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Introduction
The digital age has grown not only for those in the field of IT but also into all areas of our lives including many organizations workspaces. In fact they are such valuable skills that developed countries such as The United Kingdom have made it a core subject with the same weight as literacy and numeracy. So, what are digital skills and why are they so valuable in the modern workspace? According to Cornell University, digital skills are defined as the ability of an individual to: create, share, find, utilize and evaluate material using information technologies and the internet (French, 2014 p.55).  Having digital skills in the modern workplace is invaluable. Being able to answer to corporate emails, accessing the organization’s files on the cloud using services such as Google Drive and video conferencing  are just to mention a few of what is expected in the modern workspace.  The use of modern technology in the workspace has made it simpler and easy to navigate. It is possible for employees to work remotely, when travelling and on multiple devices.  The effectiveness of the use of modern technologies and social media in the workplace is discussed at length below, Chinien & Boutin, (2011).
Body
The use of modern technologies in the workplace helps a great deal in improving communication. It has revolutionized the way employees in an organization communicate and interact while at work and also the way businesses communicate with their clients. Employees are no longer limited to phone calls and inter-office mail to communicate with at work. Modern technology has introduced various tools to make this experience smoother, enjoyable and more effective.  Such tools include text messaging, instant messaging, video conferencing, and electronic mail. They not only allow employees to send messages instantly but also without interrupting the intended recipient. Video conferencing tools such as Skype utilize share screens enabling employees in different locations or departments to share and contribute to projects, Armfield, Gray, and Smith, (2012).  Modern communication technologies such as Facebook, Twitter and E-mail are also used by many businesses to help clients reach out to the customer service easily and instantly on issues such as product quality and delivery, service outages, customer services and other queries.
Modern technologies have also improved human resource management at the workplace. It does so by changing the way human resource managers conduct their work.  Modern technology greatly speeds up and also makes the screening, recruiting and hiring of company’s new workers much effective.  It makes it possible for the human resource managers to post/advertise job vacancies online using the internet. Then, the targeted candidate can be able to view and apply for the availed positions from anywhere in the world by sending their curriculum vitae to the human resource manager through the website or E-mail. This process is very simple and saves a great deal of time. Various technologies such as personality assessments allow businesses to determine if a given candidate is a fit for the organization, Elzweig & Peeples, (2009). Worker’s performance and productivity can also be tracked using modern technologies. This increases productivity since the employees know that they are being monitored.
Modern technology brings about efficiency and time saving which are invaluable to any workplace. Technology is used to automate various work tasks to guarantee efficiency and increase productivity at work. For instance, the use of computers to carry out various tasks such as auditing creates room for making corrections instantly and greatly reduces the margin of error made by employees. Databases are now used to capture and store huge amounts of data from various departments and branch locations to help the management make quick and informed decisions at work. Databases also enable employees to have access to business information through a single database, Chaffey &White, (2010). Organizations can also use intranets (internal networks) to help in sharing of office vital equipment such as printers and scanner, document sharing and also allow for office collaboration on ongoing project s. Digital filing systems have helped save spaces and printing costs which cost businesses a lot in the past. Also, the use of office technology helps speed up the work flow process thus saving valuable time. The use of automation also increases employees’ safety by removing them from dangerous processes which can cause them injury, Kines, Andersen, Andersen, Nielsen & Pedersen, (2013).
The use of the internet and computers has introduced mobility at the workplace. They have eliminated the space and time boundaries by enabling employees to work from anywhere in the world and at any time of the day, Wellman & Haythornthwaite, (2008). Video conferencing tools and virtual meeting applications save a lot of time since people do not have to be in meetings physically and nevertheless the information will be shared in real time. Such technologies also reduce travel costs and enable businesses to have a global presence at a low cost. Workers in the field can be availed to real time work instructions in real time using technologies such as mobile workforce management software improving efficiency and saving up costs.
It has also been shown that the use of technology at work encourages innovations and creativity among employees. Employees can leverage modern technology to suggest and create new ideas that can transform the business. They can also use the internet to conduct research on various ways to make their organization more competitive and reach more customers, Bughin, Chui & Johnson, (2008). Technology has also enabled most businesses to migrate from the traditional Office Software to cloud based alternatives such as Google Docs and Office 365. This is because such solutions offer more functionality especially in terms of collaboration. They also allow employees to use multiple devices for work and also work remotely at home or when travelling thus increasing productivity.
Technology at the workplace also speeds up data processing and supports quick decision making. Technology is used in businesses to support basic data processing tasks such as computing, making presentations and making websites from which customers can order products from. All this capabilities help in processing the information required at the workplace. Also, since information is organized through decentralized computing and on time processing, employees can access it easily and make changes on existing information which is stored in databases, Chaffey &White, (2010). Businesses leverage these capabilities to support decision making processes. Such processes are commonly referred to as online analytical processing.
