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Introduction
Effective use of modern technologies in a workplace has become a crucial part in the modern age. Employees are using different technologies for numerous purposes. By handling these hardware, software and internet, they are gaining positive results in communication to calculation and many other sectors. Social media also plays a vital role in marketing by content generation and customer outreaching. Information gathering using the social sites has been possible by different perspectives. Also, communication within a workplace by social media has made its presence for current generation employees. This report describes and analyzes these matters. 
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Effectiveness of the use of modern technologies within the workplace

For a 21st century workplace, technology serves an essential role. It’s because of their power to eliminate barriers like communication barriers, industrial barriers, and management issues and so on. By the continuous advancements of latest technologies in software, hardware and internet sectors, rise in productivity and sustainability has been possible (Hausman, 2005). I have discussed the effectiveness of using the modern technologies for workplace perspective in below:
 	1. Business Communication: The way that people communicate has been changed drastically over the years. With the introduction to smartphones, virtual chat boxes and email systems, communication within a workplace has never been easier. Communication within employees or within administration and subordinates are faster and instantaneous now. Video conferences are also a great way of communication when staying outside of the workplace. I.e. In my workplace at London, we employees use social chat app like WhatsApp to be connected in a group, we also use Skype for video chatting about job objectives and other things when we are away. 
2. Organizing office: Organization of files and other tasks have been really easy with the introduction of technology. We can divide a task in ways like assess, build and review systems by the Project Management Applications. These software programs can also run risk management techniques to assess potential project failures (Hausman, 2005). As an example, I use the Microsoft Project and Trello as an employee which manages different tasks on their own like accountability, efficient sharing and time management. 
3. Accuracy in computation: Accounts are the most necessary subject to look upon in a business as companies need to keep track of their sales, profits and losses. So numbers and accuracy in computing them are given the most priority in business. There are different software to help businesses thrive in that area such as spreadsheets and accounting programs (Safesupportivelearning.ed.gov, 2019). I myself use Microsoft excel spreadsheet a lot to maintain accuracy. That comes with a lot of preloaded computational formulas and easy navigating. I also use accounting software QuickBooks for inventory management. This application helps me at tasks like keeping inventory, sales recording, managing bills and payroll handling too. 
4. Building Maintenance: Building workplaces are also allowing different integrated systems and energy systems. Using a Building Maintenance System or BMS by management to control air conditioning system for the whole building is such example. With advanced sensor technology, individual employee doesn’t need to change thermostats or turn on/off lights themselves. So energy consumption is maintained when nobody is there in a room and lights, ACs and all other machineries turn off automatically. I use a fully integrated BMS for our commercial building at London. I can manage and control the lighting and HVAC or heating, ventilation and air conditioning system from a single place. 
5. Productivity and sustainability: An organization needs to execute their strategy and maintain their workflow every day. With manual systems, it was pretty hard to keep track progression of the target, daily performances by the employees or even meeting the deadline (Tan, 2012). But with business productivity software, these processes have become faster and effective measures can be taken at any given moment. I.e. using an electronic bookkeeping system has helped me a lot and saved my time substantially. I can schedule sales, make appointments with buyers, manage sales support, track individual time and control corresponding behavior very efficiently. That also makes the business substantially better in productivity. 
6. Cost Management: Fiscal profitability is always maintained for an organizational perspective. Cost-effective solutions are needed to keep the company fiscally healthy. By using SaaS (Software as a service) tools are a great way for information controlling and customer-relationship management. As a result these chore tasks don’t need a dedicated workforce and may be managed by a few people with authorities. Having these automated processes provide a better results in maintaining records with accuracy. Time and date of every task are also associated so for any purpose of monitoring, data can be recalled easily. For example I use cloud application services such as Office 365 and Salesforce. These applications have provided me using centrally hosted and web-based services. I can maintain my office service for my customers by internet and employee collaboration by the on-demand software.
7. Securing the workplace: Safe and secured workplace is a must for continuous running. Diminishing of the need of antiquated visitor book by digital entry and attendance system is such example. These provide end-to-end data encryption for both hardware and software. There are also security cameras for real-time viewing applications and management. With advanced fingerprint and facial recognition integration, security measures like authorized entry and head counting are done automatically. So allowing unauthorized entries is not possible. By implementing more security algorithms and third party security software, sensitive data are kept private and protected from malicious attacks. I.e. I am using digital kiosks for person authorization. It can handle up to 6000 visitors at a working day.  Also security software like Avast and Windows defender are used in every computer for protection. These items have provided me tension-free workflow by strong security maintenance. 
