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" WHAT ARE
DIGITAL SKILLS?

In today's rapidly evolving business landscape, embracing digital transformation
has become imperative for organizations seeking to thrive and remain
competitive. Digital transformation represents the integration of digital
technologies into all aspects of a business, fundamentally changing how it
operates and delivers value to customers. To successfully navigate this
transformation, it's crucial to possess and develop the right digital skills. This
booklet aims to provide insights into the world of digital transformation and the
essential digital skills required to leverage its full potential.

Digital skills, often referred to as digital literacy or digital competencies,
encompass a broad range of abilities and knowledge related to using digital
technologies effectively. In today's increasingly digital world, these skills have
become essential for individuals and professionals in various fields
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DIGITAL LITERACY
AND CYBERSECURITY

Digital literacy encompasses the ability to

use, understand, and evaluate information in
various digital formats, including text, Digital literacy and

images, and video. cybersecurity are two

Digital ethics, also known as cyber ethics or critical aspects Of the

internet ethics, refers to the moral principles dig ital world that
and guidelines that govern the behavior and

, o o individuals and
actions of individuals and organizations in
the digital realm. It encompasses a wide organizations must
range of ethical considerations related to understand and prioriti ze.

technology and the internet.

Ethical considerations in the digital realm are
crucial to maintaining trust and ensuring the
responsible and fair use of technology. Digital
ethics evolve alongside technology, reflecting
the changing landscape of ethical challenges
and opportunities in the digital age.
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DIGITAL LITERACY
AND CYBERSECURITY

Digital literacy involves a range of skills and

knowledge to navigate and utilize the digital

world effectively. The key components of

digital literacy include:

— Basic Computer Skills:

« Proficiency in using a computer or

mobile device, including understanding
hardware components (e.g., keyboard,
mouse, CPU) and common operating
systems (e.g., Windows, macOS, Android,
ios).

— Internet Navigation:

« The ability to browse the web, use search

engines effectively, and navigate
websites. This includes understanding
URLSs, bookmarks, and browser tabs.

— Information Literacy:

« Skills to evaluate the credibility and

reliability of online information sources,
discerning between fact and opinion, and
recognizing potential biases.

Digital literacy is an
evolving concept, and
individuals need to
continually update their

skills to keep pace with the
dynamic digital landscape.
These key components serve
as a foundation for effective
participation in the digital
world and help individuals
make informed decisions,
stay safe, and leverage
digital technologies to their

advantage.
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DIGITAL LITERACY
AND CYBERSECURITY

Digital literacy involves a range of skills and

knowledge to navigate and utilize the digital

world effectively. The key components of Staying up-to-date with
digital literacy include: the latest digital trends
— Search Skills: d il ik .
« The ability to perform effective online o potentia Flihar
searches using search engines like Google, crucial fOT individuals and
including us.ing advanced search org dnizations to remain
operators and filters.
— Online Safety: relevant, competitive, and
« Knowledge of how to protect personal secure in the ever-
information online, recognize and avoid . ..
phishing scams, and manage privacy eVOlVlng dlg ital
settings on social media platforms. landscape. Failing to do so

— Critical Thinking: . g
, L can result in missed
o The capacity to think critically about

online content, question information, and opportunities, increased
make informed decisions based on digital vulner ability to CVb er
information.

threats, and a loss of
technological relevance.
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DIGITAL LITERACY
AND CYBERSECURITY

Digital literacy involves a range of skills and

knowledge to navigate and utilize the digital

world effectively. The key components of Digital literacy is a critical
digital literacy include: com ponent (o) f modern
— Problem-Solving Skills:

« The ability to troubleshoot common education. It EMPOWErs

computer and internet-related problems, students to navigate the

such as resolving software issues or di git al landsca pe f osters
’

connectivity problem:s.
— Computer Security Awareness: critical thinking, and
» Awareness of cybersecurity best prepares them _fOT the di git al

practices, such as creating and managing

strong passwords, recognizing malware f uture. It is not Justa SUb] ect

and other security threats, and applying but a foundational skill that
software updates. enhances learning
— Digital Tools and Software: ’
« Familiarity with a range of digital tools communication

and software applications, including
word processing, spreadsheets,
presentation software, and other
productivity tools.
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ONLINE SECURITY

Online safety is of paramount importance in today's digital world, where we store and
share a vast amount of personal and sensitive information online. It involves a range of
practices to protect yourself and your data from various online threats. Here, we'll discuss
three crucial aspects of online safety: strong password management, avoiding phishing
scams, and understanding privacy settings on social media platform:s.

