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Digital Skills and Research Methods

1. Introduction
This report will address the use of modern technologies within the workplace. In doing so I will be providing background information on the social media trend followed by focusing at the two options chosen, namely the use of office applications online and tablets along with smart phones devices.  Firstly, I will start by explaining what these options are and how can be used in the workplace moving on a compression of the two options will take place along with mapping out of the benefits and limitations of such hard and software.  Moreover, attentions and examination will be given to their contributions to improving the efficiency and the flow of work within business nowadays with some practical examples, as well as an insight to how such technologies can increase staff employability.  Finally, conclusion will be draw with consideration to the actual finding.

1.1	Background on Social Media
In today’s technology driven world, social networking sites have become an avenue 
where retailers can extend their marketing campaigns to a wider range of consumers. Chi (2011, 46) defines social media marketing as a “connection between brands and consumers, [while] offering a personal channel and currency for user centered networking and social interaction.” 
The tools and approaches for communicating with customers have changed greatly with the emergence of social media; therefore, businesses must learn how to use social media in a way that is consistent with their business plan (Mangold and Faulds 2099).  This is especially true for companies striving to gain a competitive advantage. 
Social media have also transformed corporate communication practices: Tools such as Twitter and Facebook allow organizations to speak directly to and request responses from the public quickly and affordably.  But the original intention of these media was to connect friends and families, not customers or employees; for businesses, accustomed to managing all aspects of communications, social media can be risky arena.
2. Discussion
2.1	Office Applications online
Before February 2014, "Office Online" was the name of the website Microsoft used as a repository for templates, clip art, and other helpful adjuncts to Microsoft Office. Now "Office Online" refers to a collection of apps that run in a browser.  The major online productivity applications are Microsoft Office online, Apple iWork for iCloud, and Google Drive (aka Google Docs or Google Apps).  These applications serve as specific knowledge or office domain such as:
· Word Online: helps users in creating text documents
·  Excel Online:  Creates simple to complex data/numerical spreadsheets
· PowerPoint Online -- and how well the play with their counterparts on the Windows desktop.

2.2 Tablets and Mobile devices
Tablets are somewhat of a cross between smartphones and laptops (more like minicomputer).  They tend to have a bigger screen than smartphones and are mainly able to do everything that a smartphone can, except making calls and sending SMS.  There are also some applications that only run in tablets and not in smartphones.  Tablets are built to provide a rich multimedia experience and allow a user to have more computational capabilities.  They look like a large smartphone but with additional capabilities.  They also have a large internal memory. Tablets are mainly used for multimedia, watching videos, reading e-books, and surfing the internet.  They feature a full virtual keyboard which is useful for online chatting, social networking and sending emails.  Tablets also tend to have dual cameras, which can be used to take pictures, while the front facing camera can be used for video chatting and video calling.

Smartphone, on the other hand, fulfill their needs as a phone first. Their primary function is connectivity.  They allow the user to make calls, as well as receive and send text messages.  However, they also have additional capabilities, and tend to perform more like a personal digital assistant.  This is mainly due to their independent operating systems that install and run advanced and complex applications.  Nowadays, most smartphones also act as a smart navigational device with features of GPS, A-GPS, EDGE, and GPRS. Smartphones have the ability to store a large amount of information and media files. In addition, they are able to download and upload files at great speeds on the internet, either via 3G or Wi-Fi.

2.3 Use of Office Apps and mobile devices in the workplace
As the workplace becomes shaped by the demands of a mobile workforce, it is hard to characterize mobile as a trend: it’s a reality. Citrix sponsored the Workplace of the Future global survey, which shows that the formula for the future of the workplace is one person using an average of six devices to do his/her work.  Along the same lines, the number of desks per person is reduced as people shift work to more convenient times and locations and workers choose to use their own devices for work, known as Bring Your Own Device (BYOD).
As more employees use mobile devices to complete their work, more organizations and workers are embracing mobile apps.  According to a CIO article, a recent Aperion survey found that more than 70% of respondents plan to equip more than 1,000 users with mobile apps.  More important, 1/3 of respondents are deploying mobile apps to more than 5,000 users in the next two years.  It’s important to note that mobile adoption relies heavily on help desk support, a BYOD policy, tactics such as gamification, and another factor.  Therefore, executives and managers needed solutions for better managing field workers, office staff, and back-office functions and systems.  

