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[bookmark: _Toc521934860]Introduction
[bookmark: _Toc521934861]In this age of digital and technological era it is essential for all the individuals and organizations to adjust with the rapidly changing technologies in order to succeed. Now a day’s technology is not a luxury anymore, it becomes now a necessity to survive. It is influencing the tasks and activities of the daily life of the individuals and as well as the processes and activities of the business organizations. Efficiency and effectiveness of the processes and activities of the business long with minimizing the efforts and errors of the tasks can be achieved by utilizing the benefits of the technology. Integrating the scopes and advancements of technology in the workplace is inevitable in order to achieve productivity. Digital skills and research method and their application in the workplace to maximize profitability and employability will be discussed throughout the paper. It will also be discussed about the impacts and utilization of the social Medias to increase connectivity and promotion of the business and move beyond the boundaries. 
[bookmark: _Toc521934862]Part 1

Evaluating the effectiveness of modern technologies

Technology is forming and creating various tools, techniques, processes or actions in order to increase the productivity and transmute the raw materials into different finished form as product or service offerings by the business organizations. But when the question of workplace technology comes it really means utilization of the machineries, tools, equipment and other resources of the organization at the optimal level for achieving efficiency and effectiveness of the processes, strategies and activities of the business organizations and their proper application on the workplace and the environment of the workplace. Some of the applications and tools help the business to increase efficiency and effectiveness of the workplace. The available applications those are impacting very positively in the businesses and their operations are- cloud file storage, web based e-mail, web conferencing, online office applications and so on. These applications help the business to run its operations more efficiently and effectively. Digital applications also allow the business to operate and communicate with cost effective and less time consuming medium thus it saves money and time, also helps to learn faster(Eventura.com. 2015). 
This also allows and promotes innovation and creativity in the workplace. Risk of privacy and security or identity theft are some of the possible disadvantages of the applications of the modern technology. 
Web based E-MAIL
Web based e-mail is the gift of modern technology. An internet connection over computer devices, smart phones, tablets or other devices supported the mailing service is enough for sending and receiving mails across the globe. Many organizations are engaged in providing mail services around the world and everyone can use these services from anywhere. Some of the popular e-mail service providers are g-mail, yahoo-mail, hot-mail, outlook  and so on. E-mail services can be used 24/7 day and 365 days in a year. This service is free and secured. Business organizations can transfer the necessary and confidential information and data of the organization by e-mail free of cost and within just the blink of eyes. The servers of mail services are trusted and authentic. G-mail is used as the mail service in my workplace. It increases the efficiency and effectiveness of the communication and the transfer of the business data and information. This helps me to communicate over the internet to the employees outside the organization as well as with the customers and stakeholders of the organization (Morgan, 2016). The need of parcel service for transferring the paper based works and documents are replaced by using the mail service. Time and cost of transferring information are lessening visibly. Using the mail service also increase the employability and satisfaction of the employees as well. Now the potential employee of the organization can send their resume and other related documents by mail form any part of the pilgrim. The invitation for interview and the appointment letter is also sent by the mail. This increase the image of the company and satisfaction of the employees as they now can utilize the scope of digitalization and take the advantage of the technology. 
Comparison of two mail service: 
	Features
	Gmail
	Yahoo mail

	Seize
	Free and easy
	Free

	Usefulness
	User-friendly and effective
	Useful

	Cost
	Free
	Free

	Mail space limit
	15 GB
	1 TB

	Size of the attachments
	25 MB
	25 MB






Cloud storage
Cloud storage is another gift of modern technology and the world of internet. Previously the data and information were stored physically on paper, files and cabinets. This requires huge amount of physical places and the process of storing these data and information were time, cost and afford consuming. Now most of the data and information is saved digitally. Storing the information digitally requires less place than paper based work but yet saving data in hard disk also have some of the limitations. Storage capacity of the hard disks is limited. Different word files, Excel, video, audio or images are consuming more spaces now a days as everyday there are a huge amount of business data are being transferred and stored. Price of hard disk is costly too. It also has some of the maintenance cost too. Cloud storage came up with the solution of this problem. Now the business organizations or any individual can save their daily information and different types of files virtually with the benefit of cloud storage. This cloud storage helps to upload the files to the server of the service provider anytime from anywhere of the globe without any hassle. The individual or the organization can retrieve or access the data anytime as they want with just having an Internet connection(Eventura.com., 2015). In the workplace of mine it is now using one drive for storing the files and data. This is helping the business to save both the cost and afford. The link of the file location is sent to the prospect or the employees of the organization by mail and they can download the necessary information just by a click. Cost is saved as the need of physical hard disk is not any more necessary. There are some of the psychological benefits as well as this cloud system minimize the risk of theft and the risk of accidental data loss. This also increase the employability of the business as the employees of the business can do the tasks and activities of them easily and with little afford without handling a complicated data system and physical load of papers and pens. 
Comparison of Dropbox and Onedrive: 
	Features
	Dropbox
	Onedrive

