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[bookmark: _Toc58250691][bookmark: _Toc456901517]What has been the impact of 21st Century Technologies on the modern workplace?

[bookmark: _Toc58250692]Evaluate the appropriate use of modern technologies and social media in the workplace generally  
Technology has made a big impact on the modern workplace as it has helped workers become more efficient than ever before. Most companies use mobile technology gadgets like laptops, mobile phones, ipad’s and tablets as it is a quicker and easier way to carry out your daily tasks. These gadgets are connected through Wi-Fi and usually stored in the cloud (a big storage file).
Basic smartphones were introduced in the late 90’s and Apples iPhone in 2007 which revolutionized the smartphone industry by offering features such as touch screen interface and a virtual keyboard. 
O’dea S (2020) available at:- http://www.Statistica.com (Accessed December 2020).
2020 saw the introduction of the iPhone 12 which are available in two sizes 6.1 inch and 5.4 inch. Both have identical features, including 5G, OLED displays and improved cameras.
Smartphones are a part of everyday life and I don’t know of anybody who hasn’t got one. Even my 85-year-old grandfather has one and is able to use it. 
Years ago, if we wanted to find out about something, we would have to leave the house and do our research physically (for example, go to the library and look for a book). Nowadays we just boot up the laptop or google the information on our smartphones, without even leaving the house.
When we do find the information, we are looking for we can forward that via text or email within seconds. This would have taken a lot longer as the information would have been sent through the post many years ago.


Most companies and businesses these days use modern technology to carry out their daily duties. These can include computers, telephones, laptops, iPads, tablets and many more devices to enable employees to be more productive and efficient. Most companies are connected to the internet and have Wi-Fi connection to enable communication.
Many companies these days use social media to communicate to their public and promote their business. The main ones being Facebook, Twitter and Instagram.
A Facebook business page can be set up to expand a company’s internet presence. It is a free web page and the business is able to send and receive messages, post updates, get notifications and like, comment and share other information on Facebook.
Twitter is a social networking service where messages can be posted, these are known as “Tweets”. Companies use Twitter to connect people and allow them to share their thoughts with a big audience. Even though Twitter has many advantages, it only has a limit of 140 characteristics per tweet, whereas other platforms have a lot more.
Instagram is a visual social media platform. Its main purpose is to enable its users to share images or videos with their users. 
All the above are social media platforms but run in totally different ways. Businesses may use all of the above but may also prefer to use, for example just pictures, therefore Instagram will be better suited for them. If they prefer to use text then Twitter will be best suited for them and if they prefer both, then Facebook is good for this.

	












[bookmark: _Toc58250693]Explore the use of modern technologies and social media in own workplace 
Within my workplace we use many technologies in order to communicate with others in a more effective way.
We use the desktop computer to send and receive emails and to also enter the children’s attendance on SIMS (School Management Information System) which is then sent to the school receptionist via email. It is also used to look for worksheets and activities for the children which can then be printed out through the office printer.
The laptop is used for staff training and presentations/team meetings. Wi-Fi is needed for this in which we need to connect to the council’s intranet system.
We have use of a class mobile phone which is used to contact parents/carers via call or text message.
Each staff member has their own iPad which is used for observations on the children for their progress reports at the end of the academic year. It’s used to produce learning journals for each child and also to capture special moments (concerts, sports day, school trips etc).
On each iPad we have a system called Class Dojo. Class Dojo is an instant messenger system which has proved very popular for both staff and parents/carers. Staff are able to send messages to parents/carers to chase up attendance, ask a question etc. Staff and parents/carers are able to upload pictures and videos either on the class story or on their own private page. This is all connected to the Wi-Fi and stored in the cloud.
During Covid19 staff were unable to carry out their usual duties in the classroom and had to find a way to communicate with each other in a more practical way. We set up a team’s meeting (an audio, video and screen sharing virtual room). This enabled us to discuss future plans and learning for the children using modern technology. This proved to be a very successful way to communicate with each other and enabled us to plan for the children and still carry out some of our duties, just in a different way.


[bookmark: _Toc58250694]How can Personal branding help YOU?
Personal branding can help me with my employment as it helps me communicate to employers. It will differentiate me from the competition and allow me to build trust with employers. 
In order to achieve this, I will need to make a fantastic first impression and stand out from the others.
I will need a sensible, professional email address as if it is something silly it doesn’t give a good first impression about the person you are.
I will need to give a positive impression of my personality and display good communication skills.
My personal brand will help me as it will show others my image by the style I have. It will show a high degree of skill, which I can then relate to the job I am interested in. Employers will be able to see what personality I have by photos on my page and by the way in which I word things. My reputation can also be linked to the job by saying things like” I am known for being a caring and knowledgeable individual”.
 Can also mention my beliefs and values which will then give a good picture of the person I am.

