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The Case for Digital Skills
in the Workplace

° Digital technologies have become
+ dominant in the workplace, with
° more than 90% of graduate jobs
requiring digital skills.

Whether you are a student preparing to enter the workforce, a recent
graduate, or an aspiring entrepreneur, this e-book is your trusted
companion on the path to understanding the skills that matter

in the world of work.

From understanding the basics of digital communication to unleashing
the power of data analytics, from harnessing the potential of social
media. to embracing remote collaboration tools. Our aim is to
empower you with the knowledge and confidence needed to

thrive in an increasingly digital-centric environment.

As you navigate the world of digital skills through this e-book,
get ready to take your digital prowess to new heights.




The Digital Skills for
the Workplace Framework

’ The ability to create an online identity and reputation
SRl R arEey that allgrjs W|th your career goals, while protecting
yourself in a digital world.

and Wellness

::_Q The ability to find information, create documents;
spreadsheets; presentations; web pages, work with

Productivity & collaboration tools, and automate repetitive tasks.

Collaboration

ﬂ-ﬂ The ability to create, distribute and manage multimedia
B content to inform, educate, inspire and drive action

Digital using communication channels such as emails,
Communications web pages, social media, and apps.

A e .
E The ability to work with data to read, understand,
communicate, collect, visualise, and analyse to
Data Literacy make informed decisions.

The ability to create analysis, models, simulations,
digital experiences, and applications using
computer codes or visual tools.




Digital Identity and Wellbeing

This is the ability to create an online identity and reputation that

aligns with your career goals, while protecting yourself in a
digital world.

Areas include:
+ Online Reputation Management
- Personal Wellbeing
« Online Relationship with Others
- Privacy and Security

. N :
F n X @ Llnked m Google Scholar academla-edu

Career . Onli-ne repgtotion manager
« Social media consultant

Opportunities

« Influencer
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Learning Resources for
Digital Identity and Wellbeing

Introduction to
Digital Wellbeing

Google
Applied Digital Skills
(Free)

19 Minutes

Learn More

Personal
Branding

courserda

(Free Access,
Payment for Certification)

6 Hours

Learn More

Digital Networking
Strategies

Linked ] Learning

(Free)

40 Minutes

Learn More

Create a
Professional
Online Presence

coursera

(Free Access,
Payment for Certification)

7 Hours

Learn More

Understanding
Your Digital
Footprint

Google
Applied Digital Skills
(Free)

90 Minutes

Learn More

Professional Brand
Identity on
LinkedIln and
Twitter

”~
udemy
60(;?:31:65

Learn More
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https://www.coursera.org/learn/create-a-professional-online-presence
https://www.linkedin.com/learning/digital-networking-strategies?trk=lilblog_03-26-20_job-seeking-in-uncertain-times_learning
https://www.linkedin.com/learning/digital-networking-strategies?trk=lilblog_03-26-20_job-seeking-in-uncertain-times_learning
https://www.udemy.com/course/establishing-your-professional-brand-identity/
https://www.udemy.com/course/establishing-your-professional-brand-identity/
https://www.coursera.org/learn/personal-branding#modules
https://www.coursera.org/learn/personal-branding#modules
https://learndigital-staging.withgoogle.com/digitalworkshop-mt/course/digital-wellbeing
https://applieddigitalskills.withgoogle.com/c/middle-and-high-school/en/understand-your-digital-footprint/overview.html
https://applieddigitalskills.withgoogle.com/c/middle-and-high-school/en/understand-your-digital-footprint/overview.html

Productivity & Collaborative Tools

This is your ability to find information, create documents;
spreadsheets; presentations; web pages, and work with
collaboration tools, and automate repetitive tasks.

Areas include:
+ Use of Email
-+ Use of Search Engines to
Find Information
- Use of Generative Al Tools
« Document Management
« Use of Spreadsheet
- Use of Presentation Packages

« Form Creation Tools

« Document Collaboration

- Cloud Storage

+ Use of Virtual Meeting Tools

+ Use of Calendar/Scheduling Tools
« Use of Maps

« Automation of Tasks

Applications and Platforms

ode M B & 0D e Jofiice36s (i @& 1l R
) zcom _zapier /n make O B G

« Virtual Assistant
« |IT Support
« IT Service Management

Career
Opportunities
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Learning Resources for
Productivity and Collaboration Tools

)

Increasing
Productivity
at Work

Google
Applied Digital Skills
(Free)

18 Minutes

Learn More

Gmail Calendar
for Business
Masterclass

¢\ Alison

(Free Access,
Payment for Certification)

3 Hours

Learn More

Essential Google
Tools

Google
Applied Digital Skills
(Free)

