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Introduction 
In the contemporary business scenario, the workplace has been swept away by the revolutionizing way of using digital technology to ease business operations. A string of transformative techniques like social media marketing, digital advertising, and social networking for workplace that have made cross border communication easier, are called digital technology. Due to these, the business process has not only become faster but has also become wider in its visibility across the potential customers due to their omnipresence in the online media. The modern-day workplace consists of digitized environments where workers use their digital literacy and address professional needs notably. It must note that the need for digital skills at the workplace arose from the increasing geographical differences between work departments in the globalized organizational structure. 
This report will be focused on defining digital technology, its application and benefits in the workplace. During the report, the features of Gmail and Yahoo Mail would be compared with an in-depth analysis of the London based Intelistyle fashion app to analyse how digital skills at the organization has brought changes. During this report, relevant review of available sources would be conducted and a data analysis of the usage of digital skills in Intelistyle would be done.
Intelistyle is a UK based fashion stylist organization that helps fashion enthusiasts dress up perfectly with the use of artificial intelligence at the workplace (Intelistyle, 2018).
 


 
Section 1 
Introduction to digital skills at workplace
Digital Literacy is the ability to understand as well as use information in various formats to be presented via online media (Tyner, 2014). Digital Literacy has led to the increasingly eased way of conducting business in modern business organizations. Digital literacy at the workplace is reflected in the use of information and communication technology that improves business delivery, operations and inter-departmental communication. Use of digital technology in workplaces includes generating digitized coupons, e-commerce, digital marketing, and web communication. Tools like Gmail and Yahoo Mail are used by the best business organizations not only to promote their products or services but also to maintain communication with their clients across the globe.
Intelistyle is an example of an organization that depends on mailing apps like Gmail and Yahoo Mail to carry out its daily operations (Intelistyle, 2018). At Intelistyle, these mailing applications are used in a variety of business procedures as discussed below:
•	Features like schedulers and reminders within these mailing apps help Intelistyle to mark important events and occasions
•	Features like categorization of primary, important and social emails help Intelistyle to classify their most important to the least significant tasks
•	Features like Dropbox and Google Drive help Intelistyle to share their high-resolution advertising materials with their global clients 
•	Features like Chats in both the mailing apps helps Intelistyle give minute to minute updates on projects to their clients.

 
Section 2 
Literature review
According to Colbert et al., (2016), the usage of digital technology in the workplace is rapidly transforming the work structure into a digital workforce where workers are connected by a series of web applications and techniques. The study has explored the increasing prevalence of information technology in the workplace and has concluded that technology is influencing the way people approach work procedures. The study has confirmed that the use of digital skills in the workplace would finally lead to new identities and new patterns of relations between organizations. The study also remarks that technology helps making the work process more structured and organized.
In the words of Fenwick and Edwards, (2016), technology has ensured effective communication and remarkable collaboration among work teams in a business setting, hence, enhancing the overall business productivity. The authors have discussed in their study how digital technologies combine safety and security in management of confidential customer information by the interplay of algorithms and codes. The study has highlighted that digital technology in a workplace is pervasive in business organizations, hence influencing their management structures. The study has pointed that technology is reshaping relationships between work teams and professional groups both inside and outside the organization. The study has also outlined the ways through which technology is improving and streamlining processes of business decision-making and workplace accountability.
According to Gold and Bode, (2017), the implication of digital skills at workplace has become so significant that in the next few years, digital technologies would both create new job profiles and replace the existing job designs. The authors have discussed in the study that in order to overcome the replacement of work designs by technology, adult workers would have to become more mobile across industries and occupations. The study has highlighted that job-specific skills would decrease and general digital skills applicable to various industries and job profiles would increase dramatically. The paper thereby states that it has become important for countries, especially the G20 nations to introduce adult education campaigns for adults built on enhancing their employability. 

