[image: Description: :::::::Desktop:In progress desktop:TRINITY SAINT DAVID:logo:TSD_logo2010.jpg]

Skills for the Workplace
Module Assignment Submission 

Student Name:	Shahanaz Khan
Student Number:	1811548
Module No:	BMSK4003
Module Title:	Digital Skills and Research Methods


Statement of Confirmation of Authenticity
By the act of making this submission, the student declares that this is the work of the student named above. The work has not, in whole or in part, been knowingly presented elsewhere for assessment, or where assessment has been built on a previous assessment, this has been identified. Where materials have been used from other sources it has been properly acknowledged. If this statement is untrue, the student acknowledges that an assessment offence has been committed.
Attention is drawn to the plagiarism and unfair practice policies of both the University and of ILM.
Permission for ILM to use this script
ILM uses learners’ submissions – on an anonymous basis – for assessment standardisation. By submitting, both the centre and the learner agree that ILM may use this script on condition that identifying information is removed. However, if you are unwilling to allow ILM use this script, please refuse by ticking the box: □


Contents:

Introduction – Page 3
The C.R.A.A.P Test – Page 3
Modern Technology In The Workplace – Page 3
Social Media In The Work Place – Page 6
LinkedIn Profile – Page 8
Online Safety and Security Data Protection – Page 10
Conclusion – Page 10








Introduction 
This assignment is going to be based on Modern Technology and how it can affect the world of business and industries. We are living in the age of information and will look at the impact that can have on our lives, and explore how using Modern technology can have its advantages and disadvantages in the work place. The effects of social media in work places will be looked at, and how information can be sent globally through social media and the accessibility of information.

I have evaluated all the sources used in this assignment by putting them through the C.R.A.A.P. Test. I understand that all the information must be current and up to date when published, whether it is reliable and to know what kind of information is included in the resources and whether it is based on facts or statistics. I must make sure to see who the author is and if this person is an expert in the field of Modern Technology. The purpose of the research if its fact or opinion and if it is biased, is the creator/author trying to sell you something.
C- Current; is it up to date when published?
R- Reliability; can the source be trusted and has it been peer reviewed.
A –Accuracy; is the information accurate and how can you tell.
A – Authority; who is the author and have you ever heard of them before.
P- Purpose; what is the purpose of the website or a product, are they trying to sell you something or is it just for purpose of learning.


  Modern Technology in a work place
Businesses are growing much faster with the help of modern technology. They are using modern technology to find new customer base which helps companies to grow. Businesses can run efficiently using methods like social media twitter, LinkedIn, Facebook, Face Time, Skype and email.  Smart phones are used to support and create brand new business models which allows companies to reach new customers, businesses and suppliers instantly which was not available before. Face Time and Skype, can be used to have meetings with clients from anywhere which saves time and money and looks professional, it is quicker with no overheads and still being able to give that face to face service. All this can be achieved with Modern Technology by using smart phones and running online businesses from anywhere in the world. Technology has moved so fast in the last 100 years that it has become hard to keep up with the changes, whereas in the 1920s and 1950s up until 1980s people had to rely on radios and depend on posts and write letters to communicate which took much longer to receive and send information –Rachid  Elbelghiti (2016) also said similar.
Businesses owners want quick and effortless access and options with the least amount of inconvenience to save time and money. Thus these are the biggest reasons company owners are turning to online services using modern technology. It gives shoppers the ease of purchasing goods from the comfort of their own homes or from anywhere in the world they might be, from designing a kitchen to choosing flights or booking hotels. Company owners can re-stock goods instantly and order from any part of the world which saves a lot of time using new technology, where in previous years, this wasn’t available. 
Modern Technology has helped make communication and networking easier, quicker and cheaper.  Small business owners can run their businesses from mobile phones from where ever they are. This means there are no overheads, no office buildings required, no furniture is needed, no bills, no rent, and no need for any staff to run their business. All these benefits can be achieved by running a business online or on from their smart phones using applications.
Technology has helped to make people come together. With the use of social media people can reach millions all around the world instantly.  There are many forms of social media for example, Facebook, Twitter, Skype, Instagram and LinkedIn, all of which allows businesses to target particular groups in any locations anywhere in the world. Marketing on social media is free however if you were to advertise business on billboards, this would incur costs. Using social media, customers can be contacted directly through personal messaging and information can be distributed to many people at once. 
There are many examples of companies using technology for their day to day running. Most large companies such as British Gas or Sky, who have customer services, use computers and software to store customer information and apply changes to their accounts. This helps to make transactions happen quicker and safer as everything is accounted for and recorded when using these systems. Some restaurants use tablets to take food orders so that it can be communicated to the kitchen quickly. It is more efficient than using pen and paper which can be read wrong because of handwritten skills or even become lost during busy times. Work places can also use social media to recruit new staff. An example of this is LinkedIn where people can place their work experiences online and employers can easily review this information. Employers can also use data storing software to save employee information such as health and safety concerns, personal contact details and work records. All information is saved in one secure place and easily accessible for the employer. This is better than having a large paper filing system, where notes can be lost and information can take time to retrieve. 