	Name of the provider
	Dropbox Inc.
	Microsoft

	Usefulness
	User friendly
	Easy to use

	Free storage
	2 GB
	5 GB

	Storage have to pay
	7.82 GBP per month
	1.57 GBP per month

	Space of the paid storage
	100 GB per month
	50 GB per month


[bookmark: _Toc521934863]Part- 2
[bookmark: _Toc521934864]Social media at work place
The use of social media becomes an integral part of the modern people and along with this it becomes an unavoidable phenomenon for businesses and for the business organizations. People are spending a certain portion of their day or night time on different social media sites. This creates both opportunity and obstacles for the businesses and business organizations. Now it is essential for the business organizations to develop and ensure their presence in different social media sites. This is so that now people are spending less time on the traditional Medias of advertisement like newspaper, magazines, radio or television. Even they focus less on the billboards or banners as they are spending their time on keeping their heads down and engaged in scrolling in social media sites on their smart phones and other digital devices. So the business organizations have to advertise and communicate their offerings on the social Medias. Now the business organizations can communicate their new product or business launch to the targeted customer with less afford but in an effective manner by utilizing the opportunity of the social medias. They can reach to a vast pool of customer with a minimum cost. Marketing of the products and services becomes ease and effective. Creative campaign and advertisement catch the eye of the viewers with in just few moments and becoming viral. Another great scope of social media is that people are sharing their opinion about a product, service or organization with others as review (Babbie, 2013). 

[bookmark: _Toc521934865]Discuss: The safety and security concern with evidence
Along with the advantages of using social medias some of the risk comes along the way naturally. All the computers and devices are connected with each other over the internet and intranet. This is the risky concern for the users of social Medias. Several crimes are occurring over internet in daily. The risk of identity theft and hacking can’t be denied while using the social Medias and internet. The individual businesses and business organizations have to take some of the safeguarding policies and protection to minimise the risk of hacking and other similar kind of losses and to protect the network, computers and social media accounts of the businesses. They can use antivirus and anti-theft software to protect the computers and accounts of the organization. Activation of the trusted firewall will be useful too. The individual and business organizations can create and use multiple accounts for the businesses to diversify the risk of identity theft and they also can use the verified accounts of the businesses (Facebook, 2015). For the giant business organizations and the organizations requires high security for the information data and transactions may employ professionals and experts of networking and programming to provide security and protection of networking and sites of the businesses as well as the prospects of the businesses as well. The business organizations also have to make some of the policy and security measurement for the confidential and sensitive data and information and their handling. All the users of the filers and authorised persons to access the information must have to follow the policy of the organization and also must have to be careful about the data and information (Creme, 2008). They have to show proper responsibility and assurance of the confidentiality of these files, data and information. 
[bookmark: _Toc521934866]Usefulness in connecting business to customers
Social Medias now becomes an integral part of the daily life of people. Business and the business connections are now depending a lot more than ever before on the activities and presence in the social Media sites. It is necessary for the business organizations to communicate the offerings of the business and benefits of the offerings to the segmented and targeted customers. By using the social media sites business organizations can reach the potential customers more easily. This increases not only the communication need of the business but also connects the business with the customers Small Business(Chron.com. 2015). For instance, a potential customer of the business may comment on the product advertise on the social media site and the liable employee of the business will comment it back. Even the person may contact with the employee personally using the social media. New offers of the products or service and special personalised offer is also now communicated by the social media sites. More customers are being interested about the offer by getting informed about the offer for the social media sites. 
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Figure 3: Image of own profile
Source: https://www.linkedin.com/company/sam-sali-limited/





[bookmark: _Toc521934869]Conclusion:
Using modern technology and the scopes of social media platforms increases the communication of the business organizations dramatically thus it affects the productivity of the business visibly. Utilizing the scopes and opportunities of the technology, internet and social media sites for increasing the efficiency and effectiveness on the business is discussed throughout the report. 
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