next 3 months.
To improve on this overall, I will try to watch tutorial videos or do any tasks that will help with the confidence on these things because these skills are important for me to succeed in either higher education or any future workspace.







Reflection and Conclusion 
Improving on these Digital skills with help me in both classroom learning and future workplace as both these environments include a lot of communication and collaboration it will take less pressure from workload and help me deliver better if I’m ever working in a team.
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Task 2: LinkedIn Learning Certificates
Outlook Essential Training (Microsoft 365)
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Word Essential Training (Microsoft 356)
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PowerPoint Essential Training (Microsoft 365)
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Excel Essential Training (Microsoft 365)
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Task 3: Relevance and Importance of Microsoft Excel (1,000 Words)
Introduction
Microsoft Excel is foundational tool in data science and data analytics, as the field of data science evolves Excel is a trusted partner allowing users to transform sensitive data into meaningful insights with ease and efficiency, it provides an organised setting using rows and columns to place information in a structured manner, Excel is a good key skill to have as it gives you better advanced job opportunities (111 Job Bank 2021)
In Higher Education Microsoft Excel enhances a student’s employability it strengthens data analysis skills and academic organization, students can use Excel for tracking assignments, managing budgets and organizing research data, Excel is the most used and useful spreadsheet software in the world (Cocking 2017) Excel can also be a useful tool for day to day life because it can help people when it comes to money budgeting and spending. This part investigates why Excel is a valuable tool showing budgeting, money spending and decision making.
Uses of Microsoft Excel
Data Analysis
Microsoft Excel plays an important part in data analysis especially people who need to visualise and interpret data-related work without needing to rely on more complex data platforms Excel is a tool that brings important data and strategic insights together.
Excel can be used can create reports to show students and colleagues a brief outline of a product, it allows you to follow changes using the highlight tool and you can also use it to merge data with the Vlookup tool as it cuts out hassle and saves you a lot of time. Excel gives various types of charts and graphs for correct organization and visualisation in which can view data from multiple angles (Harvey 2017) the latest version of excel includes Ai features that can give you suggestions on the charts and data patterns and can also help with autocorrect errors this makes it smarter and a lot more helpful.
Having these skills in Excel is important as they will be used frequently when it comes to higher education and future employment.
Budgeting and Financial Management 
Excel is a very helpful tool in personal life as it can keep track of your monthly  income and outgoings by using a chart to calculate the overall and it will let u know weather you are overspending or saving so this alone will keep  you on track and give responsibility. Its built-in abilities like SUM and AVERAGE and visual tools help identify spending patterns for potential savings ( Jacob 2024)
When it comes to using Excel in a business a setting it allows businesses to organise large datasets systematically making information organised and accessible companies use excel to manage customer records, maintain employees databases and categorise marketing efficiently which enhances accuracy and productivity it also allows companies to keep track of expenses. The ability to analyse data will impact a  company’s performance (Herlinawati and Machmud 2020)
Reporting and Decision-Making
Excel enables data-driven-decision-making by turning important data into actionable insights through automated reports, PivotTables and visual dashboards with charts and graphs, the key benefits are it reduces manual preparation time by a huge amount, when it comes to personal everyday life it can help with making decisions on what money needs to be spend on and how much, it also helps with budgeting correctly,  In a business setting it helps when it comes to  expenses being tracked and also for an employee’s performance and keeping track of up to date information allowing a business to decide if everything as it should be by tracking results. The Mythology is completely transferable across industries for similar decision making (Ajay K Aggarwal 2024).
6This household spreadsheet is an example of how to manage and organise income and outgoings in a way that is easily viewed and sorted into a formal manner keeping track of this effectively.
The task shows how to manage your money in a responsible way and to keep track of how much will be spent to make it easier to see what you are left with it’s a responsible way to money manage because excel is not only for profession purposes but also for day-to-day life.
Excel can also be used with pie chats to show where majority of income is being spent.
Below I have added the table to show an average income and outgoing of a family of four so it’s a clear view on what and where expenses are going.
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Reflection and conclusion 
Overall Excel in an important digital tool that supports data analysis whether it be for professional work settings or person every day-to-day life it helps organise, analyse and visualise information in a structured manner, it sorts filters and stores data in rows and columns and allows you to make task lists and timelines to manage projects.  
If its being used in personal life it can enhance your view on expenses and income making it easier to money mange 
If its being used in a work environment it can enhance views on keeping track of not just expenses but also an employee’s targets and performance using the digital tool also saves a lot of time.
Excel allows students in higher education to have a better understanding on how to organize, produce analytical thinking and gain confidence.

