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Assessement of Digital Skills

Digital skills are essential in modern higher education and employment because almost all academic and professional activities now rely on technology. Students are expected to search for academic resources, analyse data, collaborating online and present information in structured digital formats. However, digital literacy is more than technical ability, it also involves critical thinking, responsible online behaviour and the capacity to adapt to new technologies (Reedy and Parker, 2018). Developing these skills is fundamental for academic success and future career progression. This essay reflects on my JISC digital capability assessment results, discussing my two key strengths and two weaknesses and the action I have taken to develop my digital skills.
At the beginning of the academic year, I have completed the JISC Digital Capability self-assessment. The results showed a balance profile with clear strengths and weaknesses. My strongest areas were digital communication, as well as digital identity management. In contrast, digital creation and data/information literacy were identified as weaker areas. At this point which 2 months since I completed the JISC, I have taken practical steps to address these weaknesses by completing LinkedIn Learning courses as PowerPoint, Canva and Excel. All those courses helped me develop a better understanding of presentation design and data organisation.
One of my key strengths is digital communication. I feel confident using email, virtual learning environments and messaging platforms to communicate with classmates and lecturers. Throughout my studies, I have relied on digital tools to share information clearly, ask questions and participate in online discussions. Digital communication platforms play an important role in modern organisations because they allow individuals to exchange information quickly and effectively regardless of location (Burgess, Marwick and Poell, 2018). 
Another strength identified in my results is digital identity management. I understand the importance of maintaining a professional online presence and managing privacy settings appropriately. I am aware that employers often review online profiles and that digital behaviour can influence reputation and employability. For this reason, I try to ensure my online activity reflects professionalism and responsibility. Responsible engagement in digital environments is increasingly recognise as part of professional competence in the context of digital transformation (Sandhu, 2020). I also make a conscious effort to manage my online presence carefully and think critically about the information I share online. 
Although digital creation was initially identified as a weaker area, I have made significant progress. Previously, my presentations were basic and focused mainly on text, but after completing LinkedIn Learning courses in PowerPoint and Canva, I developed a better understanding of visual organisation of information, graphical representation, and design techniques. I am now more confident in producing visually clear and professionally structured presentations. Research on digital business highlights the growing importance of digital content creation and innovation skills in modern careers (Soltanifar, Hughes and Göcke, 2021). Therefore, strengthening this area improved both my academic confidence and my employability skills.
Data and information literacy was another weaker area in my original JISC report. I sometimes found it challenging to organise numerical data and interpret it effectively. Completing an Excel course, I improved my understanding of formulas, data organisation and visual representations through charts. This has enhanced my ability to structure and analyse information more clearly. Effective information management is considered essential for decision-making and knowledge development (Bencsik, 2017). While I have improved, I recognise that continued practice is necessary to fully develop this competency.
To ensure ongoing improvement, I have developed two SMART goals linked directly to my current coursework. First, I will apply my Excel skills in task 3, which requires spreadsheet analysis. Within the next weeks I will use formulas, structured tables and charts to organise and interpret data accurately. This goal is specific, measurable through the successful completion of task 3, achievable based on my academic development and time-bound to this term.
Secondly, I already used Canva in my other assignment for the poster and I was very proud because I knew exactly how to do it. I will also apply PowerPoint in task 4, where I must deliver a presentation. During this term, I will focus on improving slide structure, visual organisation of information and professional formatting to produce clear and engaging content. This goal is realistic, directly related to my assignment and measurable through feedback received on mock presentation and also the final presentation.
In conclusion, the JISC self-assessment provided valuable insight into my digital strengths and weaknesses. My strongest capabilities are digital communication and digital identity management, which support effective communication and responsible online behaviour. Although digital creation and data literacy were initially weaker areas, completing LinkedIn Learning courses has helped me develop these skills further. Reflecting on my progress has helped me better understand the importance of continuously improving my digital capabilities. By continuing to apply these skills in my studies, I will be better prepared for the demands of a modern digital workplace.
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 In today’s digital environment, data plays an important role in many areas of life. Businesses collect large amounts of information from customers, markets and internal activities. However, this information only becomes useful when it is organised and analysed properly. For this reason, being able to work with data has become an important skill in today’s digital world. One of the most commonly used tools for managing data is Microsoft Excel. Even through more advanced systems now exist, Excel is still widely used because it is flexible, accessible and practical for many different tasks. It allows users to organise data, analyse information and present results clearly. Excel is used in many professional situations such as data analysis, budgeting, reporting and decision-making. At the same time, it can be useful for everyday personal life. For example, many people use Excel to manage household budgets, track their monthly expenses or plan savings. This essay examines the relevance of Excel in both professional and personal life by discussing its role in data analysis, financial planning, reporting and everyday personal use (Reedy and Parker, 2018).
