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Increase your own and your organisation’s digital capability – and opportunity – with this 
introduction to Digital Skills.

Our Digi-Skills Ready Pathway is designed for “Anyone at Anytime” in their digital learning journey and 
who is curious to understand more about the different technologies and various concepts involved in
the digital industry. It enables you to:

• Improve your personal productivity by giving you new tools to do things smarter
• Provide more value in discussions and work on improving processes and procedures in your organisation
• Help decide if digital is a potential career for you, and if so in which part of digital
• Qualify for participation in subsequent Practitioner Pathway programmes where you can specialise in 

specific digital disciplines

The Digi-Skills 
Ready Pathway – 
Foundation Level

Level 3
Accredited

The pathway is completed over a period of 6 weeks and is done part time,
giving you the flexibility to learn alongside your day job .

You’ll get a solid understanding of the digital possibilities with tools and
technologies including:

Microsoft Office applications with a focus on Excel and data analysis,
collaboration and productivity
We will take you through Microsoft Office applications to ensure you have the skills 
needed to get the most out of Excel, Outlook, PowerPoint, Word and MS Teams .

Excel is the number one tool to make you more productive, helping you become 
better at collecting, amending and presenting data that is important for decision 
making in business, whether related to people, project management,
administration, operations, sales/marketing or finance .

Collaboration and productivity
We will look at ways to collaborate with internal and external colleagues, along
with how to be more productive and having multiple colleagues working towards 
the same goal .

Cloud computing concepts
We all talk about the Cloud, but what is it really and why does it matter?

The connected world
We’re all connected 24/7, but how does it really work and what enables this 
connectivity?

Data
The number one currency in today’s world is data, and being able to work with
data, and provide meaning to businesses out of data, is a very in-demand skill .

Cyber security
You can’t talk about digital and not talk about cyber security . We all have a 
responsibility to keep us safe and you will get the tools to do so . You will also
work towards an accredited NCFE level 3 unit .

Software development concepts
Get a basic understanding of how you can automate tasks and processes –
and you don’t even need to be a software developer writing complicated code
to achieve it .

Professional skills and behaviours (NCFE Level 3)
An accredited Level 3 unit where you will gain an understanding of the
professional skills and behaviours required for a career within the digital arena,
with a focus on cyber security .

18 hours

COURSE DURATIONDETAILS
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THROUGH THIS COURSE, YOU WILL:
• Be more employable by being more 

productive with your new digital skills
• Have the potential to earn more! The 

additional salary* benefits for digital skills 
ranges from £2,700 to £11,300 for higher 
skilled jobs

• Learn how to recognise and pursue digital 
career opportunities

PART-TIME LEARNING AND SELF-STUDY
• Online tutor-led learning sessions – 1 x 3-hours per 

week for 6 weeks
• Self-study – this will depend on your learning style, but 

we recommend up to 5 hours a week 
• Skills Coach support – they will support and guide you 

to make time to study in a way that suits your lifestyle

CAREER DEVELOPMENT
We provide you with personal support from a coach and 
the tools and techniques you need to assess your skill 
level and devise a career plan via Continuous Professional 
Development (CPD) to advance in a digital career .

*No Longer Optional: Employer Demand for Digital Skills 

– Burning Glass Technologies, commissioned by DCMS .
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