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Introduction
The usage of the digital media such as the televisions, computers and the smart phones has increased significantly in the past few years. It is also necessary to understand the usage of the internet all around the world. Technology has also allowed the human beings to gain access to rapid completion of tasks. The benefits of technology are seemingly high within the workplace as it affects the management, structure and the different operations of the organization. It can also be stated that over the past few years, technology has played a very significant role in the development of the organizations around the globe.  The report is based on the purpose of providing a brief explanation of the effective usage of technology in the workplace or an organization. Moreover, the report also focuses on the impact of social media as the basic tool for the purpose of marketing. The digital skills and research methods are required by every organization to gather the detailed information within the workplace. Furthermore, by the help of different sections in the report it would be easy to understand the adequate usage of social media and digital skills as a mode of gathering information and also as a source of communication.

[bookmark: _Toc511696646]Evaluation of modern technologies
The evaluation of the modern technology is necessary as it helps in understanding the different aspects of the business. The introduction of technology in any business could positively affect the productivity and the procedures which are involved as the business processes(Sekaram and Bougie, 2016). The evaluation of the modern technology is done as follows:
1. Communication: Technological advancement related to the communication processes can allow the employee to perform effectively and importantly, improve the productivity of the organization. Technology can help the employees to communicate in a much easier manner which could also benefit in the implementation of new ideas which could possibly allow the organization to gain a competitive advantage in the market.
2. Workload of Employee: The advancement in the technology allows the employees to reduce the workloads as many of the various operations are automated. The new technologies gather the important information in a lesser time which when compared to the employees requires extra time to gather the same amount of information(Malik and Malik, 2017). The new technologies or modern technologies can enhance the processing within the organization and increase the productivity.
3. Accommodations for Disabled Employees: The advancement in the modern technology also provided many opportunities for the disabled workers. By the help of the modern technology it is easy for the disabled employees to gain better skills and help the company to achieve the organizational goals. The disabled employees would be much more effective in increasing the productivity by the help of the modern technologies.
[bookmark: _Toc511696647]Effectiveness of the use of modern technologies
The advancements in the technology enable the organization to form a proper structure and enhance the business processes to integrate and become much more streamlined. The advancements in the technology allowed the different organizations to carry out the business activities smoothly and also enhancement in the procedures(Scott, 2015). Technology or the digital skills have allowed the organizations to change the techniques of communicating with the employees within the workplace. The communication within the workplace moved to a different level after the arrival of the social media and smartphones. The latest technologies have improved the communication process by providing the detailed information to the different employees of the organization in a much lesser time and also with accuracy.
Additionally, technology allows the different operations within the organizations to be fully organized. The different systems allow the organization to manage and review the projects and also help the employers to maintain the activities within the workplace with proper supervision. Moreover, the digital media also allows the organization to fix the accountability, efficiency, responsibilities and also allows the employers to verify the projects are being delivered on the given deadline(Tiago and Verissimo, 2014). Advancement in technology also helps the operations within the business to become more productive in nature as the businesses in recent days are more reliant on the productivity software which provides different tools to overcome challenges in the market.