8. Market competency: The business market is always a huge field of competition. A company falls behind in the race if they are not habituated enough with the latest technologies. So organizations need to promote their business and attract customers. So that they can generate sales and earn more profit than the competitors. Online sales tools and marketplaces are great to reach local as well as global customers. Customer Relationship management are very effective tool in that case as they provide information about the preferences of the customers and tracking of sales data of other businesses. I for example use the digital marketing for market attraction, online e-commerce solutions for a global reach. I also use CRM systems to get connected with the customers better. These steps has certainly took me ahead of the competency game. 
9. Remote working: The remote working space has made a huge working place for businesses and freelancers. The project given, bid placed, works tracked and project submission are happening instantly with remote access. The cloud technology is a big part of involvement in it. People can make the works portable by nature (Sorrel, et al., 2015). I use online freelancing sites like fiverr and upwork for distributing various tasks to be done in a due date. I also use teleconferencing and virtual conferencing spaces to maintain communication with the job-holders from the office or freelancers. Using these has completely restructured our working policy and saved us a huge amount of time and workforce needed. 
10. Day to day tasks: Advanced office appliances are always necessary for a business to run smoothly and grow eventually. For a long time, bulky computers and fax machines took a huge office space. But with the newer and sleeker mobile devices like tablets and laptops the design and work method has changed a lot. Advanced laser printers and projectors are used today for printing and projecting for a big number of people respectively. Automated machineries like 3d printing, robotics are not a science-fiction anymore. Office design has been simplified and flexible filled with technologies, also easily adaptable.  As an example, I personally use mobile devices to control things like presentations on large screens. So it’s unnecessary to have that clumsy plugs and wires everywhere.  All of the hardware are up-to-date and well maintained. These served me a lot by increasing efficiency and productivity. 
[bookmark: _Toc4519679]
Social media: a tool for marketing
Social media is as the name suggests: Interaction of the people in a group or community by using a medium or platform. With the increased social media usage, commercial organizations understood the need of being present at these places of the internet too. Other objective was to relationship buildup and real-time customer interaction (Zimmerman and Ng, n.d.). 
As a tool for marketing, social media has been explored below:
· As a part of internet marketing, social media marketing has its presence in famous social media sites. It serves the purpose of market communication and achieving branding target. 
· Numerous contents in various forms such as videos, write-ups, images and copywriting are shared for marketing purposes. They create the exposure necessary for gaining traffic.
· Electronic word of mouth or EWoM are created by the contents that attract people and stays in the attention. People share them and make themselves trusted sources. 
· Target market has been set by using social media and by using this technique, effective marketing and attention is achieved.
· Consumer’s online brand related activities(COBRA) is also a great tool for generating information about the online reach and advertising succession. 
· Social media platforms like facebook, youtube and twitter gives the amount of likes, dislikes and shares to the marketer. These information helps them a lot to identify effective content management and negative influences. 
· Review systems can help a business a lot by earning free reputation with positive reviews and learning from bad reviews. 
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The collection of information and analyzing the data for both financial and non-financial measures can be divided into some perspectives:
The learning and gathering perspective: Employee training and cultural viewpoints are the parts of this section. This provides improvement for both individual and organizations. A constant learning approach is necessary to gain information. People are the main resource for repertoire of knowledge (Peck and Reel, 2013). 
The organizational perspective: Internal business processes provide the information necessary regarding to customer satisfaction and business outreach. Managers taking the helps of social media can distinguish and analyze data metrics by this perspective. 
The consumer perspective: Consumer perspectives are crucial as it supports the needs of information necessary to know about the nature of competence between organizations, the needs and ideas of consumers and future sale generation. It is very important for a business to know their consumers well and connected enough to get the information that they need. 
The fiscal perspective: With the uprising of e-commerce market, financial data gathering by sales numbers are necessary. The information should be accurate and maintain a timely fashion in making and updating. As a result, the whole process can become decentralized and automated that can provide necessary information directly into the company database. 
[bookmark: _Toc4519681]Social media: a tool for communication within the workplace
These days’ employees keep the communication between themselves by using social electronic media like every other person. As of march 2015, facebook users were 1.4 billion and twitter had 288 million active users (Sorrells and Sekimoto, 2015). Workers can share their ideas and knowledge between various corporate groups. They can also gather data by searching in sites like facebook, google, twitter, google+ etc.  The usage of these sites allows them socialize with the colleagues better. Also, finding a new job and outreaching has been possible by sites like linkedin and freelancer.com. Various chat groups like whatsapp groups have enabled them to track the necessary corporate information and update them in timely manner. The issues of corporations are also being settled by using the social sites by connecting the managers and general employees effectively. Moreover, cultural authenticity has been implied due to the connectivity within social sites.
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Conclusion
Technology has served corporations effectively in a lot of matters. Businesses which use advanced technologies and social media positively are moving towards their objectives faster. They are also making their corporate culture a success by these practices and as the social media has a wide reach and is quite cheap it is the choice of most business institutions these days. 
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