Similarly, all of the organization’s people, from office staff to field workers, needed to be able to communicate and have access to the critical information they need in order to conduct business.  Another challenge is giving field workers, dispatchers, and managers access to the most up-to-date, real-time information to enhance collaboration.  All of these interactions need to be seamless in order for the workforce to operate at optimal efficiency and productivity levels.  The solution to all of these challenges is mobile apps and portable devices
.
2.4 Online Office Apps VS Portable devices
Most of online application run across vast number of portable devices but is worth mentioning that some of these apps are specifically created to be used on specific brand example is Apple and its iOS.  Some online Apps can be installed on-premises, while other are offered only as software as a service.  Of the latter, basic versions can be offered for free, while more advanced versions are often made available with a subscription fee. 
The latest offerings have been created to run as pure HTML5 web pages, These apps work in any environment, whether offline or online.  On the other hand, both smartphones and tablets are close to full computers. Due to the introduction of dual core processors and operating systems, they have the ability to do most of everything that desktops and laptops can.  Furthermore, they can run most of the available online applications and custom made one. Their computing abilities are only restricted by a smaller display and their inability to play a CD or DVD.

2.5	Use of Applications and devices to improve efficiency and productivity
A recent No Jitter article by Melanie Turek, VP of research at Frost & Sullivan, examined the results of a Frost & Sullivan survey that show interest in mobile software applications for employees is strong. From 2013 to 2014, the number of companies deploying at least one mobile worker app rose from 73% to 82%, and 79% plan to deploy additional mobile worker apps during the next year. there are so many companies jumping into mobile apps for the workforce especially organizations with field staff or employees who are regularly mobile report that mobile apps improve efficiency, profitability, and productivity.
With mobile apps in the workforce, executives can view real-time information relating to each job, plus add jobs and details in real time for workers to view.  No longer do organizations rely on paper or spreadsheets to log work, because employees can create and send invoices with evidence and details directly from their mobile devices.  Invoices become instant and real time, and everyone can sign digitally, rather than waiting to send and print documents back and forth
Field workers actually reap the most benefits from mobile apps in the workforce.  
The portability of mobile devices makes it easier for workers to interact, collaborate, and present, all from one device. With appropriate mobile apps, field workers can access sales and marketing materials from anywhere, any time. Other apps allow the workforce to use a scanner, notebook, calendar, presentation tool, dictator, personal assistant, positioning tracker, performance monitor,, HD video recorder and camera, video editor, and more. With mobile apps for the workforce, organizations turn workers’ mobile devices into work tools that go far beyond phone calls and emails.
Certainly, businesses and organizations should embrace mobile apps in the workforce, since the majority of employees already use their own devices for business purposes and mobile app use is proven to increase worker productivity and efficiency. 
These companies then should determine whether BYOD policies are appropriate, or whether they want to provide company-issued devices to their workforce.  Either way, organizations need to manage the risk of mobile apps in the workforce appropriately by minimising device risks with mobile device management solutions, reducing app risks through policy and training, employing mobile security consultants to minimize the risk associated with developing their own mobile apps, and conducting regular company-wide mobile security audits. The benefits of mobile apps in the workforce far outweigh the risks, as long as companies approach their use in security-minded ways.
Examples of such combines that reaping the benefits of using online applications and portable devices are Amazon and Hilton’s chains, they make use of the web-based application to promote for their business as well as allowing customers to make order, make payments on real time mode as well as tracing orders, complaining and providing feedback that can be used to enhance overall companies’ performances.
2.6	Improving Employability
In today’s labor market it is vital to raise awareness of the benefits of being online and how digital inclusion can vastly improve a person’s job prospects. People looking for work can access digital services online through a number of recently installed customer computers, or use their own devices e.g. laptops, I-Pads, and mobile phones.  Through social media candidates have the opportunity to maintain professional identity and make themselves known and visible for the right reasons. 
When people apply for a job, the potential employer is likely to search for right employee online to find out more about them. Nowadays the most popular use of online tools by companies is to recruit and screen potential employees. A 2011 survey by the Society for Human Resource Management found that 56% of companies use social media to find candidates, up from 34% in 2008. In addition, in 2011 more than 25% of employers went online to check applicants’ profiles on social-media platforms. In doing so, however, they can become aware of personal details such as a candidate’s race, gender or sexual orientation and that may potentially be violating anti-discrimination laws as well as decreasing or increasing the chances of candidates getting the job depending on the truthfulness of their information and how they market themselves.

3. Conclusion
The evolution of social media and the advancement of both hardware and software created endless opportunities for businesses and human to interacted, communicate, share knowledge and created a huge platform for buying and salering goods.  Business are able to improve efficiency and productivity by deploying suitable online applications or custom made one on mobile devices to carry out tasks in real time manner allowing employers to work any time from any location including holding virtual meeting across the globe.  Also, the use of social media allows both employer and employee to interact report progress and aid in the process of advertising for new vacancies and chosen the right candidate, therefore, cutting process’ cost and saving times.
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