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Introduction
Digital Technologies are electronic tools, systems, devices and resources that generate, store or process data (Anon., 2019). This report is about exploring Digital Technology in the workplace, looking into the types of digital technologies that are used, how the COVID-19 Pandemic increased the use of digital technology in the workplace and the benefits and disadvantages of using digital technology. Finding and analysing information as well as explaining in more detail how some digital technologies work within the workplace and how to access them appropriately. Collecting data to show the importance of digital technology when working with people. 



















Types of Digital Technology
There are many forms of digital technology used within the workplace. As companies continue to evolve, employee expectations shift, companies that do not embrace the digital workplace risk falling behind their peers or competitors (Cap Gemini, 2019). Below is an overview of some of those forms:
Messaging Tools – This is a fast way to communicate with everyone in the organisation. This can typically be done by using email or calendar sharing to organise meetings. Mobile phone messaging apps and instant messaging is now a popular online real time transmission over the internet or computer network. This is usually used with customers for example online banking. These tools should enable employees to perform tasks and projects better.
Collaboration – Web conferencing is perfect for holding live meetings, training, conferences and also presentations. There are many web conferencing tools that are now used to connect families across the world and not just used within the workplace. The most common platforms used are Zoom, Skype and MS Teams.
Productivity Tools – Updated Microsoft (MS) packages will be very useful for productivity. MS Word can be used to create and edit documents. MS Excel can be used to formulate spreadsheets for calculations and graphing to store and analyse data. MS PowerPoint is a slideshow enabling companies to share a presentation in real time. MS Forms is a way you can create a form such as a survey or quiz and ask people to respond, for example a customer feedback survey. 
Mobility – This enables staff to continue working away from an office or typical workplace with the use of various devices. A laptop can be used at home and is suitable for travelling to different locations. This can be useful if you work remotely, hot desk or out of more than one office. A Mobile or smartphone is a portable device that is a combination of a telephone and a computer.  
Data and Security – Data security is the practice of protecting digital information from unauthorised access, corruption, or theft. Ideally these tools should be able apply protections like encryption, data masking, redaction of sensitive files, automate reporting to streamline audits and adhere to regulatory requirements (IBM, 2022).


How Covid-19 Increased the Use of Technology in the Workplace
Social Distancing
Since the Covid-19 Pandemic, there was a high demand for the use of technology. The 2 metre ruling to aid social distancing helped increase that demand. For example, this meant that Supermarkets had an increased demand in online shopping. Some clinically vulnerable groups were shielding and could not go to the Supermarket. This demand meant that some Supermarkets started offering online shopping as well as click and collect services rather than lose customers. 
Some Supermarkets have invested in new technology within the store. Walmart’s new membership program, Walmart+, will offer access to a tech-based perk: a smartphone app that lets customers skip the line at stores. Before the pandemic, nearly 98% of U.S. grocery sales were in the stores, according to McKinsey & Company. Even with the gains in curb side pickup and home delivery, 85% of sales were still in stores at the peak of Covid-19, the firm found (Palmer & Repko, 2020). As well as in the U.S, the UK Supermarkets started using similar Scan and Go apps. These schemes are to attract shoppers to scan their items with a handheld device and checkout faster. Some stores you can add your loyalty card as well as use your own mobile phone to scan.  
Supermarkets have also increased the use of self-service checkouts using cameras, scanners and sensors. Amazon now have cashier less store, where customers can walk in, pick their items and whilst using scales, shelf cameras and sensors to track items and walk out without paying at a checkout.
Work from Home Rule
As the Government introduced a work from home ruling to reduce the spread of the virus, this caused companies to implement relevant programs to enable staff to have their home as the workplace. Working from home meant that for the Education, Healthcare and Business Sector, they would have to adopt to using more Digital Technology than perhaps used to. This work from home rule would not be possible for entire workforce, so staff at home or within the workplace can still communicate and work together.
The number of workers in the UK who have quit their job due to outdated technology has risen from 21% to 32% in less than a year, while almost half (49%) of workers surveyed profess they are likely to leave a job if they become frustrated with their work technology — up from just a third (33%) back in February 2020(Erikson, 2021).  

