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700 words on your assesment of digital skills Plus recommendations and badges you have completed because of this report. 
(5 references)

Technology has advanced so much within the last ten years and it evolves every single year. We now live in a digital era so digital skills are essential now in day to day living, as well as within a work environment. I completed the JISC discovery tool to assess the skills that I do have so I could see what I need to expand on or what I needed to learn from scratch. According to (UWE 2024) Digital capability is important for the students to ensure that they have the skills needed to move into employment, and the Jisc Discovery Tool is a way to help identify and enhance digital skills. My results were what I expected to be honest. My digital skills are very basic and there was so much I needed to learn. 
My digital proficiency was quite poor. According to Gupta V. (2025) Digital proficiency refers to the ability to confidently use technology to communicate, collaborate, solve problems, and make informed decisions. I lack confidence when using technology as I find it difficult to adapt to change. Technology was so basic when I was last in a learning environment so I manage to just get by with just knowing the basics. I lack confidence with technology as I am afraid to get it wrong. 
My JISC results also shows that my digital productivity also needs improvement. According to Anderson.C (2024) In our fast-paced, technology-driven world, the concept of digital productivity has become essential. It refers to how effectively we use digital tools and resources to enhance our output, whether in our personal or professional lives. This is a skill I need to develop. I can struggle to stay focused and get the important tasks managed first, especially when I have multiple tasks to complete. I need to learn the most efficient way of using digital tools and technology so I can achieve the goals that are set.
One of my strengths was digital identity management. According to (one identity)
A digital identity is a virtual representation of an individual in the digital world. It comprises the attributes and information that uniquely define and distinguish them online. Digital identity management is making sure that your information online stays safe and protected. You can use authentication or multi-factor authentication before being able to access your information. This gives added security to your personal information and helps to keep you safe from cyber attacks.
The other strength was digital wellbeing. According to Fencker.P(2025) Digital well-being is about creating an intentional, healthy relationship with technology that supports rather than undermines your mental health.  According to (corexta 2025) The Pomodoro Technique is more than just a timed work strategy. It’s a productivity system designed to improve concentration, reduce burnout, and break overwhelming tasks into manageable chunks. I now use this technique every single day to ensure that I take frequent breaks and allow myself time to get tasks done without the anxiety and worry over my head. Before I heard about this technique, I used to get overwhelmed and struggle to get things completed.
Going forward, I am going to continue to attend every lesson. I have obtained the badges for doing the skills tests, but I am waiting for the badges to be sent to me. I will complete any other badges and courses as they come and my aim is to be feeling confident in using technology by the time this course is completed. 
Improving my digital productivity will be the most useful skill I can develop. I would like to feel confident in being able to complete assignments on time, without all the worries and distractions taking over. My digital proficiency is a work in progress. I have learnt a lot of shortcuts and useful tools within Microsoft word that will help me to develop my role within my business. I can now feel confident in creating questionnaires for our clients quickly and simply by using forms rather than using blank documents. I plan to return to the office after the Christmas break and feel confident in my job role. Even if that means working alone and know I have the knowledge needed to make my job easier.



References

Corexta (2025) How to Manage Time with the Pomodoro Technique
How to Manage Time with the Pomodoro Technique | Corexta: Your All-in-One Business Management Solution

UEW (2024) Jisc Discovery Tool
Available at http://Jisc Discovery Tool | Digital Learning


One identity (2025) What is a digital identity?
Available at http://What is Digital Identity Management | One Identity


Anderson.C (2024) What is digital productivity?
Available at http://What is digital productivity? – Focuskeeper Glossary

Gupta.V(2025) What Is Digital Proficiency?
 Available at http://What Is Digital Proficiency? | Kapable Glossary