In my work place where I worked as a teacher’s assistant at a local school, we used modern technology equipment which enabled us to run the school more efficiently and created a better secured environment for the children to be in. We used equipment such as computers, printers, photocopiers, fax machines, screen projectors, touch-boards, tablets, telephones, CCTV cameras and automatic security gates and doors which are connected to one buzzer to monitor who was coming in or going out of the building for health and safety reasons. The school used emails and phones to contact parents and keep them updated with all the latest information about what was going on in the school. The students used computers to do their work and research, they would use the printers to print their work. By using modern technology at my work place, teachers and teacher’s assistants were able to work faster and get more tasks done in a single day, saving on time and paper. Teachers used smart phones to communicate with each other for example if a teacher was not able to come into school due to sickness or if the students were going on school trips, teachers used their smart phones to stay in contact. However if modern technology was not available, all the work for the students would have to be hand written and a lot of paper would need to be used. All the communication and correspondents to the parents would have to be done by post, which would have taken days. Parents would have to wait for letters to arrive, which meant depending on the Royal Mail to deliver their post, and payslips would also need to be posted to employees instead of them emailing them. This would cost the school money on resources such as paper and postage as well as being more time consuming as opposed to sending emails. I think in my work place using modern technology has made it easier to stay in instant contact with my work colleagues with the use of smart phones and emails. However, if this technology was not available, the school would  had to write hand written letters and it would not be possible to contact anyone straight away, for instance if there were any emergencies; if I was not able to come into school for any reason.
Although technology can be convenient, it can also have its downfalls. If there are no Wi-Fi connections, it would not be possible to connect the smart phones or use emails. Computers can be unreliable as they can crash, therefore slowing things down which can affect the daily schedules and stop communication. The internet can carry false information. It is important to make sure any statistics a business owner might use is correct by checking the information. Social media is a very fast paced piece of technology so companies that use them, need to be able to keep up to date and post regularly enough to stand out against other users. As it is so easy to communicate to so many people at the same time using email and smart phones, it is just as easy to send out a message in error. If a mistake is made, it is difficult to fix once so many viewers have seen it. Therefore it is important to ensure any information sent is appropriate and accurate.  Sometimes, technology is not for everyone. For instance the older generation may find it difficult to use a computer or a smart phone and so by not using traditional methods, a business may not be including a whole set of customers. 

Technology can be extremely useful for businesses and workplaces in almost every aspect. When technology is used appropriately, it can provide good customer service, increase communication between staff and help to run a business smoothly. I experienced this myself from all angles and especially from within my work place. I was able to use my smart phone to communicate easily with my colleagues and use computers and different software within the school to help teach children. However relying too much on technology can also have a negative impact. For instance if a lot of work is saved on a computer and the computer is not accessible or breaks down, it means there is no access to the work either. If internet crashes you can’t buy or make payments and will not be able to send emails.  Some people may prefer dealing with communication using paper as they can physically keep and see it. Elderly people may find it difficult to join certain work places as they are not familiar with using computers or smart phones. 
In my opinion I do feel that technology in the work place is a positive as it increases efficiency and saves time and resources. Although some people may find it difficult to use technology, but there are plenty of ways to learn how to use them. Modern technology might not be appropriate in some environment such as classrooms. The use of smartphones can be discouraged as they are at times distracting for both students and staff, as said by (Saskia et al.,2013). 

Social Media in the Work Place

“The average amount of time spent using media daily was nearly 11 hours”  (Paper, Homes, & Popovich, 2004).
It is important for modern work places to have social media presence and 70 percent of employers will use social media to look at candidates social media accounts such as Facebook during the hiring process for many reasons (Saige Driver, Social Media Strategist 2018).  This is done to have a glimpse into their personalities and gather information before calling candidates to see if they have an online presence said DeeAnn Sims, founder of SPBX. Many employers will use other social networking sites such as LinkedIn and Twitter. Facebook and Twitter are more for personal use and also Facebook page can be used to create small businesses, whereas LinkedIn is for professional use only. Businesses can also use social media such as Instagram which allows them to market and advertise to promote the name of the brand and business globally for free or at a low cost and at their own convenience. This enables the business owners to message and communicate with their customers directly and get feedback on a personal basis.  
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(Secondary source: Robert Walters, 2016)  
This graph shows companies use different profiles to network their business. It can be seen that LinkedIn and Twitter are the most popular sites used. 

There are many advantages for employers and potential employees when using social media for the work place. One of them is faster communication with staff and customers for example using Twitter, respond can be within minutes and this enables employers to find out what customers think of their business. Employers also use social media to get feedback and see reviews to build trusts with customers, and be able to promote their brand or name and attract new customers. Using social media employers can easily find employee information, they can see a candidates interests by pages they ‘Like’ or associate with, and can see what academic institute they have attended also can use social media to find jobs. The reason for making all the checks would determine whether the candidate will be suitable for the company and will they fit into the job they applied to get.

