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[bookmark: _Toc98428452]Abstract
Workplace efficiency and productivity are critical factors for a firm. Digitalization act a significant role in the context of globalization, company extension, and numerous interior and exterior reasons for gauging efficacy in the workplace. Primary and secondary data will be utilized to assess the effectiveness and efficiency of digitalization and associated practices in companies. Various contemporary technologies such as web-based email, the internet, social media, video conferences, cloud storage system, e-communication, etc. are dynamic forces to investigate the efficiency of the workstation. To assess the efficiency of technology skills, a small survey with some individuals from diverse organizations will be undertaken. A quantitative study with a structured questionnaire will be conducted on technology skills and their value and efficacy in the workplace. Excel Spreadsheet will be used to examine the evidence and other discoveries. The study will demonstrate how to assess the overall efficacy and efficiency of technological abilities in the workplace.
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[bookmark: _Toc98428453]Introduction
Individuals' lives have become increasingly reliant on technology. It helps to bridge the gap between new discoveries by trying to make things more intelligent. Individuals need digital capabilities because they help them manage their professional web presence, which is vital for developing fresh and inventive thoughts in their employment practices. These abilities can include things like social networking, cloud technologies, and videoconferences, among others. These types of behaviours play a critical part in the business, where technology facilitates effective managerial techniques (Doroshkevych and Lytvynenko, 2021). The efficiency of contemporary technology in the workplace to improve employability and productivity are the subjects of this paper.  A short questionnaire will be designed to complete this study. A random investigation will be carried out. This is largely a quantitative study, and respondents from the selected organizations will receive a structured questionnaire to answer and provide feedback on digitization in the workplace and how it affects satisfaction, effectiveness, and efficiency in organizational growth and success. This research will demonstrate data handling proficiency in the workplace.










[bookmark: _Toc98428454]Literature Review
According to Keller (2011), organizational efficiency is interconnected with proper management, workers, and teams to fulfil administrative purposes. Organizations must attain quality and efficiency, which are depending on organizational functional activity. John Mancini stated that Web-based email, extranets, intranets, data storage, and a variety of other specialized staff are critical for enterprises to facilitate communication and activities (John Mancini, 2014). Digital skills are the main drivers for management and staff to develop as the corporate changing environments. Because of increasing globalization and competition, many companies are applying digital technologies and strategies for constructing elasticity within the workers and the workers can give more output with little input (Cijan, Jenič, Lamovšek and Stemberger, 2019). Taylor stated that business study and technological abilities are linked because of the simple access to information, communication, and improved relationships both within and externally (Taylor, 2011). According to Keller, service firms rely heavily on staff motivation to boost the efficiency and effectiveness of their services and fulfil their objectives. Motivated workers will work sincerely and will be satisfied with their job for receiving less work pressure. For that reason, organizations are eagerly working for digitizing the company with appropriate technologies which will offer a complete stage for doing work more dynamically and vibrantly. The limitation of this study is the lack of time and small sample size for analyzing respondents’ opinions regarding the effectiveness and efficiency of the workplace using advanced technological skills.
[bookmark: _Toc98428455]Research Design 
This research is designed to determine whether modern technology can be used effectively to promote workplace productivity and employability. This type of research is mainly quantitative research and a casual study will be used for analysis (Chen, 2014).
Data Structure
For this study, both primary & secondary data will be needed because the effectiveness and efficiency need to be measured from the respondents of the workplace. Quantitative data analysis will be used in this study. 
Sample Size and Technique
Sampling size is a key tool of research methodology. Sample size refers to the number of respondents taken for completing the study. This is very important for understanding the value of any research (Ellingsen, Størksen, and Stephens, 2010). In this study, a total of 20 respondents will be taken and the organization will be selected through purposive sampling technique. The larger sample size gives more accurate information than the small size but it also requires more time. 
Questionnaire
A questionnaire is developed regarding digital skills, effectiveness, and efficiency and provided to different organizations for collecting their opinion about the workplace. Five-Likert scale is used in this study for analyzing the opinions of the employees which displays strongly disagree, disagree, neutral, agree, and strongly agree on the information. 
Data Collection
Data collection is an important phase of doing any research. Both primary and secondary data will be collected for this research.
Primary Data
Primary data are the first time using data and these are very fresh and exclusive. These types of data are not readily obtainable online, internet or in any other society. Primary data can be collected by various methods such as observation, interviews, questionnaires, schedules, and many others (Chen, 2014). In this study, a structured questionnaire survey will be conducted for collecting primary data. As this study is quantitative research and for this reason, most of the data for this study is primary data. 
Secondary Data
Document analysis is a key source of collecting secondary data. Secondary data may be either published or unpublished (Chen, 2014). For this study, published secondary data will be collected from secondary sources such as books, journals, thesis, policy documents, newspapers, unpublished official documents, and earlier research about the effectiveness of the application of digital skills in the workplace. Secondary data is readily available data and in this study, this type of data will be used for analysis.
Ethical consideration
Ethical issues are a set of beliefs and values that direct the research design. These ethical issues work for protecting the rights of the respondents, enhancing research validity and integrity (International Journal of Social Research Methodology: Theory & Practice, 2012). These principles include the participation of the respondents, agreement on topics & issues, privacy, trust issues, future risk factor, strength & weakness of the topic, etc. The possible ethical issues in this study will be that the respondents will have an intentional contribution which means they can leave the query at any point without being given a reason for leaving (Velip, 2018). It will be also made clear to the participant that their identity will remain safe, their data will remain private, and will not disclose anywhere in the report.
[bookmark: _Toc98428456]Results and Discussion
Data regarding employees’ opinions regarding the appropriate use of the recent digital technologies in the workplace for developing the skills of the employees as well to enhance the productivity of the working station is collected by both primary and secondary sources. From the analysis of the structured questionnaire using MS Excel following results are found.
[bookmark: _Toc98428457]Demographic Part
From the survey of 20 employees of different organizations, it is found that both males and females are active employees of those organizations. Almost 60% out of 20 employees are male and the rest 40% are female. Maximum employees (9%) are found within the 26-35 age group. Only 10% of employees are found who fall within the 16-25 age group. About 25% falls within the age range of 36-45 and the rest 20% are in the 46 or above group.
 
