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AI Acknowledgement  
Examples of statements If you have not used AI
I confirm that I have not presented any AI generated materials as my own work. 
I confirm that I have copies of my drafts, notes, and other resources I used, which I may be asked to provide in evidence.
Examples of AI statements if you have used AI
Example 1: 
I acknowledge the use of Grammarly (https://www.grammarly.com/) on Date to check my work using the prompt(s): 
1. Please check the following text for readability, grammar and syntax. 
I confirm that I have not presented any AI generated text as my own work. I confirm that I have copies of my drafts, notes, and other resources I used before, and after the use of AI tools which I may be asked to provide in evidence. 
Example 2: 
I acknowledge the use of SciSpace (https://typeset.io/) on 7 March 2024 to support my research using the prompt(s): 
1. Please provide me with materials on the biology of the liver. 
2. Please provide me with materials on liver cells. 
I confirm that I have not presented any AI generated text as my own work. I confirm that I have copies of my drafts, notes, and other resources I used before, and after the use of AI tools which I may be asked to provide in evidence. 
Example 3: 
I acknowledge the use of ChatGPT (https://chatgpt.com/) on 13 April 2024 to write my notes into submission format using the prompt(s): 
1. Please write up these bullet points as an essay paragraph at university level. 
I confirm that I have not presented any AI generated text as my own work. I confirm that I have copies of my drafts, notes, and other resources I used before, and after the use of AI tools which I may be asked to provide in evidence. 
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[bookmark: _Toc1094779]Portfolio Introduction 
This e-portfolio documents my development of digital competence throughout the module and demonstrates how structured digital learning enhances academic performance and workplace readiness. The portfolio covers three core tasks. Task 1 evaluates my digital capability using the JISC Digital Capability Tool, identifying strengths, weaknesses and a SMART development plan. Task 2 provides evidence of completing LinkedIn Learning certifications in Microsoft Word, Excel and PowerPoint, alongside a critical reflection on the skills gained. Task 3 presents an analytical essay on Excel, including an embedded household budgeting spreadsheet demonstrating formulas, charts and data analysis techniques.
Collectively, these tasks align with the module learning outcomes by evaluating contemporary technologies, strengthening personal digital productivity, enhancing task management skills and developing data-handling competence. The portfolio, evidence both technical ability and reflective growth, directly linking digital capability to employability and workplace efficiency.
[bookmark: _Toc1259436605]Task 1: Assessment of Digital Skills and Development Plan. 
Digital capability is becoming a recognised and important graduate quality in the higher education sector and the modern workforce. In the digital first economy, it is assumed that not just professionals are expected to use technology, but that they will assess, modify and implement digital tools to increase productivity, communication and decision-making (Rathnasekara Yatigammana and Suraweera, 2025). Being digitally skilled enhances academic attainment, enhances career opportunities and long-term career advancement. As a self-assessment, I was tested using the JISC Digital Capability Discovery Tool that offered a 