Technology at the workplace does not end at the use of the computers, modern software and cloud- based solutions. It also encompasses social media. The use of social media at the workplace has faced a lot of challenges in its adoption with some organizations even banning it at work with the grounds that it is a distraction to the workforce and thus negatively affecting productivity. But since social media has proved its dominance not only in marketing but also as a customer service tool and communications medium, most organizations have since embraced it. The most popular social media platforms include Facebook, Twitter and Instagram, Appignani, Jones, Watson-Manheim & Welch, (2016). Some of the benefits of using social media at the workplace are discussed below.
Social media is an inexpensive and global marketing tool. Social media is a powerful and effective way to reach new prospects and customers for businesses of all sizes. It is a form of marketing that comprises of creating and sharing content on social media networks in order to achieve the business’s marketing goals. It includes activities such as posting videos, images and texts that encourage audience engagement. Social media marketing helps a business in various ways such as increasing its web traffic, improving communication and interaction with target audiences and creating a positive brand association. Social media marketing is either paid advertising or free. Paid adverts are more effective since they are ranked at the top and are promoted to be seen by most users. Social media marketing results in higher conversion rates most distinctly by making brands more humanized by interacting in social media channels. This is because they act like people, which is important because people like doing business with other people; not with companies, Heymann-Reder, (2012).
Companies can also mine social media data to build dossiers on potential customers. Information posted publicly on social media networks such as Facebook and Twitter can be used by third party companies called aggregators to build an online persona about the user. The collated information about the individuals is then sold to companies that want to learn about their customers and their online activities. Such entities include airlines, banks and lenders. The data can be used to find new customer. Such data can also be used to make targeted ads for a specific product, product range or service to existing customers (Michaelidou, Siamagka, & Christodoulides, (2011) p.1153). Social media can also be harnessed as a communication platform among employees bringing along many benefits. Such platforms include Shopify’s Unicorn with enables employees to communicate with each other about projects and also share success. It is also capable of separating social communication from work activities thus avoiding distracting and increasing productivity.
Employees can also use social media can also be used to ease the workload. Recent studies have shown that forty six percent (46%) of employees say that their productivity has improved by using social media tools to communicate with other employees, liaise with company clients and to share documents. The tools at use here are instant messaging, news feed, social networks and collaboration platforms such as Microsoft’s SharePoint and Facebook which can also be used to connect with suppliers and keep in touch with coworkers. Social media does more than that, it keeps employees engaged and happy at work, a place where they spend more time than at home.
Creating and maintaining a strong social media presence enables an organization to have an easily searchable online presence. Having such an online profile can help the company reach out to new customers globally.  . Social media also helps a business boosts its brand identity, trust and create a global awareness. Businesses can communicate causally with potential customers who like and support their brand and in the process; the business can showcase its brand identity and also learn about their interests (Culnan, McHugh & Zubillaga, 2010). Businesses are able to build trustworthy, authoritative image and good customer relations by asking, responding and sharing content that is interesting to the customers online.
Social media also help people create a professional online presence. Such a professional online profile is vital if an individual is looking for a new job or placing oneself in a position of career growth. It helps one showcase his or her skills and experience enabling one get in contact with people who can expedite one’s job search and move one up the career ladder. Online profiles should be kept up to date since employees want to see current information and also be completely separate from personal profiles. It is advisable to have multiple consistent accounts across multiple social media accounts to help on have a global reach. Such social media platforms include: LinkedIn, Twitter and Pinterest. LinkedIn is the most popular social media site for professional networking. Recruiters actively monitor the site to get candidates. It is one of the best resources for building and managing a career network. It enables users to engage with others and growing their network thus increasing their visibility (Gerard, 2012)..
In recent times professional online profiles have replaces the traditional profiles. Professional online profiles are most popular among student job seekers.  Other than advertising one self, they help individuals show up higher and more frequently in search engine results. They also provide an easy way link to one’s projects and writing samples which give a potential employer a bigger picture of a potential candidate. As mentioned earlier an important part of creating an online presence means maintaining consistency across the various platforms chosen. This means using the same image and voice in all the platforms.
Conclusion
This report clearly shows that the incorporation of digital skills or modern technology in the workplace is a very beneficial undertaking for an organization. There is clearly no place for people without digital skills in the modern workplace. Even the receptionist uses E-mail and instant messaging not just the traditional phone calls. Despite many critics and economics thinking that social media will negatively affect productivity at work, it is clear that social media has a lot of advantages and actually make the organization cut costs in processes such as recruiting, increase profits and at the same time advertising and promoting the organization’s brand.  The strength of social media in customer care and service cannot be under estimated. It is a not only fast but provides much more functionality than other traditional methods. Looking for a job has never been more competitive, creating a professional online profile helps job seekers to stand out among a huge population and give them an opportunity in the job market.
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