One of the main advantages of Excel is its ability to help people analyse date. Many companies collect large amounts of information from different sources such as sales system, websites, or customer feedback. However, data is not very useful unless it is organised and interpreted correctly, as effective data management helps transform information into knowledge that supports decision-making (Bencsik, 2017). Excel allow users to sort, filter and organise data in structured way. It also includes formulas and functions that can calculate totals, averages or precentages.
CRISP-DM (Cross-Industry Standard Process for Data Mining) is a well-known framework developed in 1996 that helps structure the process of analysing data. This model includes stages such as understanding the problem, preparing data, analysing patterns and evaluating results. Tools such as Excel can support many of these stages in practice. For example, users can clean data by removing duplicates and organising it into tables. Charts and graphs (data visualisations) can be used to present results in a clear and easy to understand way. However, users must understands the data they are working with in order to avoid mistakes or incorrect interpretations. Companies that analyse data effectively are often more successful in adapting to market changes and improve their strategies (Dadwal, 2020). For example a retail company analysing sales date in Excel may identify trends in customer demand and adjust their marketing strategy or product pricing accordingly. 
Excel is also widely used for budgeting and financial planning in professional environments. Businesses need to keep track of income, expenses and future financial estimates in order to operate effectively. Excel allows users to create spreadsheets where calculations update automatically when data changes.
Small businesses and entrepreneurs especially benefit from this flexibility because they often need affordable digital tools to manage financial information (Soltanifar, Hughes and Göcke, 2021). For example, a new business might use Excel to create a cash flow forecast. By adjusting expected sales or costs, managers can explore different financial scenarios and identify potential risks before making important financial decisions. This type of activity is also connected to digital transformation, which involves using digital technologies to improve organisational processes and decision-making (Sandhu, 2020). Excel supports this process by helping businesses organise financial information and analyse in more efficiently.
Another common use of Excel in professional settings is reporting. Many organisations monitor their performance using Key Performance Indicators (KPIs), which measures progress toward specific goals. Excel allow users to create dashboards that display important data through charts and tables. 
In digital marketing, for example, companies often track indicators such as website visits, customer engagement and sale conversations (Pinto and Guarda, 2020). Excel helps organise and visualise data so managers can understand performance trends more easily. Recearch also shows that structured tools can improve collaborative decision-making because teams can analyse information together and discuss different opinions (Paulus and Nijstad, 2003). In addition, learning how to use Excel helps develop analytical thinking and problem-solving skills that are valuable for innovation and entrepreneurship (Byrd, 2021).
Even if Microsoft Excel is strongly associated with professional work, it can also be very useful in everyday personal life. Many people use spreadsheets to manage household budgets, track they monthly, annually expense and plan savings. By organising financial data in Excel, people usually understand better their spending habits and make more informed financial decisions.
Excel can also be used for personal planning tasks. For example, people may create spreadsheets to organise travel expenses, manage personal projects or track their study schedules. Others even use it to monitor fitness progress or set personal goals. These examples show that Excel is not only valuable in workplaces, but can also support organisation and planning in daily life.
Despite all the above advantages, Excel also has some limitations. Large datasets cand sometimes be difficult to manage, and complex spreadsheets may increase the risk of calculation errors. In certain situations, specialised data analysis tools may be more suitable (Dadwal, 2020).
However, understanding these limitations is part of digital literacy and digital competence (Reedy and Parker, 2018). In many cases, Excel is used alongside other digital systems rather than replacing them entirely. Its accessiblility and ease of use are some of the main reasons why it remains popular.
Microsoft Excel continues to be a highly relevant tool in both professional and personal contexts. In professional environments, is supports important activities such as data analysis, financial planning, reporting and decision-making. These functions help organisations organise information and transform data into useful insights that supports business performance (Bencsik, 2017; Sandhu, 2020). At the same time, Excel can also be valuable in personal life as individuals use it to manage budgeting, track expenses and organise everyday tasks. Overall, Excel remains a practical and accessible digital tool that helps both professionals and individuals work with information more effectively in today’s data-driven world.
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I have created a reflective presentation to summarise the digital skills developed during this module. The presentation links the results of the JISC raport, the LinkedIn Learning certificates and the Excel assignment completed in Task 3. It also reflects on how these digital skills will support my future academic studies and professional career.
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Microsoft_Excel_Worksheet.xlsx
Family Budget