Not having social media account can also have a negative effect. If employees completely erase their online persona, because of having something embarrassing or negative; it can backfire on candidates as employers will not hire them. This will show that they have something to hide and looks very unprofessional. Tagging on Face Book account may have its consequences as candidates being tagged with inappropriate pictures or videos sent to them by friends, when they were not there could lead to them losing a job or not being hired. Some businesses use Face Book to make an appointment, this method is not preferred by a lot of people especially the older generation as they may not be familiar with social media. Incorrect information accidently posted can have negative reviews, while the information continues to spread rapidly.

If an employer uses a candidates social media as a reference for their personality and there is inappropriate content; it can massively affect their job prospects. Many employers conduct social media searches and there are many examples of what an employer may see as inappropriate. Please see graph below:
[image: C:\Users\Family\Desktop\Assignment graph 1.png]
(Secondary Source, Hubshoutout.com)

LinkedIn Profile
I have chosen to make a LinkedIn profile for employment purposes rather than a Face Book or Twitter account because it has better privacy and employers will look at the account to see status. LinkedIn is created for professional use and not personal use like other social media. This means that my professional account won’t be associated with social or personal groups. Within Face Book it is likely that friends will tag each other on social posts, which is not related to my career. LinkedIn is mostly used by professionals only and so creates a better networking environment. It is always important to keep my LinkedIn account up to date, otherwise employers will think negatively. LinkedIn provides a free and easy way to network with large numbers of people and the people that those people know. LinkedIn provides all the information about the qualifications which helps employers to network and find jobs for potential candidates to best match their qualification.
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I have used this profile photo as it is not inappropriate or too bold. It is a simple image of smiling and I feel is a true representation of me day to day. I have kept the background simple and as the default image as it does not distract a viewer from the rest of the profile. I have provided my current working place and also my school education. I have also written a brief introduction summarising my skills and attributes. 


Susan M Heathfield is a management and development consultant. She has previously worked as a HR director and owns her own software developing company. Within her article on https://www.thebalancecareers.com/social-media-recruiting-1919153 (17 December 2018), she discusses how employers use social media as a background check for potential candidates. 

Employers use social media as recruitment tools for screening candidates they may be looking to hire. LinkedIn is one of the most valuable sites for employers to use when looking into employees as this displays their full work history. It is easily accessible and is a free service that allows employers to find information quickly. Some companies have dedicated recruiters who use Twitter and LinkedIn accounts to communicate job opportunities directly to profile users. This allows employers to approach candidates they may feel is directly adequate for the role at hand, rather than opening a vacancy allowing just anyone to apply. Employers may feel they have more power in using this method. 

However there can be some negative risks when using social media to profile employees. For instance, a person’s Facebook page may be linked to groups or political organisations that a company may not approve of. This can be seen as discriminatory as such associations do not impact a person’s skills, qualification or competency for a job role. An employer can even take a personal dislike and thus not consider an applicant at all for these reasons. 
I agree that employers use social media as a tool for recruiting however this is not always the case. Majority of employers will still ask for your full CV which contains all details of your professional accomplishments. If an employer is recruiting for a large company and have a large number of applications, it is unlikely they will search through every available profile as this would be time consuming. I do not feel that social media profiles always carry the true representation of a person and so would not necessarily be an appropriate background check. For instance, a profile may be associated with a group that carried a political message they once agreed with many years ago. However as this political group has changed its view in recent times, the person may not have updated their profile to remove their association. Thus this would be not be correct information. I feel that employers should use a fair approach when hiring and checking information on applicants as they should be hired based on their qualifications for their role, rather than it be a personality test.  


Online Safety and Security Data Protection:
Safety and security, data protection is important to protect customers and clients personal information for online companies. Businesses need to ensure customer contact details are kept safe for example, their address, date of birth and telephone numbers are protected by law GDPR this is especially important when making purchases online. Information is easily accessible and so it is important for users to take precautions. For instance, personal details such as a full home address should not be publicly provided on social media sites. Mobile telephone numbers should not be provided on social profiles as this can invite unwanted contact from sales companies or other strangers.  Social media profiles have various different settings to limit the level of personal information is available online. For instance Facebook has many settings a user can apply themselves such as hiding your date of birth and limiting public access to your profile – where only friends can view your full content. 


Conclusion
Modern technology has greatly affected how companies work and carry their business. It has both negative and positive effects in many different ways as explored above. Technology has enabled faster communication, provides efficient methods of working and store vast amounts of data all at the same time. However there are also some downfalls where reliance on modern technology can also be disabling if there is no access to the internet or there is a malfunction with software or the hardware itself. As opposed to creating efficiency this can have the opposite effect. 
Social media has proved to be a crucial aspect of business. The main purpose is for companies to be able to globally reach millions of customers at the same time with a cost of almost next to nothing. Profiles and business group pages can help create brand images and gives the opportunity to be accessible for customers as well. Social media also helps the internal business process for instance during recruitment when profiling candidates or for business to business networking. 
I do feel that modern technology has had a huge influence on the business world and has created platforms for all demographics. Having experienced the efficiency of technology within my own place and for my own personal use, it is easy to see the benefits. Although there are negative aspects where wrong information can spread quickly or social posts can impact your professional image; if a social media profile is managed well, it can benefit an individual in many ways. 
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