40 Minutes

Learn More

Microsoft
Office 365
End User

udemy

(Paid)

2 Hours

Learn More

Office
Productivity
Software

coursera

(Free Access,
Payment for Certification)

60 Hours

Learn More

Complete Google
Workspace

udemy

(Paid)

20.5 Hours

Learn More
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https://www.udemy.com/courses/search/?src=ukw&q=Microsoft+office+365+end+user
https://www.cloudskillsboost.google/journeys/23?utm_source=cgc&utm_campaign=evergreen&utm_medium=website
https://www.cloudskillsboost.google/journeys/23?utm_source=cgc&utm_campaign=evergreen&utm_medium=website
https://www.udemy.com/course/learn-gsuite/
https://www.udemy.com/course/learn-gsuite/
https://alison.com/course/gmail-calendar-for-business-masterclass
https://alison.com/course/gmail-calendar-for-business-masterclass
https://learndigital-staging.withgoogle.com/digitalworkshop-mt/course/increase-productivity
https://www.coursera.org/specializations/skillup-edtech-office-productivity-software
https://www.coursera.org/specializations/skillup-edtech-office-productivity-software

M a ¥
Digital Communications

This is your ability to create, distribute and manage multimedia
content to inform, educate, inspire and drive action using
communication channels such as emails, web pages,

social media, and apps.

Areas include:
- Instant Messaging + Visual Design
- Social Media + Blog and Websites
« Email and SMS + Customer Relationship Management (CRM) Tools

Applications and Platforms

ﬁw $ Microsoft Teams -‘;" slack Hubspst @ @Anchor
0OMeta Linkedl] X @mailchimp V- 9D WiX

SendPulse squARESPACE

= 0O
N
@}:WORDPRESS § BUﬁer Google Marketing Platform

Career - Graphics DeSIgn . D|g|‘tol Pub!lsh|ng
Content Creation -« Social Media Management

Opportunities - Digital Marketing -+ Lifestyle Blogging/Vlogging
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Learning Resources for

Social Media
Mastery

Canva

(Free)

30 Minutes

Learn More

Use Mailchimp to
Build an E-mail
Marketing Campaign
courserd

(Free Access,
Payment for Certification)

2 Hours

Learn More

al Communications

Create video, audio
and infographics
for online learning

coursera

(Free Access,
Payment for Certification)

19 Hours

Learn More

Introduction to
CRM with
HubSpot

courserda

(Free Access,
Payment for Certification)

9 Minutes

Learn More

Canva Design
School

Canva

(Free)

3 Hours

Learn More

Create a Website
Using WordPress:
Free Hosting &
Sub-domain

udemy
(Paid)

2 Hours

Learn More
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https://www.coursera.org/learn/create-video-audio-and-infographics-for-online-learning
https://www.coursera.org/learn/create-video-audio-and-infographics-for-online-learning
https://www.udemy.com/course/build-host-manage-super-fast-wordpress-websites-in-10web/?kw=Website+Using+Wordpress&src=sac
https://www.udemy.com/course/build-host-manage-super-fast-wordpress-websites-in-10web/?kw=Website+Using+Wordpress&src=sac
https://www.coursera.org/projects/introduction-to-crm-with-hubspot
https://www.coursera.org/projects/introduction-to-crm-with-hubspot
https://www.canva.com/designschool/courses/social-media-mastery/?lesson=master-social-media
https://www.coursera.org/projects/mailchimp-build-email-marketing-campaign
https://www.coursera.org/projects/mailchimp-build-email-marketing-campaign
https://www.canva.com/designschool/

Data Literacy ~

This is your ability to work with data to read, understand,
communicate, collect, visualise, and analyse data to make
informed decisions.

Areas include:
- Data Extraction & Collection - Data Visualisation
+ Data Cleaning & Validation + Predictive Models
- Data Exploration - Data Presentation
- Data Analysis « Dashboards

Applications and Platforms

x ' +| Gsas SPsS

Google Sheets  Power Bl +ab avu

= Gk, ) epiominer @ python (R @D 1

TensorFlow

Database Administration
Career Data Analysis/Analytics/Science

Oppor’tunities Business Analytics/Intelligence

Machine Learning/Artificial Intelligence
11




Learning Resources for
Data Literacy

Excel Skills for Data
Analytics and
Visualization

coursera

(Free Access,
Payment for Certification)

20 Hours

Learn More

SQL for
Data Science
with R

coursera

(Free Access,
Payment for Certification)

28 Hours

Learn More

Introduction to
Data Analytics

¢\ Alison

(Free Access,
Payment for Certification)

3 Hours

Learn More

The Ultimate
MySQL
Bootcamp

~
udemy

(Paid)

