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[bookmark: _Toc62577158]Demonstrate the ability to evaluate the appropriate use of modern technology to improve workplace efficiency and employability, supported by criteria leading to an evaluation

Since the year 2000, the very beginning of the 21st century to the present, technology has made huge significant changes within the modern workplace. There has been a change in how we can communicate with each other, and how we can communicate with multiple members all around the globe within an instant. Changes in how we are able to have all year-round wireless connection that can be used on several devices at once and in how we are able to store information, and the amount of data/information held (such as a cloud storage) whether it is personal or for business use. Also, as time has progressed and technology advances, changes are also made with the devices that were used during the start of 21st century, like a computer for example where the devices have gotten smaller and more compact and easier for the user to use. In 2000 around just 47% of the UK population had a mobile device on them (O'Dea, 2020) available compared to the population now 95% (O’Dea, 2020) now own a mobile device. The devices that were used during the start of the 21st century, did not have any of the features as to what they have now, such as a camera/video, larger memory ability, app storage, GPS, Bluetooth, WIFI etc. Smart phones and other smart devices such as an iPad/laptop have enabled the workforce to be more efficient in and out of the workplace, in a café or at home, especially during the time of covid-19, as the workforce works remotely from home. 
[bookmark: _Toc456901517]Over the past 20 years there has been a complete change in what devices/ tools we utilize to help complete work-related tasks for example, iPad/tablet that a postman may use to get a signature from the customer instead of the old ink on paper signature, touch screen panels that fast-food chains have inside for the customer to order from, and pay using contactless which in order helps the employers save time and be more cost effective, supermarket stores where the customer can scan their own items during shopping, using handheld scanners. In the past data was stored on to a floppy disk and inside eternal hard drives but now we have external hard drives /USB drives which hold tenfold the data, however the biggest technological change in devices in the 21st century would be the laptop and mobile phone which in order has led on to other innovations such as iPad iPhone smart devices etc. Gone are the days of just hearing words though a speaker (which was also restricted to SMS, texting) we can now have visual contact with each other, we can now send videos, emails, photos, our live location using GPS on an app such as WhatsApp, set up reminders and even, business meetings on using Zoom, Google meet and other interactive apps.
 Getting on to theses apps requires the use of WIFI a wireless network, WIFI gives us connectivity, it is way of connecting to the internet using a wireless connection, sending data through a transmitter that converts into a signal that WIFI enable devices can receive, it helps with elimination of cables/ wiring, black spots and being indoors. For remote working WIFI has given the employee much more freedom as to where to carry out their work either using a Wi-Fi hotspot such as in a coffee shop or on a business trip waiting at the airport. WIFI connects the device to the internet to receive video calls or send and receive data.
 When storing data, we think of hard drives but now with the use of Cloud to store our data, cloud is a paid subscription secure data storage platform that holds onto digital information where employees can access their work remotely from anywhere in the world at any time providing, they are connected to Wi-Fi. Using cloud in the workplace helps to create productivity in the workplace, ideas can be shared to others and being able to work on a project virtually together or as part of a team (having the loud means you can access your work from home giving the employee more flexibility with work, or at home with the family). Having cloud means that you will not lose any of your data as its stored in a remote location for backup and recovery. Unfortunately, Cloud has its disadvantages as the user would need to depend on a WIFI connection in order to use, Theres also limited minimal customer support, and there are privacy issues since your information is being handed over to a third party (Selby, 2018).
 New advances have made ways for us to connect communicate and collaborate within the workplace such as the use of social media platform/Apps such as Facebook, LinkedIn, Zoom, Teams which can be downloaded to any smart device. Having these platforms within the workplace has many benefits one of the benefits of social media is the use of marketing, it will help reach business goals where increase brand awareness reaching a wider audience and creating a community, from that getting feedback from the customers and being able to analyse customer needs.
 The MOD (Ministery of Defence) is using social media now as Technology changes, with the two main platforms being, Twitter and Facebook (GOV.UK, 2020). The Army on Facebook has 3 million readers a month on their posts (Army.MOD.Uk, 2020) but the information that is given is quite restricted due to the sensitive nature of the organization, social media would be used to help recruit potential future soldiers and to let others know what the values and standards are of that Organization. Social media gives potential soldiers easier excess to ask questions directly to the recruiting team or via groups that have been set up. Social media gives more basic insight to the organization with daily updates and whatever changes that are currently happening. security is a massive issue within the military, so social media needs to be kept to a minimum with restrictions especially for actively serving members as video leaks and images can be detrimental if seen buy the wrong eyes, or if names and other personal information was leaked into the wrong hands. The Report writer believes that social media is a double-edged sword within a government organization yes it can help recruit and advertise but it means that the Army needs to be more aware of what is said or can be seen online, even on the personal platforms of serving personal like Instagram needs to be monitored to be sure no sensitive material is being accidently leaked/ uploaded. 