No.01 — Strong Password Management

» Create strong, unique passwords for each online account. A strong
password typically includes a mix of uppercase and lowercase letters,
numbers, and special characters.

« Use a password manager to securely store and generate complex
passwords. This helps you avoid the temptation of using the same
password for multiple accounts.

« Regularly update your passwords and avoid using easily guessable
information like birthdays, names, or common phrases.

« Enable two-factor authentication (2FA) wherever possible to add an extra
layer of security.

No.02 — Understanding Privacy Settings on Social
Media Platforms:

« Review and adjust the privacy settings on your social media profiles to

limit the information that is visible to the public or even your friends.

» Be cautious about sharing personal information, such as your full name,
address, phone number, or financial details, in public posts.

e Regularly review and audit your list of friends or connections to ensure
that you only interact with people you trust.

« Understand the privacy policies of the social media platforms you use
and the data they collect, and consider the implications of what you
share.
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TRELLO

Trello is a popular web-based project management and collaboration tool that uses a

system of boards, lists, and cards to organize tasks and projects.

Trello is known for its simplicity and flexibility, making it easy to adapt to various

workflows and project management styles. It's often used for personal task management,

team collaboration, and project planning. Users can collaborate on cards, assign tasks to

team members, and track the status of projects in real-time.

Trello also offers integrations with many other tools and apps, making it a versatile

platform for individuals and teams to manage their work more effectively. It is available as

both a free and premium (Trello Business Class and Trello Enterprise) service, with

additional features and capabilities in the paid versions.

Boards, lists, and cards
organization

Arrange tasks on
boards, break them into
lists, and detail them as
cards, ensuring a clear
visual representation of
your projects.

Due dates and calendar
integration

Set deadlines for tasks
and integrate with
calendars to keep your
team aware of upcoming
responsibilities and
milestones.

Key features

Customizable workflows
Adapt Trello to match
your unique processes by
tailoring lists, labels, and
cards to mirror vyour
team's workflow.

Assigning members to
cards

Easily delegate
responsibilities by
assigning team members
to specific cards, ensuring
clarity on who's
accountable for each task.

Comments and activity
tracking

Foster collaboration by
discussing tasks within
cards through
comments, and track
activity to stay informed
about progress and
changes in real time.

Attachments and file
sharing

Seamlessly attach files
from various sources to
cards, centralizing
essential project
documents and assets.
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CHATGPT AND Al

In the age of rapid technological advancement, artificial intelligence (Al) has emerged as a

transformative force, reshaping the way we live, work, and communicate. At the forefront

of this Al revolution is ChatGPT, a remarkable language model developed by OpenAl. This

essay delves into the world of ChatGPT and Al exploring their evolution, capabilities, and

the profound impact they are having on various aspects of our society. We will discuss the

potential benefits, ethical considerations, and the exciting possibilities that lie ahead as Al

continues to push the boundaries of human-machine interaction. ChatGPT represents a

pivotal milestone in the Al journey, and understanding its implications is essential for

grasping the full scope of the Al landscape.

General Knowledge:

It is pre-trained on a
large corpus of text data,
which provides it with
general world
knowledge and the
ability to answer factual
questions on a wide
array of topics.

Prompt-Based
Interaction:

Users provide prompts
or instructions, and
ChatGPT generates
responses accordingly.
The prompt format
allows for specific and
guided interactions.

Key features

Natural
Understanding:
ChatGPT is skilled at
understanding and
generating human-like
text, allowing it to
comprehend and respond
to natural language inputs
effectively

Language

API Integration:

OpenAl offers an API for
developers to integrate
ChatGPT into wvarious
applications, expanding its
usage in software and
services.

Fine-Tuning for Specific
Use Cases:

ChatGPT can be fine-
tuned for specific
domains, tasks, or
industries, making it
adaptable to particular
business needs.

Regular Model Updates:
OpenAl continues to
improve and update
ChatGPT based on user
feedback and research,

enhancing its
performance and
addressing any
limitations.
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CONCLUSION

In conclusion, digital transformation and digital skills are intertwined forces
that are reshaping the way we live, work, and conduct business in today's
rapidly evolving technological landscape. Digital transformation, the process of
leveraging technology to streamline operations and enhance customer
experiences, has become an imperative for organizations seeking to remain
competitive and innovative. Simultaneously, the acquisition and cultivation of
digital skills by individuals and teams have become essential for navigating

this digital era effectively.

Those who embrace digital transformation and commit
to developing digital skills will be best positioned to
thrive in this ever-evolving landscape and harness the

vast opportunities it of fers.




