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 Introduction
Modern technology has had a huge impact on every aspect of our lives, including our workplace. It has significantly changed the way things are being done at work, the way we communicate and the way businesses are run in the world today. Advanced technology has become an indispensable element of the modern workplace; therefore it is the key for success since it is hard to imagine that a profitable business could operate without the use of it no matter whether it is a small or large. This report aims to evaluate the effective use of technology within the workplace and point out how it has helped to speed up workflow, reduce business costs, improve organizational communication, boosts worker’s productivity and expanding the area of promotion. 

Advantages of modern technology 
The definition of technology has been described as a product of applied knowledge and creativity put into practical use to solve problems or invent useful tools. (Yourdictionary.com, n.d.)  W. Brian Arthur defines it in a similarly broad way as "a means to fulfill a human purpose." (Arthur, 2009) Hence, technology’s main function is to provide ways of completing tasks quicker and easier. Seen in the context of the workplace, the main purpose for using modern technology is to make the working process more efficient and effective. To fully understand technology, one should consider what it provides in terms of advantages.

Communication
Communication is crucial in business. One of the biggest advantages of using modern technology at work is the improved and faster communication. With the invention and use of smartphones, web-based emails, social media platforms like Facebook, Twitter, Instagram, Snapshot and chat applications communication process within the workplace has reached a completely new level making it easier for employees to provide and gather information promptly, at any time and from any part of the world. A good communication between workers also results in keeping business operations running smoothly as everyone is instantly informed of the occurrence of changes or corrections implemented in the work process which helps to increase the degree of coordination. Technology advancement has made it possible for business organizations to conduct job interviews with potential employees from all around the world as well as organizing real time business conferences where all participants can be located in different parts of the globe using software like Skype, Video chat (Hessert, 2017)   

Modern Technology makes work completed faster
Another recognized advantage of using digital technology is that it speeds up the workflow letting employees carry out more tasks in less time than ever before. Computers are used at work to perform various duties with less effort. Example for this could be the use of MS Word that enables people to do as many corrections to their writings as they want, to choose fonts and page layouts without the need of starting over again in case of a mistake. Also, with the help of computer employees are able to efficiently organize their documentation by creating different files, classifying them in folders and organizing them accordingly. This is one more benefit that technology brings to the workplace as it vastly reduces the time used for finding a certain document. 

[bookmark: _Toc532379556][bookmark: _Toc532379597][bookmark: _Toc532379661][bookmark: _Toc534553854][bookmark: _Toc534553892]Technology Boosts Productivity
[bookmark: _Toc532379557][bookmark: _Toc532379598][bookmark: _Toc532379662][bookmark: _Toc534553855][bookmark: _Toc534553893]Increased productivity is surely one of the most important aspects related to businesses’ prosperity. Growth in productivity means increased profitability which is the main goal for any business organization. Technology enable employees to have more tasks executed in the same amount of time, which suggests that organizations will need less workers and less resources to achieve equal results (Rocketbooks, 2017). Besides, using digital technology has made it possible for many tasks to be automated so that one can focus on other important activities. 
[bookmark: _Toc532379558][bookmark: _Toc532379599][bookmark: _Toc532379663][bookmark: _Toc534553856][bookmark: _Toc534553894]Additionally, cloud computing certainly deserves to be mentioned due to the benefits that it brings to the companies using it. Delegating operational IT work to an external company reduces the cost for maintenance and essentially saves the company’s time. On another note, when employees are able to gain access to any file or document from anywhere they are, this results in enhanced collaboration between team members (J-T-Riptons, 2017).

Dropping Business Costs
Visible changes can be observed in the last few years in the way how companies have implemented modern technology in order to decrease their business costs. Technology gives the opportunity to substitute the mankind with automated machines which eliminates the need of paying several employees whose job could be easily done by a machine. Besides, machines are not expensive to maintain and do not require supervision. Example for the above is the drastic reduction in number of staff at stations providing customer services at Transport for London (TfL). Instead, the company has installed machines at stations that sell daily tickets and travel passes. Similar is the function of self-service check-out machines in the grocery supermarkets like Tesco, Morrison’s, Sainsbury’s etc. 

[bookmark: _Toc532379559][bookmark: _Toc532379600][bookmark: _Toc532379664][bookmark: _Toc534553857][bookmark: _Toc534553895]Efficiency
[bookmark: _Toc532379560][bookmark: _Toc532379601][bookmark: _Toc532379665][bookmark: _Toc534553858][bookmark: _Toc534553896]Technology can highly improve how workers perform their duties by making them more efficient especially with repetitive tasks. Modern technology has a leading role in simplifying the working process which in turn contributes to better performance. For instance, setting Outlook to deliver personalized messages to multiple recipients can significantly reduce the time required for that action compared to sending individual messages (Mayhew, 2018). Likewise, if large number of letters with the same content need to be printed out and posted to different addressees technology comes in use providing the right software (MS Word, Mail Merge and Database) to complete the task in no time.    