Fenker P. (2025) What Is Digital Well-Being and Why Is It Important?
Available at http://What Is Digital Well-Being and Why Is It Important? - OpenUp
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Write a 1000 word essay on Relevance of Excel in professional and personal life. 
8 references
When excel was created in 1985, it started as a basic spreadsheet program, as time as progressed, excel has strengthened and developed quickly to become one of the most versatile tools for businesses, students, and professionals alike. Over the last 40 years, excel has grown from strength to strength with its ability to organise and analyse data efficiently and effectively.
Excel is used daily by millions of people for a variety of reasons. According to (Williams.E.2025) Excel is like a digital filing cabinet that helps you manage various parts of life in one place. With its tabular structure, you can easily list, categorize, and organize information for anything from budgeting and grocery planning to project management and health tracking. This is why so many people use excel in order to calculate their finances on a weekly/monthly basis. It is a clever way to see your income and all your outgoings to ensure you are not living above your means. Excel can also create a graph so you can visualise the data rather than going through numbers and this is a great way to organise what you intend to use your disposable income on. You can add colours to bars to make sure the important outgoings are highlighted and with the tools provide in the ribbon you can create different looks etc you can change the colours in the columns in order of importance. By doing this, anyone within the household can see what needs to be done first and more importantly, how much they can spend after everything else has been paid. Excel is also a useful tool to organise everyday life and who needs to be where on any given day. When bigger families have after school activities to manage, looking at a spreadsheet would be a very quick way to ensure they know which child had which activity and at what time, rather than searching through messages or emails to check they haven’t missed it. According to (Williams,E 2025) With Excel, you can plan your meals for the week or month by creating a spreadsheet that outlines what you’ll eat each day. You can include recipes and the necessary ingredients, automatically generating a grocery list based on your meal choices. Having everything organised like this is a brilliant way of time management and limiting the amount of food that could be wasted which in the long run would save you money. Spreadsheets are also a positive way to look at your finances to organise your debt. According to (lanoue,S.2025) Building an automated debt tracker in Excel puts you in the driver's seat of your finances. By combining organized tables, powerful formulas, and clear visualizations, you’ve created a personalized tool that gives you the clarity needed to conquer your debt effectively. This would also be able to give you a date when you could potentially be debt free. Just by seeing a date that things could improve makes the situation easier to deal with.
[bookmark: _Hlk216174715][bookmark: _Hlk216173736]According to (geeksforgeeks,2024) one tool could help you organize data, create budgets, track projects, and even build dashboards—all in one place? That’s the power of Microsoft Excel. From small businesses to Fortune 500 companies, Excel has become a cornerstone of workplace productivity. Business around the world use excel as it is still relevant and useful. According to (Charlesworth, L.2024)  Microsoft Excel isn’t just a programme for spreadsheets; it’s an essential tool for modern businesses. Despite the rise of new software, many industries continue to use Excel widely for various tasks It allows business to create invoices quickly and efficiently. According to (invoice simple, 2024) Creating an invoice from scratch might seem tough if you’ve never done it before. Learning how to manage invoices with Excel is actually very straightforward. By following these steps, you’ll have a professional-looking invoice in no time. According to (Caffrey, R 2025) Ask any business that still uses Excel why they do, and most will say it’s because it’s familiar. Some might comment that it’s versatile, or because it integrates with the other Microsoft tools that they also use. According to (Haq R, 2024) Spreadsheets can also be used to create a training matrix. This is basically a table to keep track of employee training programs, which helps the managers of a company decide how many employees need training and how much, assisting in the development of an employee.  A lot of transactions use this method as it is simple to read and can be updated quickly. Every employee can then be added to the matrix along with every training course that the company provides. Every training course could have a colour scheme to represent completed. This shows the employer which employees are up to date with that particular training and when they are due to refresh it. 
According to (Jacobs M, 2024) Whether you’re analyzing sales figures, customer data, or any other dataset, pivot tables are indispensable tools. Pivot tables are an easy way to identify patterns such as attendance. This could be attendance in work or attendance in training. You can easily filter to search by person, dates and lateness. This is an effective way of collecting the data and it saves time searching through paperwork.
As you can see from the research I have done for this assignment, excel has developed into one of the most reliable and essential tools for businesses. It allows employers to have a clear picture of all the data collected, whether that be training, attendance or just general invoicing. Excel is also used widely for personal use. It can be used to help with financial budgeting, debt repayment and a schedule for busy families. This is a brilliant way of reducing the stress and worry of everyday life. Everyone can see what has to be paid when and who needs to where at any given time.





References

Lanoue,S.(2025) How to Create a Debt Tracker in Excel
Available at Http://How to Create a Debt Tracker in Excel
Invoice simple, (2024) How To Create an Invoice in Excel With Free Templates
Available at http://How To Create an Invoice in Excel (With Free Templates) - Invoice Simple

Jacobs.M.(2024) How to Pivot Table in Excel: A Step-by-Step Guide for Beginners
Available at http:// How to Pivot Table in Excel: A Step-by-Step Guide for Beginners

Haq R, (2024) How to create a training matrix in excel (3 easy methods)
Available at http://How to Create a Training Matrix in Excel (3 Easy Methods) - ExcelDemy 

Jacobs.M.(2024) The Pioneers of Spreadsheets: The Inventors Behind Excel
http://The Pioneers of Spreadsheets: The Inventors Behind Excel