[bookmark: _Toc58250695]Your LinkedIn Profile to promote your Personal Brand


https://www.linkedin.com/in/amanda-napier-a4ba60202
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[bookmark: _Toc58250696]Evaluate the value of other social media platforms to enhance networking and career prospects
I think Facebook is a very good social media platform to enhance networking and career prospects. If I had a business of my own (say for example a child-minding business) I would use Facebook to promote my business. I would do this by designing a child friendly page with all relevant pictures and information, making it bright, colourful and interesting in order to make the public take a look and consider my business.
I would share my page and also request others to do the same. This way i will be seen by a large audience in a very quick timescale.
If I was to apply for a job, I really wanted I could add my Facebook profile to my application. This way potential employers are able to see what kind of person I am and my interests before the interview takes place. I would make sure that my profile is completely professional.
Twitter is also a very good social media platform which can enhance your networking and career prospects. This is done via ‘Tweets’ and people are able to connect to see all your tweets via a messaging service. Twitter can also be a useful marketing channel for businesses that have customers that are twitter users.



[bookmark: _Toc58250697]Examine the impact of Personal Branding on your own employability 
Personal branding is a way in which you promote yourself to others, showing them your skills, experience and personality. Your personal brand is then used to differentiate you from other potential employees. It is important to have a good personal brand as it gives you the opportunity to highlight your strengths and passions and hopefully this will get you the job you want. It is a chance for potential employers to see and get to know a little bit about you before they invite you for interview. You will need to stand out from the others.



[bookmark: _Toc58250698]Discuss personal and professional security and safety online.
Personal and professional security and safety online has been ongoing for many years and we are always looking for ways to stay safe online. 
These days, many people shop online for various purchases. There are a few ways in which you can stay as safe as possible when online, these include: -
· Using strong passwords and changing them regularly.
· Update the software on your computer and smart devices.
· Be wary of public or shared computers.
· Be careful where you shop.
· Use a credit card or PayPal when purchasing items online.
GDPR (General Data Protection Regulation) came into force on May 25th 2018 and replaced previous data protection rules, modernising the laws that protect the personal information of individuals.
It also changed how businesses held data on individuals and large fines could be issued if the rules were broken.
Seven key principles were set out, which are: -
1 Lawfulness, fairness and transparency
2 Storage limitation
3 Purpose limitation
4 Data minimisation
5 Accuracy
6 Integrity and confidentiality
7 Accountability
These principles set out rights for the individual and if you need to see what information a company holds on you, you need a Subject Access Request (SAR). This is a free service and the company, by law, must provide you with the information.
Some companies have their own data portals. For example, Facebook allows users to download old images, pokes and posts. Google and Twitter also allow users access to their own personal information stored on their account.
Cyber Security is about protecting the devices we use and about keeping us safe online. It also prevents unauthorised access to our personal information held on our devices.
Online banking is used by many for both personal and professional purposes. Cyber Security prevents criminals from accessing our personal information
WhatsApp (a messaging platform, owned by Facebook since 2014) has recently been in the news regarding their privacy policy. It stated that users either agree to it or face being kicked off the service. Some users felt that their privacy was being compromised by sharing their data with Facebook and felt the need to change to other messaging platforms like Signal instead. 
WhatsApp has stated that private messages, phone calls etc. will stay private and cannot be accessed anyway. The Independent (2020) 28th December.
During Corona virus more people turned to online shopping and banking. People were then made more aware of scammers as some people took advantage of the situation. Banks made individuals aware (especially the elderly) that they would never ask for their card details over the phone and not to give out this information if ever asked to. 
Scammers even took advantage of the killer virus by taking payments off vulnerable people saying it was for the covid vaccine. This made me furious as I have elderly grandparents who are not very familiar with modern technology and may have been persuaded to give their bank details had family not nagged them to never part with their details.
I once had a phone call at work from my credit card company asking if I had just purchased a £700 kitchen. At the time I worked in wickes building supplies so if I was to buy a kitchen it would have been from there as I had staff discount. I only used my card for small petrol purchases at the end of the month then paid it off at pay day so the company became suspicious and contacted me. This was a very good system they used as it flagged suspicious purchases on your account and stopped the thieves taking your hard earned money. 
A friend of mine sold her house and her bank rang to ask if she had transferred a large amount of money out of her account. She hadn’t so went straight to the bank where she watched her balance disappear in front of her eyes. The bank confirmed that the money had gone overseas and the case was passed to the fraud squad.
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