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[bookmark: _Toc511201560]Introduction 
Digital skill refers to the skill and efficiency of the individual to understand digital formats and their application using a digital device and operate along with utilizing the digital media in the workplace. A digital skill of an individual comprises the critical thinking, the knowledge of using digital tools and the social engagement using digital devices (., 2017). To utilize the digital skill appropriately the user should be aware to analyze the information effectively and translate into knowledge. The following discussion will be based on evaluating the appropriate use of contemporary techniques in order to improve efficiency and employability in workplace identifying and evaluating information sources effectively showing the competence in handling data.


[bookmark: _Toc511201561]Effectiveness of the use of modern technologies within the workplace
To improve the efficiency of the workplace and the workforce most of the organizations are now heading towards digitalization of the office space that contributes to the productivity and cut the cost of operation and customer service. It is to note that the UK needs more than .75 million employees with a digital skill that will result in the contribution of 12 billion pounds in the economy. However, the digital transformation the office and workplace contributes to almost all activities of any organization. Here is a discussion on the evaluation of the effectiveness of the use of modern technology in the workplace-
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Figure 01: the use of technology in the workplace
Source: (Deiss and Henneberry, 2017)
Office automation: it facilitates the organization with digital creating, collecting, storing and manipulating information that is needed in administration and all spheres of the decision-making process. It reduces the cost of operating increasing the speed and accuracy of data storing and processing along with reducing the cost and time of paperwork ensuring the least chance of error (Corbeil and Archambault, 2009). The office automation tools can be stratified into eight groups according to the function-
	Functional areas
	Office automation tools

	Marketing 
	Iterable, Community Elf, DrumUp, HubSpot etc.

	Office management
	Evernote, Exensify, NexentaStor, Ipswitch, Seafile, Kisi, Ring etc.

	Contact management
	Pardot, Issutrack, Help Scout, Hatchback etc.

	Project management 
	FunctionFox

	Human resource management 
	Workable, Planday

	Employee training 
	Certspring

	Office environment
	Nest, Q etc.


Table 01: the functional areas and office automation tools
Source: (Westley, 2018)
EDI: it is the encryption of electronic data interchange that refers to the concept of communication the information between their retailers and wholesalers or manufacturers. Most of the retailers in the UK use this software to reduce the cost of inventory and cost of management. It also contributes to the prompt inventory replenishment reducing the lost sale (Arnold and Revell, 2006).
Database management system: the software that helps to create, store and manage the database of the organization. The DBMS differs from organization to organization as it is designed according to the requirements of the management of the organization. it helps the manager providing the facilities for creating, updating, retrieving and managing data and evaluate them to make helpful for decision-making process (Pathak, 2008).
Vendor management inventory: when the vendor takes the responsibility of collecting the information about the inventory and the responsibility of replenishing the inventory, it is called the vendor managed inventory. Without digital transformation, if the retailers, this management system may not be effective (Vaughan, 2012).
Lean manufactory: it refers to the way of reducing the waste as much as possible whether it needs to sacrifice the productivity. In this case, the automated production process according to the demand in the market helps to reduce the waste of manufacturing and decrease the inventory management cost also. But sometimes, the company has to face lost sale often, the communication process is not efficient (Roser, 2016).
Just in time inventory: it is actually a part or sub-division of lean manufactory that refers to a way to manage the inventory decreasing the inventory cost at the point of sales using the efficiency of transportation and communication process (Wild, 2002).
Automated order processing: the automated order placement and fulfillment contributes to decrease the sales time and increase the efficiency of customer service provided at the points of purchase ensuring zero error (Chopra, 2018).
In sum, the use of digital device in all these functions has contributed to increase the operational efficiency minimizing the waste, lost sale improving the communication system, customer relationship management with outstanding customer service and complaint handling and above all minimizing the cost of operation contributing to the marginal revenue (Corbeil and Archambault, 2009).


[bookmark: _Toc511201562]Exploring social media as a tool for marketing, information, and communication within the workplace 
Social media is contributing to the business activities creating a way of communication and reach the target market interactively. It has now become a platform to contact the customer directly and manage micro-marketing. Besides, the engagement of people in social media is irrespective of age, casts, creeds and other points of disparity (., 2017). 
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Figure 02: the monthly active user in social media
Source: (Leafman and Mathieson, 2015)
The chart shows that the highest involvement is in Facebook and thus it has become a significant platform for the organization to assess the market demand, interact with the customers and easily communicate the messages to the target market.
[bookmark: _Toc511201563]Impact of social media as marketing tools:
There is a new term evolved in marketing that is called digital marketing or the social media marketing. The social media marketing refers to the process of accomplishing all the marketing activities like promoting the products and services, negotiating with the customers are performed using the social media as a platform.