Cloud Storage
Traditionally to store documents/files you were expected to save them onto your computer or on your USB, however files can get deleted from your computer and USB sticks can go missing that’s where iCloud Storage comes in. In today’s generation many people use iCloud storage to save their documents/data that can be shared to any other iOS devices, meaning colleagues will have easy access to these files. Moreover, you can access your iCloud storage from any device. 
There are other storages excluding iCloud so I decided to compare iCloud and Dropbox evaluating which one will be more useful for people needing to manage, save and share documents.
Dropbox
The free Basic account comes with 2GB of storage. For documents this is huge, but if you want to store any kind of media - it will disappear very fast.
You can upgrade to the 1TB plan for £7.99/US$9.99 per month, but Dropbox also offers 500MB of additional free storage for each friend you sign up to the service - with a limit of 16GB.
Folders and files can be shared with others but you can’t set permissions on the Basic account, so files can be edited and deleted by other users.  However, Dropbox backs up any changes to files for 30 days. So if you need an older version or want to undelete a file, you can.
If you upgrade to get the Dropbox Plus account, you can enable read-only permissions, set passwords and expirations for shared links.
Google Drive
With Gooogle Drive you’ll get 15GB of free space when you create an account, you'll already have a Drive account if you use Gmail, Google Calendar or YouTube.
The space is shared across all these services, so if you have large attachments on emails then they’ll count in the 15GB (enabling the automatic photo backup to Google+ from a smartphone acts the same way). There’s two options for uploading photos/videos. "High quality" is free and doesn't count against your storage but the "Original" quality versions do. Google Docs, Sheets, Slides, Presentations, Drawings and files that others have shared with you don't count as well.
Mobile versions of Google Drive are still available for Android and iOS. There's selective sync, so you can choose which folders sync on each PC or laptop.
[bookmark: _Toc511696648]Social media as a marketing tool
The major growth of social media in the past few years has affected many organizations. The social media in the recent times is being used to provide a strong presence in the media by interacting with the different customers online. The social media is also useful to the various e-commerce organizations to convey the message and offer different products and services to a larger group of audience. The social media also allows the companies to gain opportunities to enhance the development by gaining new customers and partners to expand in the competitive market(Roque and Rapsos, 2016). Importantly, the social media mainly uses the internet and the technologies which are based on the web to transfer the information and also to broadcast the media to the larger group of audience. The reach of the social media to the large amount of audience enhanced it to become a major marketing tool in the recent times. However, it is necessary for the different organizations to understand the proper use of social media to achieve the complete benefits. The proper usage of social media as a marketing tool can possibly help the company to reach the new levels of success and also allow the organization to achieve the organizational goals to sustain in the competitive market.
[bookmark: _Toc511696649]Social media as an information gathering
Social media has become an integral part of people lives and completely took control over it. With the help of social media the whole world has become a small village where anyone from anywhere can gather information within few seconds. It had a greater impact on the workplace then ever before. It is the rising trends and everyone is glued with it due to the immense facilities it provides for carrying out work in the workplace. Furthermore, the use of technology and social media has also been giving a competitive advantage by ensuring profitability to various organizations(Yadav, 2017). The development in the information technology has helped organization to gather information from different external sources which is also helping companies to grow in the market and achieve their desired goals. It creates opportunities in the workplace with its ability to gather information through various platforms.
Moreover, due to the increase in the competition, it is essentially necessary for companies to have the knowledge of the latest information and have a reliable source where information can be gathered and shared simultaneously at the same time with minimum risk information(Turcotte et al. 2015).Social media also does not any barrier that can cause organizations from gathering information and this is one of the main reasons for the people getting more and more involved with the social networking sites. 

[bookmark: _Toc511696650]Social media as a communication
Social media has changed the way people used to communicate though there still exist debate of whether social media has improved or declined the communication skills of people. Communication can be defined as an act to share information, feelings or transfer ideas via communicating with other people. Social media has been a defining platform for people to do the same due to the access to internet through computer, smart phones are various other device. Similarly the working scenario in an organization has also changed significantly. The managers now a days share information with the employees through emails and smart phones as it is a basic norm(Yadav, 2017). The impact of social media on communicating has been a huge as it directly have an impact on the lives of the people.
Many organizations use this platform to promote their products with their customers via various platforms like Facebook, YouTube, Twitter and other social media platforms. Furthermore, this not only helps them to get connected with the people but also enables them to remain in touch all the time. Also, with the help of social media the verbal communication in the workplace has lessen and instead increased the usage of online message because its fast. Organizations use Skype to speak with clients sitting in another part of the globe to fix deals and this is all possible because of the development in social media(Turcotte et al. 2015). The technology has taken control over the workplace and is helping organizations to carry out their business more successfully then ever.
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In this new age, social media has taken the world by storm and companies taking full use of it. The online presence for companies in social media helps them to increase sales along with brand image. E-marketing has become a latest trend and through various advertisement and blogging one’s online presence can be increased. It is essentially important for companies to have their online presence to get connected with the people and to get competitive advantage over their competitors(Sekaram and Bougie, 2016). There are different ways to create a professional online presence and these are given below.
1. The first thing which needs to be done is to create an account by signing up on social media sites.
2. The second thing which need to taken care of is that knowing your customer or the people one wants to target and get attention from for which they need to check groups or people having same business interest and add them on the page.
3. The third most important thing one should do is that share information about the company which will help the people to know about the company more once they show their interest in it.
4. The next thing is to show online presence for which one needs to be active on their profile all the time. Regularly update and current status of the company in order to make people aware of what is happening inside the company(Malik and Malik, 2017). The more active a person is, the more the people will get attracted towards it with a purpose to get connected with the company.
5. Another most important thing which should be done is to gather information and reviews about the product from the people and then keep on changing the products depending upon the markets demand. 
[bookmark: _Toc511696653]Recommendation and Conclusion
It can be recommended the knowledge of digital marketing is essentially necessary for working effectively. In order to use social media as a marketing tool, organizations should apply various kind of strategies related which can give them a competitive advantage in the market.The communication in workplace can also be improved with the increase in the use of latest digital technology.
It can be concluded that it is essentially necessary for organizations to keep implanting social media as a business strategy and keep introducing new platforms to promote their product and increase brand image.
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