References
Aggarwal, K, A (2024) An EXCEL-Based Decision-Making Tool, reporting and decision making excel-Google Scholar https://share.google/pABaEJblymtHuxVA4 
Cocking, S. (2017) . Seven Reasons Why Excel is still used by half a billion people worldwide. https://irishtechnews.ie/seven-reasons-why-excel-is-still-used-by-half-a-billion-people-worldwide 
Harvey, G. (2007). Excel 2007 workbook for dummies. John Wiley & Sons. https://Pmc.ncbi.nlm.nih.gov 
Herlinawati, E, and Machmud, A. (2020) Improving SMEs Business Productivity with Microsoft Excel Training in the Big Data Era https://www.research.net/publication/384313819_improving_SMEs_Buissness_Productivity_with_Microsoft_Excel_Training_in_the_Big_Data_Era 

Jacob, A. S. (2024). Basic Data Analysis in Everyday Life Using Excel MIIT -Technology. https://www.mitt.tech/post/basic-dadt-analysis-in-everyday-life-using-excel
 
1111 Job Bank (2021). Information assistant licence, salary quotes,  job requirements 1111 Job Dictionary https://careermaster.1111.com.tw/detail/140405 








Reflective presentation

[image: ][image: ] [image: ]
[image: ]
[image: ][image: ][image: ]
            [image: ]

image3.jpeg
Linked ] Learning

Outlook Essential Training (Microsoft
365)

Course complsted by lauren watkins.
Mar 06, 2026 a1 12:30PM UTC - 2 hours 12 minutes

Top skills covered





image4.jpeg
Linked ] Learning

Word Essential Training (Microsoft
365) (2023)

Course complsted by lauren watkins.
Mar 06, 2026 ot 02:15PM UTC 2 hours 33 minutes.

Top sills covered





image5.jpeg
Linked [ Learning

PowerPoint 2019 Essential Training

‘Gourse completed by lauren watkins
Mar 07, 2026 a1 02:31PM UTC - 2 hours 2 minutes.

Top sills covered

= O]





image6.jpeg
Linked ] Learning

Excel Essential Training (Microsoft
365)

Gourse completed by lauren watkins
Mar 08, 2026 ot 03:14PM UTC - 2 hours 56 minutes

Top sills covered

=y o}





image7.jpeg
Income Amount per | Expenditure Amount per month
month ££€ £eg
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future career.
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          My Results My results on JISC showed me what My strengths and weaknesses are and gave me a better understanding on my digital capabilities . Strengths . Digital identity management . Digital wellbeing . Digital Skills for work Weaknesses . Digital communication . Digital collaboration I plan to improve on these skills by working on communicating better with others online by using emails and shared documents to help me collaborate effectively in digital environments. By practicing these skills using digital collaboration tools more often I will become more confident working with others and online these skills will support my academic studies and will be very useful in my future career .    JISC assessment results & action plan
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               36 LinkedIn Learning I watched 4 videos on LinkedIn learning these were . Outlook Essential Training (Microsoft 365) This taught me about managing emails, calendars, inbox organization, creating meetings and managing to - do lists. . Word Essential Training (Microsoft 365) This taught me about Text editing and structure, adding images shapes and tables, Document Setup and Formatting, creating table of contents and editor tool for grammar. . PowerPoint Essential (Microsoft 365) This taught me about creating presentations, Slide management, content creation, Finalizing & Delivering . Excel Essential (Microsoft 365) This taught me collaboration by Protecting sheets, sharing workbooks and tracking changes , Data organization by entering editing and formatting data and functions like IF and VLOOKUP    3   
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        Microsoft Exce l    I used excel to design a chart on income and outgoings this included . Listing all income for one household . Listing all important outgoings such as rent, food , utility bills, car payments, child costs and occasion spending . Listing actual amount spent each month on these things using this format, it allows a clear visual understanding on where the money is being spent making it easier to know what you are left with each month, excel also allows you to make changes easily if needed and is a great tool used for organization.  This Photo by Unknown Author is licensed under CC BY - SA  
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          Conclusion Developing my Digital skills in higher education will support both future learning and, in my career, it gives me confidence in using digital tools and allows me to complete assignments to a high standard and communicate with other students and tutors. Improving on these skills will help me become a more independent learner and more capable in future job positions .   
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