37 Hours

Learn More

The Complete
Power Bl Practical
Course

udemy

(Paid)

18 Hours

Learn More

Data Analyst
Professional
Certificate

coursera

(Free Access,
Payment for Certification)

80 Hours

Learn More
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https://alison.com/course/introduction-to-data-analysis?show_modal=true
https://alison.com/course/introduction-to-data-analysis?show_modal=true
https://www.coursera.org/professional-certificates/ibm-data-analyst?irclickid=06ySBYRu4xyNUvvWvJXHQxPeUkF3:LWdJywh3k0&irgwc=1&utm_medium=partners&utm_source=impact&utm_campaign=3410025&utm_content=b2c
https://www.coursera.org/professional-certificates/ibm-data-analyst?irclickid=06ySBYRu4xyNUvvWvJXHQxPeUkF3:LWdJywh3k0&irgwc=1&utm_medium=partners&utm_source=impact&utm_campaign=3410025&utm_content=b2c
https://www.udemy.com/course/the-ultimate-mysql-bootcamp-go-from-sql-beginner-to-expert/
https://www.udemy.com/course/the-ultimate-mysql-bootcamp-go-from-sql-beginner-to-expert/
https://www.canva.com/designschool/courses/social-media-mastery/?lesson=master-social-media
https://www.coursera.org/projects/mailchimp-build-email-marketing-campaign
https://www.coursera.org/projects/mailchimp-build-email-marketing-campaign
https://www.udemy.com/course/the-complete-power-bi-practical-course/

Digital Innovation

This is your ability to create models, simulations, digital
experiences, and applications using computer codes
or low-to-no-code tools.

Areas include:
+ Modelling & Simulation
- Prototyping
« No/Low Code Tools
- Coding

Applications and Platforms

x> Ansys [ Adobexo $Figma [5 | B B Mool o

« |
"AppSheet bUbb|e m mendix @ python” =2 \S/tnaxé?cl) m

Java
+ User Experience/ +  Programming
CG reer Product Design «  App Development

Opportunities « Computer-Aided-Design « Web Development
+ Modelling and Simulation «  Software Engineering
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Learning Resources for
Digital Innovation

AutoCAD:
2D And 3D
Modelling

udemy

(Paid)

19 Hours

Learn More

The Bubble Course -
Create Complete
Web Apps

udemy

(Paid)

5 Hours

Learn More

Fundamentals of
Simulation
Modelling

udemy

(Paid)

10 Hours

Learn More

Introduction to
Python
Programming

coursera

(Free Access,
Payment for Certification)

27 Hours

Learn More

Introduction to
User Experience
Design

courserda

(Free Access,
Payment for Certification)

6 Hours

Learn More

Introduction to
Application
Development

coursera

(Free Access,
Payment for Certification)

40 Hours

Learn More
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https://www.udemy.com/course/simulation-modelling-using-anylogic/
https://www.udemy.com/course/simulation-modelling-using-anylogic/
https://www.coursera.org/specializations/beginning-application-developer
https://www.coursera.org/specializations/beginning-application-developer
https://www.coursera.org/learn/python-programming-intro
https://www.coursera.org/learn/python-programming-intro
https://www.udemy.com/course/autocad-for-drafting-and-3d-modelling/
https://www.udemy.com/course/bubble-course/
https://www.udemy.com/course/bubble-course/
https://www.coursera.org/learn/user-experience-design

8 Tips for Taking and Completing
Online Courses to Develop your Skills

1. Set Clear Learning Goals
Define specific skills you aim to learn from

the course. Break these goals into smaller
milestones, and track your progress as you
achieve them.

2. Establish Systems
This can be as simple as setting up a desk

and a table or taking up membership in a
library or workplace for taking online
courses. Find the necessary adjustment
that you can make to support your learning.

3. Create a Study Schedule
Designate regular study sessions and stick

to them. Having a consistent routine helps
build discipline and ensures steady progress.

4. Get an Accountability Partner
Pair up with a friend or classmate who's also

taking an online course. Share your goals
and progress regularly to motivate each
other. Alternatively, you can decide to share
your progress on social media platforms.

S. Work on Real Projects
Whenever possible, align course

assignments with projects you are
passionate about. This makes the learning
experience more real and enjoyable to
boost your commmitment.

8. Reflective Journaling
Keep a reflective journal where you jot

down key takeaways after each study
session. This practice aids in internalizing
concepts.

9. Teach What You Learn
Share your newly acquired knowledge

with others, whether it's friends, family, or
even online communities.

10. Celebrate Progress
Acknowledge and celebrate milestones,

be it completing a course module or
finishing a challenging project.
Recognizing your progress keeps you
motivated.
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