Source: Primary data
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For evaluating the proper use of advanced technology in the workplace to promote efficiency and effectiveness and also the data handling proficiency of the employees & organization following aspects are analyzed. 
Appropriate use of Modern Technology
From the primary data analysis, it is found that different industries use different digital technology for improving the efficiency of the employees as well as to develop the company as a whole. Those technologies include social networking, cloud technologies, and videoconferences, webinars, online conferences & seminars, etc. (Lin and Chang, 2015). In an organization, efficiency and effectiveness are very important elements. The company adopts various digital technologies to ensure this effectiveness. The main purpose of embracing digital skills in the company is for employees to be able to come up with distinctive and fresh ideas for having a profitable organization. So, to ensure that the company is efficient the proper use of technologies in the company need to be assessed (Taylor, 2011). From the 20 surveyed employee, about 55% are strongly agreed with the statement that their company are using the technology properly. Respondents verified that many organizations of the UK are functioning a green approach in which no workers need to practice paper rather than email, intranet, etc. to commutate with each other. About 25% are found agree and 10% are found who are neutral about this. No respondents are found who are strongly disagree with the proper application of digital skills.

Source: Primary data
Efficiency and effectiveness in the workplace
Digitizing the organization with employing advanced technology guarantees the operative working place along with pleased and inspired workers engagement (ARMEAN, 2018). From the survey, it is found that about 50% of employees are strongly agreed that their company has already used web-based mail, cloud storage system, webinars, online seminars & conferences to enhance and develop the efficiency of the employee & the organization also. The employee strongly agrees with the statement that they are enhancing their personal skills to the next level through these advanced technologies which ultimately enhance the efficiency of the workplace. Maximum respondent replied because of using technology they can perform the assigned work within a very short time which reduce their work pressure and enhance their efficiency.  Work engagement and enthusiasm are boosted through modernization and technical deployment. About 5 % of the surveyed employee are found who are neutral and don’t want to comment about this.