Social media as a tool for communication

By definition, “Social Media is a group of Internet-based applications that build on the ideological and technological foundations of Web 2.0, and that allow the creation and exchange of User Generated Content.” (Andreas M. Kaplan, 2010) In other words, social media incorporates the online technology through which people can create and share content; exchange personal opinions, ideas, and insights and generally discuss various topics. Social media website content can come in many shapes and forms like text, images, audio and video. 
Web-based social networking has entirely changed how people all over the world communicate and interact with each other. Social media is all about connections, engagement and relationships that are built. Short while ago, we used the post, landline telephone and in person meeting to keep in touch. At present, we send electronic mails and instant messages via web-based platforms; leave voice messages; talk through earphones; create and share personal images and videos with friends, family and co-workers. Today with over 2.6 billion social media users worldwide, it is the number one activity on the web. Surely, social media is experiencing a shift that allows millions of people to receive information at a rate never existed before.  
Social media is providing an effective and efficient way to communicate and stay connected with key stakeholders and customers. Business organizations are progressively adopting diverse social media tools for communication among employees.  The results of applying those tools (like Facebook, Viber, What’sApp, web-based email) into the work process can be seen in the less time needed for messages to reach the recipients; more detailed information can be exchanged; brings better understanding; makes it a convenient and reliable way of communication. For example, workers in an office can send an email to colleagues or customers to send further information or give an update on a project. They could also attach images or videos to produce the receiver with a better idea and perception of the message. Being able to send and receive instant messages is extremely important when it comes to critical situations where problem solving and/or decision making must be carried out in a short time. Therefore, being fully informed at any moment adds huge value to any workplace in terms of coordination, efficiency and flexibility. 

Social media as a tool for information gathering
Social media is vastly recognised for the amount of information that is created and exchanged. It is also true, that it has never been easier to gain any sort of information needed. In today’s fast-paced world having access to the right and sufficient information is of key importance in order to perform well at work and/or be competitive in business.
Many business organisations take advantage of the information that is published on the social media platforms for various purposes. Some use videos on YouTube to train employees or distribute knowledge, others use the Internet to collect information that is relevant to the task they are performing. It is an inevitable fact, that for businesses to run smoothly and decisions to be made it is fast and adequate reaction that is required, which is usually related to the quality of information that is possessed. 
Social media has also largely influenced the relationship that is built between the businesses and their customers. Today organisations are able to better know their consumers, to learn their habits, preferences and behavior and all that thanks to social media platforms. This helps for a strong bond to be created and also to add value to both parties – the businesses and clients.
Nothing can give more accurate up-to-date sense of exactly how customers are interacting and reacting with your brand, product or service than social media; it provides real-time insight into key information like what your customers are thinking and what new customers could be interested in. Specifically, social media can help in gathering essential information like user experience, market research, customers’ opinions, and audience engagement (Xplenty, 2017).


Social media as a tool for marketing
Since the power of social media is the ability to connect and share information with anyone on Earth as long as they use social media and with over 2.6 billion users worldwide, it is not surprising that organisations have focused on these platforms as to expand and grow their businesses. Social media marketing is the use of social media platforms and websites to promote product or service. It has proved to be a powerful way for businesses of all sizes to reach prospects and consumers. Social media thrives on connections; therefore it reaches bigger audience compared to the traditional ways. This is faster, safer and cheaper. 
Social media as a tool for marketing can benefit every business organization by increasing the website traffic, building conversations, raising brand awareness, creating a brand identity and positive brand association as well as improving communication and interaction with key audience. Getting customers feedback has obvious marketing benefits. When customers are better understood, a better content can be published, which leads to more traffic. But the benefits can sometimes go far beyond marketing, helping to identify customer pain points, improve sales conversions and even refine your product strategy.

The importance of having strong professional online presence 
In the digital age, building an online presence image is a crucial component of any marketing strategy, no matter the size of the business or what industry it belongs to. It could be a website or a social media page, but in any case going online could only offer considerable advantages for any business, as its customers and potential customers will expect to find them online. Having an online presence will make it easier for potential customers to find a particular company due to the fact that today if someone needs more information on a certain product, brand or company, they search online first. Secondly, it makes it possible for a lot more prospective clients to become familiar with a product. From a business perspective, this is giving an outstanding chance of showing a great number of people what is being offered by your company. Moreover, one of the features that social media characterises is building relationships, between both businesses and consumers. So a strong online presence can make those relationships stronger and each party to get to know the other much better, gain confidence and trust. Maintaining good relationship highly improves the chances of generating additional revenue and earns customer loyalty.
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Conclusion
Due to the latest technological advances, businesses have greater options for effective communication, ways to increase productivity as well as to save business costs by automating business operations and processes. In these days, organisations and companies are using computers, latest software and applications, high speed internet for transforming their businesses from local markets to international market with an intention to compete giant competitors in the industry from all around the world. No matter which industry it is or what type of business is run advantages of technology are countless. 
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