		My family budget – Year income and outgoings

		Category		Jan		Feb		Mar		Apr		May		Jun		Jul		Aug		Sep		Oct		Nov		Dec		Total Year

		Wage 1		£2,700		£2,700		£2,700		£2,700		£2,700		£2,700		£2,700		£2,700		£2,700		£2,700		£2,700		£2,700		£32,400

		Wage 2		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

		Trust Funds		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

		Universal Credit		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

		Student Finance		£3,300		£0		£0		£3,300		£0		£0		£0		£0		£3,300		£0		£0		£0		£9,900

		Other/Gifts		£0		£0		£500		£0		£0		£0		£0		£0		£0		£0		£0		£1,000		£1,500

		Total Income		£6,000		£2,700		£3,200		£6,000		£2,700		£2,700		£2,700		£2,700		£6,000		£2,700		£2,700		£3,700		£43,800



		Rent		£850		£850		£850		£850		£850		£850		£850		£850		£850		£850		£850		£850		£10,200

		Council Tax		£94		£94		£94		£94		£94		£94		£94		£94		£94		£94		£94		£94		£1,128

		Electric		£80		£80		£80		£80		£80		£80		£80		£80		£80		£80		£80		£80		£960

		Gas		£120		£120		£120		£120		£120		£120		£120		£120		£120		£120		£120		£120		£1,440

		Food		£800		£800		£800		£800		£800		£800		£800		£800		£800		£800		£800		£1,000		£9,800

		Car Insurance		£84		£84		£84		£84		£84		£84		£84		£84		£84		£84		£84		£84		£1,008

		Car Tax		£32		£32		£32		£32		£32		£32		£32		£32		£32		£32		£32		£32		£384

		Fuel		£80		£80		£80		£80		£80		£80		£80		£80		£80		£80		£80		£80		£960

		Child Care Costs		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

		Credit Card		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

		Birthdays/Holidays/Clothes		£200		£200		£1,000		£200		£200		£200		£200		£200		£1,500		£200		£200		£2,000		£6,300

		Total Expenditure		£2,340		£2,340		£3,140		£2,340		£2,340		£2,340		£2,340		£2,340		£3,640		£2,340		£2,340		£4,340		£32,180



		Monthly Balance		£3,660		£360		£60		£3,660		£360		£360		£360		£360		£2,360		£360		£360		-£640



		Yearly Balance																										£11,620



Total Income vs Total Expenditure (Year)

Total Income	Rent	Council Tax	Electric	Gas	Food	Car Insurance	Car Tax	Fuel	Child Care Costs	Credit Card	Birthdays/Holidays/Clothes	Total Expenditure	43800	10200	1128	960	1440	9800	1008	384	960	0	0	6300	32180	
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