Figure 03: the contribution social media in marketing
Source: (Deiss and Henneberry, 2017)
For the customer relationship management, the social media can be used as one of the most effective tools also. It contributes to the response of the consumers to the marketing activities of the organization. The promotion in social media is mostly viewed by the target market as the involvement of people in social media decreases their interest in other digital media. Nowadays, from the food and beverage organization to real estate organizations are using social media as the mode of connecting with the consumers (Ryan, 2018). To maintain the after sale customer service and collecting feedback, social media is now considered as the principle mode to reach the customer and engage them in the decision-making process of the organization spontaneously. The pop-up advertisement in social media, the engagement of customer in marketing activities increase the effectiveness of using social media in marketing activities (TUTEN, 2018).
[bookmark: _Toc511201564]Usefulness of social media in information gathering
The social media has also contributed to the primary research and collecting the feedback from the consumers. The organization can perform the market research using the social media being connected with them through social media. The questionnaire format can be uploaded as a doc file and ask the customers to provide a bias-free opinion about the research. Here, the company can be availed with a huge amount of sample and the sampling can be effective monitoring the online presence and behavior of the sample of the population. It will increase the credibility of the information collected from the social media and reduce the cost of meeting the samples personally (Arnold and Revell, 2006). The customer service provided using social media has increased the effectiveness of handling the complaints making the customers satisfied with the prompt response. Moreover, the information gathering process can ensure the spontaneous participation of the customers to a decision that will contribute to the business activities of the organization. The market analysis process will be cost-efficient and the time cost will also be reduced with the involvement of social media. LinkedIn helps to collect the information of the applicants while recruiting them; it also contributes helping the human resource manager to evaluate their knowledge and skill required for the particular vacancy (Mondy and Martocchio, 2018).
[bookmark: _Toc511201565]Impact of technology  and social media for workplace communication:
Social media is actually a means of communication platform where the user can express them and their views and opinions freely with minimum social restriction. Nowadays, it has become the most effective communication tools to reach the highest amount of prospect at once. The social media like Facebook, Whatsapp, and Google plus are contributing to building a complex web of communication (Vaughan, 2012). The companies are maintaining a group for the employees in social media to inform them about the organization continuously and at any time and even the human resource manager can personally nurture a particular employee who needs special attention. To operate research, assess the market demand and the thought of the customers about the organization, the recruitment and hiring process and the engagement of the employees in decision-making process of an organization can be accelerated efficiently using the social media by connecting the people or the prospect or target audience with the company (TUTEN, 2018). It can also contribute to creating a healthy working environment reducing the communication gap between the top management and the employees. To summarize the contribution of social media in communication it can be noted that the internal communication within the workplace, the external communication between the customers and the organization and the interactive communication among all stakeholders has become more efficient maintaining cost effectiveness and the simultaneous presence (Lipschultz, 2018).


[bookmark: _Toc511201566]Creating professional online presence to illustrate and evidence this research
The professional online presence refers to the evidence of the applicants about their interest of career in social media like LinkedIn, Facebook, Pinterest, Twitter etc. The freshers or the employees can share their personal view, experience and expertise in the social media that can help the human resource manager to assess the competency of applicants. The professional image can be built using the following strategy-

Figure 04: the process of building a professional online presence
Source: (Phillips, 2001)
The fresher or the applicant should develop a LinkedIn ID and manage a professional presence sharing the experience he has achieved to build a successful career and skills he acquired to ensure his efficiency in the workplace. Nowadays, most of the company follows the LinkedIn ID of the applicant to assess and evaluate the applicant's efficiency that meets their requirement. The professional Facebook page can be managed to share the suggestion, views, and experiences on the page that can contribute to building a brand image. Twitter is also playing the similar role in communicating the experiences and skills to the mass people and human resource managers also. Moreover, the personal blog helps both the applicants and managers sharing the experience along with communicating with the interested individual to their career planning. However, after building a mean to be present in the social media, the next step is to write about the user and his vision in his wall that provides the information related to the dedication and interest in his path of career (Vaughan, 2012). The individual should ensure the privacy also to avoid the insecurity of hacking the account and spoil the brand image built in his professional presence. There are some additional terms that need to be focused also while managing the online presence like controlling behavior in social media as it contributes to damage the professional image and personality evidenced. The writer should avoid controversy while sharing his opinion on any social issues. However, the online presence helps the applicants to get updated about the interested job vacancies automatically that contribute the process of job searching and matching the personal skill with the job requirement. Often the uploaded resume in the particular job site helps to reduce the time to upload CV individually in the interested organization; it becomes uploaded automatically by the site. The CV should be upgraded continuously with the professional achievement (Whiteside, Dikkers and Swan, 2018).



[bookmark: _Toc511201567]Conclusion:
The impact of digital skill in the business activities and career building is unavoidable contributing to ease the office management, human resource management, and marketing, accounting and even in the personal development planning of the employees. The social media marketing is one of the latest terms in modern marketing. The office automation, EDI, VMI, DBMS and automated order processing helps to increase the effectiveness of the business activities and the workforce (Deiss and Henneberry, 2017). The professional presence in social media is helping the candidates to find their expected job and create a professional image. The recruiters are also facilitated with the availability of the information related to the competency of the candidate from their professional presence in social media. 
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