[bookmark: _Toc62577159]Demonstrate the appropriate use of social media for creation of own personal brand (and its applications in the workplace), through the creation of own professional online presence on LinkedIn, supported by evidence

Today there are many different social media groups out there that can be used to promote you as an individual / personal brand or help to promote a small business/company. Social media groups such as Facebook, Instagram, Twitter, and LinkedIn have means of spreading your brand everywhere online to a vastly greater audience, they are platforms where we can connect and communicate globally, it is a means of being able to network and join many types of professional mutual groups. Having that network/connection can help to promote and boost and even potentially accelerate a personal brand. Having a professional network means ideas can be shared, experience and knowledge can be used to also help others
LinkedIn is the largest professional social media networking site with over 700 million members in over 200 countries, Officially LinkedIn began back in the second quarter of 2003 (LinkedIn corporation 2021) and was designed as a professional networking platform that can help career development and job search, it is an effective platform for home business use, especially working remotely from home during covid-19. LinkedIn is also utilised as a job search tool, where the user can look for jobs after being singed into their account. The user can post updates for mutual interests to read and being able to communicate with other professional members (Johnson, 2019). LinkedIn lets you build a CV online, that when completed, other professional companies will be able see the background of that individual (to which they do tend to do on the lookout for potential employees). It will show what qualifications, skills, and expertise the user will have, and the core values of the individual. Having LinkedIn means that recruiters can search for you. just as you can search and connect with other mutual interests/companies. Creating a LinkedIn account is easy, first by singing up. Then set up an account putting up a professional profile photo with also the choice of a backdrop, you will need to write a headline that will include professional skills and abilities. The headline is particularly important it will get you noticed alongside with having a strong About/Summary section (CNBC. Mckissen, 2019), having a strong headline and in the about section, together they make up your profile summary that can be used as a resume. Gaining endorsements from others will help propel your brand and small businesses can be more visible, by completing the service section in their profile (Flemming, 2020) There are many social media groups around but choosing the right platform will be based on the specific audience.
 Facebook is the world's largest social media platform which in Autum 2012 bypassed a billion users. Facebook now has just under 3 billion members since in the summer of 2020 (Clement, 2020). Facebook can be utilized to build a professional business profile, showing off your unique brand to millions around the world. Having Facebook, you communicate with messaging and video chat though messenger, and it is free (as long as the user is connected to WIFI), build a community by adding friends/family to a personal profile or adding professionals to a business profile, your brand. Facebook is used to building a network where you can send and receive pictures and videos. but also has the option in the privacy settings for the user to decide what is visible to the Facebook community. Setting up a private group in Facebook is another option for you as it will keep you daily connected to the loyal customers/followers. Facebook users can leave reviews, share, and help promote your brand while also gaining customer feedback. Having that feedback is also important for helping to improving your personal brand and knowing what the customer wants. Answering customers questions making them feel appreciated and them feeling part of your unique brand community.
 Twitter is another social platform launched back in 2006, with over 140 million daily viewers (Ritschel, 2019). Twitter can be utilised to help in building a personal brand, so it is important to write a professional biography (BIO) however there is only a maximum of 160 characters to be used. Twitter was created to help spread small news and messages using up to 140 characters which are called tweets. Twitter can help you list and link company information, you can read the latest updates, tag other companies, tweet, or reply by retweeting to customers and joining in on chats, whilst also gaining feedback from the customers. Twitter can also be used to build a network of followers and creating a personal brand for advocate.