systematic testing on major categories such as information and data literacy, digital communication, content creation, digital learning and professional development.
The findings showed that I have a number of proven strengths, especially in information and data literacy and online communication. Nevertheless, the analysis also revealed the points of improvement, namely the progressive development of digital content and digital problem-solving. Cogitating over these results helped me to understand my current state critically and determine the steps that may be taken in order to improve.
Information and data literacy are one of my strong points. I believe that I will be able to find the relevant academic resources, assess online data and systematise digital resources effectively. This is especially relevant to academic writing experience, during which one has to know how to find trustworthy peer reviews and cite them accordingly. At the workplace, having good data literacy helps to make evidence-based decisions and make sure the work-related tasks are informed by proper and relevant information. This strength is further supported by my confidence working with tools like Excel to organise data.
The other major strength was digital communication. I also actively utilise tools like Microsoft Teams, Outlook and work collaboration gadgets to efficiently conduct conversations at school and in the workplace. I know about the serious tone of the profession, clarity and digital manners in online communication. The skills are necessary in contemporary working environments where remote labour and hybrid models of working are prevalent. Good digital communication increases teamwork minimises misunderstandings and increases efficiency in the organisation.
In spite of these strengths, the JISC tool found digital content creation as a field that needs to be enhanced. Although I am able to construct the typical Word documents and PowerPoint presentations, I am aware that my creative mastery and potential to manufacture attractive visual and professional-level information might be improved. The skills of being creative and persuasive when presenting information have a leading role in personal brand capability and professional credibility in the competitive job markets.
Also, the area of digital problem-solving was named as a weaker one. I am capable of working with software, but even though the process is fairly easy when the tasks are not complicated, I also feel unconfident when having to troubleshoot in case of technical problems or research more complex software operations in the absence of guidance. At the workplace, flexibility to adopt new technologies and overcome digital problems washes well. The enhanced power of this sphere will make me more resilient and independent in online spaces.
In order to overcome these failures, I have come up with a SMART action plan. To begin with, I will finish at least two advanced courses in LinkedIn Learning in the area of creating PowerPoint presentations and Excel functions within the next eight weeks (Specific and Time-bound). This will enrich my skills in creating digital content (The digital content creation can be measured by course completion certificates). Second, I will train to conduct one improved visual presentation every month, using new principles of design and seeking feedback (Achievable and Relevant to both academic and professional development). Third, within the next two months, I will spend an hour a week learning more about the more advanced features of Excel, like pivot tables and data visualisation tools and keep a reflective journal of my progress (Measurable and Structured). Lastly, I will consciously solve simple software problems on my own before consulting anyone, which will empower me as an individual in both digital and problem-solving abilities.
In summary, my review of the JISC Digital Capability correctly demonstrated what my strengths and areas of development are now. Although I have proven to be competent in data literacy and digital communication, specific growth in the fields of content creation and digital problem-solving will uplift my digital competence. Through this planned action, I will improve my academic and employability as it will make me flexible and competitive in the highly digitalised professional world.
[bookmark: _Toc1229980761]Task 2: LinkedIn Learning Certificates 
2.1 Target Job Description: Administrative Assistant  
According to the digital skills gained during the training in Microsoft word, Excel, and PowerPoint, I can find a proper career in the position of an Administrative Assistant are also significant in assisting the day-to day running of an organisation through the management of information, preparing documents and performing other administrative duties with the mangers. This position is prevalent in a great number of organisations. Including business organisation, learning institutions, healthcare organisations, and government offices.
Administrative assistant usually has the following roles: preparing professional documents, maintaining data records, scheduling, mail shorting and assisting with meetings. The job is also concerned with the utilisation of digital tools that will facilitate proper organisation of information in the organisation and effective communication. 
2.2 Job Description and Skills 
An administrative assistant will be able to keep in check the office efficiency and assist organisational activities. Preparation documents including reports and official communication using Microsoft Word, is one of major responsibilities of this position. Good document formatting and writing are also vital in making sure that information is written down clearly and professionally. 
The other critical role is controlling organisational data MS Excel is commonly found among the administrative assistants, used to arrange records, oversee budgets, manage databases and analyse. The Excel programme is also relevant when it comes to managing data at the workplace, especially with formulae, table creation and chart generation. 
Besides that, the administrative assistants also tend to create presentations and meetings, reports or organisational updates. Microsoft PowerPoint is usually applied to create transparent and visually organised presentations to make it easy to communicate valuable information to a colleague, manager or client. As such good digital capabilities in word, Excel and PowerPoint would be very desirable to undertake the tasks to be undertaken in position.
2.3 Career Development Advice
Despite an established background in digital skills due to taking up training courses in Microsoft word, Excel and PowerPoint, my capability is still lacking in certain areas to effectively pursue a career as an administrative assistant. This first thing that I need to do is further my expertise in using advanced Excel functions, and in this case, my main focus should be on data analysis, pivot tables and advanced formulas. These are essential skills that should be taken to handle bigger dataset with having a job in a professional setting.
Second, I need to pay attention to developing my professional presentation and communication competency in order to pass information to colleagues and bosses clearly. My practise of professional writing and presentation will aid in enhancing my effectiveness at workplace.
 Third, working experience within an office setting would assist me having in more realistic view of actual work obligations. Practical experience could be acquired through intemships, part-time administrative or volunteering positions.
 On the whole, further competence development in terms of digital skills, communication skills and professional experience will help me to adequately prepare to become an administrative assistant in the future.
Task 3: Excel and its Relevance in Work Practice 
3.1 Introduction 
Microsoft Excel is still one of the most prevalent electronic instruments in both the education and business words, Excel is a programme that offers an ordered platform in which organisations can arrange, review and present information effectively as the organisation become more dependent om data -marking (Koukaras and Tjortjis. 2025). It is also used to support budgeting, reporting, forecasting, and performance tracking in industries. Its capacity to automate computations and trends visualisation boosts accuracy and minimises error. Excel enhances productivity and evidence-base decision –marking in contemporary workplaces where accountability and best practice are a prerequisite. Thus, the acquisition of excel competence has not only academic but also long-term employment and job performance value. 