Source: Primary data
Evaluate the easy source of information 
Business research and digital skills are linked because of the simple access to information. The assertion is supported by the respondents. According to the survey, about 45% strongly agree, and about 30% are agreed about the easy source of information. Employees have a wide range of technology skills and expertise, as evidenced by their frequent use of cellphones, the World Wide Web, iPad, and other devices. As a result, they are continually looking for an appropriate digitalized environment. Employee assignation and motivation are also boosted by the application of digital technologies in the workplace because they can take maximum output only by giving a minimum input. 

Source: Primary data
Data handling proficiency in the workplace
Using advanced technologies, employees can increase their knowledge about various data handling skills. Skills that are required to handle data effectively are analytical skills, data visualization skills, programming skills, problem-solving skills, etc. For developing the company rapidly and effectively data handling skills is very important (Model of accelerated proficiency in the workplace: six core concepts to shorten time-to-proficiency of employees, 2018). About 35% of respondents strongly agreed that their company arrange digital training on various data handling skills in their initial stage to help and make them more effective and efficient. About 20% are found who are neutral and another 20% disagrees with the statement. 

Source: Primary data
[bookmark: _Toc98428459]Major Findings and Recommendation
From the questionnaire and respondent analysis, it is found that about 51% of surveyed workers agreed that the organization will be more operative and effective if the administration have an expert worker with modern abilities. Respondents of some organizations stated that their company has already started applying digital technologies for enhancing productivity and also to cope-up with the rapid trend of globalization. Only very few are found who are neutral about these applications of digital skills in their organization. Respondents also proposed that different types of training be used to improve data handling abilities. Telecommunications, mail processing, data processing with additional methods, and many other soft skills are necessary for addition to hard skills. They also stated that learning digital skills will lessen their workload and allow them to work more independently. 
Based on the findings and data analysis, some proposals are recommended for enhancing the effectiveness of the employee as well as the organizations. The company needs to develop a centre where data will manage efficiently and also provide training to the workers for improving their basic IT skills and knowledge. The workers should willingly learn various hard skills such as web-based electronic mail processing, cloud service processing, and advanced data analysis techniques to gather all parts and functions of the company which will ultimately help in increasing the effectiveness of the company. 
Employees must improve their talents in order to advance in their careers. Almost everyone who responded agreed with this claim. As a result, technological skills for workers are increasingly required in order to thrive and maintain organizational development and success (Cijan, Jenič, Lamovšek and Stemberger, 2019)


[bookmark: _Toc98428460]Conclusion
Technology plays a critical function in a business, assisting in the enhancement of people's experiences at work. The determination of this study is to measure the usefulness and efficacy of technological skills in the workplace. Employees and managers should use digital approaches and implement digitalization in order to develop and accomplish missions and targets. This research studied some internal and external analyses of employees' digital abilities in the company, as well as the efficiency and effectiveness of digitalization in general.
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Demographic Part
1. Gender
Male            Female

2. Age Group
15-25
26-35
36-45
46 and above
    Question Part
     Five-Likert scale is used in this study for analyzing the opinions of the employees. 
1. Strongly Disagree 2.  Disagree 3. Neutral 4. Agree 5. Strongly Agree
	Appropriate use of technology in the workplace
	1
	2
	3
	4
	5

	Efficiency and effectiveness is important in the workplace
	1
	2
	3
	4
	5

	Easy source of information 
	1
	2
	3
	4
	5

	Data handling proficiency in the workplace
	1
	2
	3
	4
	5




Age of the respondents

Frequency	
15-25	26-35	36-45	46 and above	2	9	5	4	


Appropiate use of technology


Strongly disagree	Disagree	Neutral	Agree	Strongly agree	2	2	5	11	

Efficiency and effectiveness in the workplace


Strongly disagree	Disagree	Neutral	Agree	Strongly agree	2	1	7	10	

Evaluate easy source of information 


Strongly disagree	Disagree	Neutral	Agree	Strongly agree	3	2	9	6	

Data handling proficiency in the workplace


Strongly disagree	Disagree	Neutral	Agree	Strongly agree	4	4	7	5	

Gender of the respondents

Frequrncy	
Male	Female	12	8	
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