[bookmark: _GoBack]The Benefits of using Digital Technology
Increased flexibility is one of the many benefits of using digital technology in the workplace. This offers employees to have a better work/life balance, as they can plan meetings using the right software, book appointments using mobile apps and attend presentations without leaving home. The fact that people are not sitting in rush hour traffic or commuting is a great morale booster and money saver for most employees. Some employees find that they have less distractions at home too.
Reduced operational costs is also another benefit that comes from staff working from home. This enables some companies to downsize and reduce the cost of office space and furniture. Although it may be fun to travel around the world for business meetings, it is also very costly and time consuming. Meetings can be held via platforms such as Zoom or MS Teams, reducing the cost of hiring conference rooms, booking flights and hotels.
Better customer engagement is the process of interacting with customers through a variety of channels in order to strengthen your relationship. For many businesses, this process begins with the first interaction and extends beyond the point of purchase (Coleman, 2021). This is a benefit that can improve a company’s reputation and brand. Using Social Media sites to incorporate your business like Facebook, Instagram and Twitter can help with attracting customers and customer feedback. Also having a good website and access to emails can strengthen communication. Use of online chat facilities is great for some customers who do not like to be left on hold waiting for an agent to answer and can build on their frustration. All these extra tools help take the pressure off some staff to produce and exceptional service. 
Enhanced data collection benefit is that analysing data for the future can drive the business forward. This can give insight into the customer journey, the operations of the workforce, the finances and any business and training opportunities or needs. It is important for the business to evaluate this data and use it to better the customer journey and an idea of what they like and dislike. Advising customers that their data is also stored and used correctly and privacy methods are in place.  Data collection can also be collected for staff HR purposes and also to measure and evaluate staff performance. This collection of digital data helps with not having so much paper waste and saving space instead using storage cabinets for files. 




The Disadvantages of using Digital Technology
Constant upgrades and maintenance of the technology can be costly. This can mean that staff will also need to be trained on the new systems upgraded. This time away from work for training can affect company profits and staff morale. Staff may find constant training difficult to learn or catch up with time missed. As technology is developing so quickly, some software is no longer available for old devices and may mean that instead of an upgrade a business may need to purchase new devices. Upgrades and maintenance is important for cyber security due to the legal implications this can have on staff and customers if there is a cyber-incident.
Social isolation is a downside to the use of digital technology in the workplace, especially for staff working from home or remotely. Some people have chosen a specific job for the social aspect as they may live alone. This may be their only social interaction for the majority of the week. Going into a place of work may be the highlight of their day as once they return home, they are back to isolation. These types of employees may enjoy face to face meetings and interaction with colleagues throughout the workplace. This type of isolation can affect the individual causing staff absences. 
Digital overload is the overwhelming feeling that comes from being constantly connected to, and constantly bombarded by, digital platforms and notifications. Digital overload isn’t new, but the onset of the pandemic and remote work means people are more connected than ever before. It leads to distraction and procrastination, staying busy but producing little of value (José, 2020). 
Job losses for low skilled workers will increase as digital technology increases in the workplace. The same may be said for some frontline service sector workers as the use of online customer service and banking becomes more popular using apps. Supermarkets have already implemented change by putting more self-service checkouts in store and advertising click and collect and home delivery options. Many low skilled workers will now rely on their employer to improve their digital technology skills to progress in the business or finding further employment. 
[image: digital technology]
(Anon., 2021)


Conclusion
In this report I have detailed why Digital Technology is important when working with people. I conclude that since the Covid-19 Pandemic, some businesses had already started implementing digital technology to improve their workplace. Those that hadn’t, were forced to do so and will not look back as they have more than likely seen the benefits. Digital technology benefits are countless and can be applied to any size business. Companies can improve their competitiveness and become more efficient. Companies can make great savings and improve customer engagement to increase their revenue. There are also some disadvantages to digital technology that can have an impact on the company, staff and customers. If the right solutions are put in place to combat these issues, the company will succeed alongside the benefits.  To fully reap the benefits of digitalisation, I would recommend that companies need to have a clear strategy and ensure that all employees are on board with the changes to the workplace. 
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