Excel Essential Training (Microsoft 365): LinkedIn Learning Certificate
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PowerPoint Essential Training (Microsoft 365) – LinkedIn Learning Certificate
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· Word Essential Training (Microsoft 365): LinkedIn Learning Certificate
[bookmark: _Toc467429403]3.2 Excel to efficiency at the workplace. 
Excel brings about a greater efficiency in the work environment, automating daily activities and decreasing the use of manual computation. An example that I could give is financial tracking, attendance cheques and stock control, which can be organised in a system of organised spreadsheets, where the addition of totals and comparisons can be done instantly. Rather than manually calculating numbers, formulae automatically update the result in case of data change, which is time-saving and reduces the number of errors. This automation increases reliability and productivity.

The structured reporting is also supported by Excel. Spreadsheets are often used by businesses to come up with monthly or annual overviews that aid decision-making by the management (Kumar and Sathyanathan, 2026). The raw numbers are simplified into a visual analysis presented in the form of charts and tables to spot the trends, gaps in performance or overspending. Excel helps in budgeting, planning, tracking payroll and allocating resources in areas like finance, health care, retail and education, among others.
In addition, Excel is also useful due to its availability and interindustry compatibility. It is highly flexible and adjustable to a range of professional situations compared to specialised software. It is also connected to Microsoft 365, which makes it even more effective in terms of collaborative productivity. Because of the trend of organisations focusing on efficiency and cost-effectiveness, Excel remains one of the most viable and necessary digital skills.
3.3 Data Analysis and Handling Excel.
The analytics in Excel are not limited to the calculator. The quantitative data can be structuredly interpreted with functions such as SUM, AVERAGE, IF, and percentage change formulas. In one instance, SUM, which is used to get totals monthly, and IF functions, which can be used to categorise spending types or indicate overspending. The percentage facilitates the assessment analysis of financial trends in the past.
Data management tools include sorting and filtering tools, which enable the user to sort or filter the information by value, date or category. Conditional formatting presents major data trends in a graphic manner, i.e. high expenditure category. The validation of data enhances precision by limiting inaccurate data (Mustafy and Rahman, 2024).