Caffrey, R (2025)   Why Do So Many Businesses Still Insist on Using Excel?
Available at http//Why Do So Many Businesses Still Insist on Using Excel? | Talk Business 


Charlesworth, L(2024) What is Microsoft Excel used for and is it still relevant?
Available at http://What is Microsoft Excel used for and is it still relevant? | Kaplan UK

Williams.E.(2025) 31 Best Uses of Excel in Daily Life: Practical Applications for Everyday TasksAvailable at http://31 Best Uses of Excel in Daily Life: Practical Applications for Everyday Tasks - Your Excel Buddy 

Embed your excel here 
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Create a PowerPoint presentation using techniques learned in class, reflecting on the module and what you have learned. 
Maximum of 15 slides Minimum 7 
You will reference your work where appropriate.
Embed PowerPoint here
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household  income.xlsx


household income.xlsx
Sheet1

		Column1		Column2		Column3		Column4		Column5		Column6		Column7		Column8		Column9		Column10		Column11		Column12		Column13		Column14

				january		february		march		april		may		june		july		august		september		october		november		december		total

		Wage 1		1,689		1,847		1,634		1,677		1,769		1,726		1,587		1,756		1,549		1,597		1,768		1,854		20,453

		Wage2		400		400		400		400		400		400		400		400		400		400		400		400		4800

		SF		0		0		0		0		0		0		0		0		4,375.40		0		0		0

		total		2,089		2,247		2,034		2,077		2,126		2,126		1,987		2,156		6,324		1,997		2,168		2,254		29,585

		rent		620		6202		6203		6204		6205		6206		6207		6208		6209		62010		62011		62012		7440

		CT		142		142		142		142		142		142		142		142		142		142		142		142		1704

		broadband		41.7		41.7		41.7		41.7		41.7		41.7		41.7		41.7		41.7		41.7		41.7		41.7		500.4

		phone		35		35		35		35		35		35		35		35		35		35		35		35		420

		water		22		22		22		22		22		22		22		22		22		22		22		22		264

		gas/elec		120		120		120		120		120		120		120		120		120		120		120		120		1440

		petrol		100		100		100		60		100		120		100		45		80		80		80		80		1045

		gym		62		62		62		62		62		62		62		62		62		62		62		62		744

		food		65		90		130		90		90		90		120		100		120		120		120		165		1300

		lotto		25		25		25		25		25		25		25		25		25		25		25		25		300

		insurance		55		55		55		55		55		55		55		55		55		49		49		49		642

		Tv licence		15		15		15		15		15		15		15		15		15		15		15		15		180

		total		682.7		707.7		747.7		667.7		707.7		727.7		737.7		662.7		717.7		711.7		711.7		756.7		8539.4

		Column1		Column2		Column3		Column4		Column5		Column6		Column7		Column8		Column9		Column10		Column11		Column12		Column13		Column14

		disposable income		1,406		1,539		1,286		1,409		1,418		1,398		1,249		1,493		5,607		1,285		1,456		1,497		21,046
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    Testing my skills       I completed the JISC tool and saw what I knew and what I needed to improve      My digital skills were very limited so I knew I had a lot to learn       I knew that improving my digital skills would help me to develop my role in my business
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                       Artificial Intelligence Artificial Intelligence is the simulation of human intelligence processes by machines, especially computer systems ( Techtarget , 2023) AI can create biased content and may not be factual. Ussing AI, you need be mindful of critical thinking to determine if the information created is genuine            
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               AI GDPR General Data Protection Regulation GDPR is a (EU) law surrounding data privacy and security. It helps to prevent the risks of data breaches and unauthorized access to sensitive information. Strong passwords are advised to avoid phishing. You also have the right to have incorrect information amended.
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                     Microsoft 365     This Photo by Unknown Author is licensed under CC BY - NC - ND   We used Microsoft Teams to create chat rooms and use the functions to change the backgrounds to look professional. I have only ever been invited to a teams meeting so it was a great insight on how to set up a meeting. I use word for my job role but I have never used the templates before. This will also be useful
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                                                                                                                                                                                                                                   Powerpoint           I have never heard of power point before and I think it is a brilliant tool to use.       I learnt how to use animation to make the presentation more eye catching              How to transition from slide to slide without the need to look at written notes and to add sounds and recordings into the presentation so easily
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                                                                                                                                                            Microsoft Forms Microsoft Forms is a clever way to create questionnaires and surveys to collect information. It can be used by businesses to get feedback on their services provided or to determine if their service needs any improvements.
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         Linkedin learning Linkedin is used for professional networking. It is an online CV where you can upload your skills and accomplishments to show employers you are professional and to extend business contacts        
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