	Social platforms
	description
	pros
	cons
	Future use

	Tik Tok
	Social media platform for creating sharing and obtaining short videos. Mainly used for the younger generation to help express themselves 
	Gaining popularity.
Free exposer to millions.
Targeting a younger audience/depending on branding.
	Older generation numbers are low.
Censorship risk.
Text limitation.
Photo limitation.
Expensive ads.
	Tik Tok still up and coming in leaps and bounds. Mainly used for the younger audience. With minimal limitations there is room for improvement on data size limitations

	WhatsApp/WhatsApp business
	Social media cross platform for the use of free messaging and video calls. Being able to create groups personal and business, sending/receiving documents/photos, and other media.
	Free and user friendly
Able to use both platforms on same device.
GPS live location. make voice messages.
Good for managing remote teams.
Email chats.
Ads free.
	Need internet connection. Changes in new privacy policy Feb 2021 
File size limit 16MB.
Contact number required.
No sign out option.
	WhatsApp is a great tool to be able to connect globally however due to recent changes in being able to share people's data with Facebook, (who owns WhatsApp) the future seems uncertain as there's new upcoming cross social platforms there to be utilised

	YouTube
	Video sharing platform or a media platform used to create channels where followers would subscribe to a channel. More for the use of visual messages
	Free to upload videos.
Being paid for uploading videos via vlogging.
User friendly.

	 Can be Accessed by everyone.
No say with account being disabled.
Ads can be added without consent.
	Dose not see use of YouTube in future for own personal branding.

	Instagram
	 Mobile app Social platform used for publishing photo& video content. Interaction with followers though shares likes and comments.
	Easy to find with correct hashtags.
Picture editing.
Location tagging.
Business account.
Free.
Gaining popularity.

	Younger generation orientated. Lack of tools in personal platform.
Expensive advertising.


	Still a new upcoming platform with potential possibility's in building a personal brand. 
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[bookmark: _Toc62577160]Explore the impact of personal branding on own employability

Personal branding is the concept of YOU, it is what you are trying to show, it is your personal values and what values your trying to present to the world (carrying out a strength weakness opportunities threats (SWOT) self-assessment will help you understand your opportunities and help in discovering your unique selling point). Having a personal brand is also what others will say about you, it is about your story and how the world sees you.
 In today's world in order to succeed we need to get noticed and be top of our game, it is about winning the hearts and minds of the audience with your personal brand. A personal brand is important to have, as it will show what skills and experience you have as an individual, it will show what interests, belief's and what motivates you, and that could hopefully inspire others. Building a personal brand means having the right attitude (what others perceive) and how you carry yourself (gait), being consistent that your actions are your words. Reaching out and communicating is essential to building a strong network and being able to maintain that relationship with mutual professionals. It is important also in showing that you are credible, as it will gain you trust from within your community, by which in order could help to accelerate your brand. Being cautious on what you post on your professional platform, putting something up could be detrimental to the business and your personal brand, Others such as friends could be damaging to the brand for example if they make certain comments or accidently leak an unprofessional image, so making sure the security settings are in accordance. Choosing who can tag you or leave comments is another feature that you can utilise. Being cautious to what you post on other platforms needs to be considered, even if someone disagrees with your personal views, this could lead to future implications. Always making sure not to drop your guard, even when on a night out with friends for example getting into an intoxicated state will look bad, especially if your personal brand reaches out to the younger generation. 

[bookmark: _Toc62577161]Discuss personal and professional security and safety online.

Online security is extremely important to understand and vital to have being put into force so being aware of the risks is paramount, when online we are open to hackers and other cyber risks. We need to have the protection of the personal details/secure information that we tend to store on our devices. Personal data could potentially be stolen without our knowledge (N.I Direct Gov.uk 2020). Basic safety such as using a secure WIFI at home for purchasing online is a safer option rather than connecting to a public WIFI hotspot such as in Airport/Rail station or restaurant as they are not secure. When purchasing online you could utilise services such as Pay Pal or Google pay as these are safer alternatives since the seller never sees the buyer’s details. Using a credit card is a safer option for purchasing online, rather than using a debit card as the debit leads directly back to your bank. There are symbols to look for to be sure a site is safe, such as the locked padlock icon left of the URL up in the address bar, the URL should start with a HTTPS not HTTP (the extra S means secure) (Griffith, 2020). When purchasing online it always good practice to not let your phone store passwords and have several passwords not just the one for all. We are more protected because of GDPR since 2018 as new stricter rules came into force (Burgess, 2017), that protect the user's data, personal/ business being shared without consent. GDPR makes it free now to ask any organization for your details, by using a subject access request (SAR). The DBS retains our Data, we can request our Data what information they hold of you though the governed rights of GDPR. We need to be more Cyber security aware as threats like email frauds and phishing attacks, there are free online course that can be utilise for the user to enhance their cyber awareness skillset. Security settings can be changed in all platforms where you can decide who sees your posts, you can choose who can tag you, or even comment.    
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