Furthermore, pivot tables give dynamically summarised data of big data sets. Their restructuring of information into insights, e.g. overall spending on any category or month. This feature improves the use of evidence to make decisions because raw data are transformed into structured information that can be used in professional reporting.
[bookmark: _Toc1276918526]Spreadsheet Household Income and Expenditure Build. 
To illustrate the practical use of Excel, I created an organised spreadsheet named Annual Family Spending for 3 Members. Included in the sheet would be all 12 months (January through December, including July), all the various expenditure items like Rent, Council Tax, Gas and Electricity, Shopping, Petrol, Water and Insurance. The monthly entries are in each category, and totals are computed automatically.
To ascertain month totals, I then employed the SUM formula, which yielded a fair amount of monthly spending of £2,654, and a total of one year amounting to £31,848. Another column of annual totals is used to determine category totals in all months. This makes it accurate and automatic in cases of recalculation and updating of figures.
In order to improve data analysis, I added a pie chart to demonstrate the percentage of spending per class, with the most obvious data being the rent, which is the most significant expenditure. I have also added a line chart that shows monthly spending patterns. An overview data table is used to summarise annual totals as a reference.

[image: ][image: ]
This structured design demonstrates practical budgeting, automated calculation and visual reporting capabilities.
[bookmark: _Toc1242036984]3.5 Conclusion 
Excel is an effective software that improves efficiency, accuracy in analysis and professional decisions among organisations. It aids in enhancing productivity in sectors through automation, structured data processing and visual reporting, which minimises mistakes. The budgeting spread book of the household displays how formulas, charts and summary tables can help to convert the raw numbers into working information. Education in Excel will not only increase performance but also competence in the workplace since employers are becoming more and more interested in data literacy and digital efficiency. As such, high skills in Excel can be seen as a direct source of employability, flexibility, and knowledge in financial or operational decision-making in modern workplaces.
[bookmark: _Toc347487286]Reflection & Conclusion 
During this module, I have dramatically developed my technical digital capabilities, in addition to confidence in their application. By engaging in systematic self-reflection conducted in Task 1, I became more aware of my online strengths and had definite areas to work on. The process of doing LinkedIn Learning certifications increased my skill in Word, Excel and PowerPoint, especially in the formatting of structured documentation, data analysis and professional 
presentation development. Task 3 was another step towards ensuring my understanding of analytical skills, as I was using the functions of Excel, charts, and data tables in a real-life budgeting case.
Such improvements are not limited to academic work only. Efficiency and making evidence-based decisions are directly supported by the quality of the ability to systematise data correctly and create professional documents and present information in a manner that is easy to understand in the workplace. My development, being in line with most of the module learning outcomes, has helped me to empower my employability, flexibility and willingness to work in digitally stimulated professional settings.
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Task 1: Assessment of Digital Skills

the JSC Digital Capability Tool to evaluate my strenght and weaknesses across key
areas of digital competence.

The results identified strong proficiency in productivity tools and communication
platforms, alongside development needs in advanced data analysis and digital

content creation (Syamsulbahri and Bardai, 2025).

SMART action plan was created to systematically improve identified gaps within
defined timeframes.
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Pratical Application: Household Budget Spreadsheet

| developed a twelve-month household expenditure spreadsheet using
formulas to calculate monthly totals and an annual total of 31.848.

Charts and summary tables were used to visualise spending patterns
and identify major expense categories (Aguilar Larruy, 2022).

This practical application demonstrates real-world budgeting,
automation and analytical capability.
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Strengths and areas for Development

01

My key strengths include

structured data management
in excel and efective digital
communication in
collaborative academic tasks.
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02

Areas for

improvement include
advanced Excel analytics and
more innovative digital
congtent creation for
professional outputs.

03

Addressing these gaps
enhances both academic
performance and workplace
adaptability.
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DEVELOPMENT DIGITAL COMPETENCE

« This presentation summarises my development of digital
competence though structured self-assessment, certification
training and applied Excel analysis.

« The portfolio demonstrates how digital skills contribute to
academic success, professional efficiency and employability.

« The presentation links directly to the module learning outcomes
by evidencing evaluation of technology, task management and
data-handing capability Assender and Leabeater, 202t5
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Through structured assessment, certification
training and applied practice, | have
strengthened both technical competence and
confidence.

The module enhanced my ability quantitative
data professionally.

These improvements directly support workplace
productivity, informed decision-making and
long-term employability in digitally driven
environments.
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