Section 3 
Comparison between Yahoo and Gmail
At Intel style, both Google and Yahoo mail are used. Their comparisons based on certain categories are discussed below:
Marketing features
Google allows for add-ons and extensions like Smartsheet for Gmail, Dialpad, Sort and others that make advertising and marketing easy (Xing et al., 2015). Intelistyle can share catalogues and posters through the CRM add on; it can manage lists of clients with requirements on Smartsheets and so on. However, Yahoo mail does not allow add-ons. It has several browser extensions like Yahoo Finance and Yahoo Quick Info which are not as useful as Gmail’s browser add-ons.
Organizational features
Both Yahoo mail and Gmail offer inbox-customization features, but their options are highly different. Whereas Yahoo mail has only three different layouts for organizing emails, Gmail offers specialized categories like Primary, Social, Promotions and more. Gmail also has a Travel label that updates Intelistyle about its upcoming promotional tours. Yahoo has no similar feature. 
Communication features
Where communication is concerned, Yahoo has developed a Yahoo Mail Pro and Yahoo New Mail system where message sharing has become more responsive and simpler to use. Similarly, Gmail offers Chats option that ensures quick replies and convenient form of minute-to-minute communication. Both have Smart Views to be used on mobile phones for accessing Photos and Documents. It is seen that both applications have relatively the same communication features, however, Gmail has an edge over Yahoo due to its ‘Forums’ feature. Forum allows for group discussion and message board emails (Beck, 2017). In addition, Gmail has a browser extension of CRM to manage contacts of clients, which Yahoo does not have.
Besides the above specifications, Yahoo mail and Gmail have other differences. Yahoo New Mail lacks features like saving searchers, advanced attachment options, recent views option and automatically forwarding emails. Google, on the other hand, has all of these features. It can be seen that Gmail is a better option to be used in business organizations, as it is more stable, concise, and organized.
 
Section 4 
Research Methodology
The research methodology used for analysing the use of digital skills at workplace is quantitative method. Quantitative methodology gives valuable numerical data to comprehend specifications and particulars of a research topic.
A questionnaire was conducted that included taking inputs from workers regarding digital skills to specify the applications for use in the office. The questionnaire includes 10 questions in relation to the use of Yahoo and Gmail for operations like advertising, communication, marketing, data storage, and designing. The questionnaire was conducted online among the employees of Intelistyle organization to understand which among Yahoo or Gmail they use for different business processes.
 
Section 5 
Data collection
QUESTIONNAIRE
Q1. Specify your gender
	Options
	Frequency of respondents
	Frequency Percentage (%)
	Total number of respondents

	Male
	45
	45
	100

	Female
	46
	46
	100

	Others
	9
	9
	100



Table 1: Gender of respondents
 
Figure 1: Graphical representation of gender of respondents

Q2. Which age category do you belong to?
	Options
	Frequency of respondents
	Frequency Percentage (%)
	Total number of respondents

	Below 20 years
	12
	12
	100

	21 – 30 years
	30
	30
	100

	31 – 40 years
	24
	24
	100

	41- 50 years
	21
	21
	100



Table 2: Age of the respondents

 
Figure 2: Graphical representation of age category of respondents

Q3. Which among the two do you generally prefer for personal emailing?
	Options
	Frequency of respondents
	Frequency Percentage (%)
	Total number of respondents

	Yahoo Mail
	23
	23
	100

	Gmail
	28
	28
	100

	Both the mailing applications
	49
	49
	100


Table 3: Preference of personal mailing applications of respondents [image: ]
Figure 3: Preference of personal mailing applications of respondent
Q4. Which between the two applications offers better organization features?
	Options
	Frequency of respondents
	Frequency percentage
	Total number of respondents

	Yahoo Mail
	28
	28
	100

	Gmail
	49
	49
	100

	Can’t say
	23
	23
	100



Table 4: The mailing application with better organization features
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Figure 4: The mailing application with better organization features

Q5. Which among the two applications offer better marketing functions?
	Options
	Frequency of respondents
	Frequency percentage
	Total number of respondents

	Yahoo Mail
	20
	20
	100

	Gmail
	25
	25
	100

	Others
	55
	55
	100



Table 5: The mailing application with better marketing functions
 [image: ]
Figure 5: The mailing application with better marketing functions

Q6. Which among the two features is used for data storage your organization?
	Options
	Frequency of respondents
	Frequency percentage
	Total number of respondents

	Yahoo Mail Storage
	39
	39
	100

	Google Drive /Dropbox
	45
	45
	100

	Both the applications
	16
	16
	100



Table 6: The choice of respondents concerning data storage for the organization
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Figure 6: The choice of respondents concerning data storage for the organization

Q7. Which of the two mailing applications is useful for live chats and discussions with clients?
	Options
	Frequency of respondents
	Frequency percentage
	Total number of respondents

	Yahoo New Mail
	34
	34
	100

	Gmail Chats/Hangouts
	50
	50
	100

	Both the applications
	16
	16
	100



Table 7: The mailing application used for live chats and discussions with clients
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Figure 7: The mailing application used for live chats and discussions with clients

Q8. Which of the two mailing applications is used by your organization for bulk email marketing?
	Options
	Frequency of respondents
	Frequency percentage
	Total number of respondents

	Yahoo Mail
	10
	10
	100

	Gmail
	50
	50
	100

	Others
	40
	40
	



Table 8: The mailing application used by the organization for bulk email marketing
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Figure 8: The mailing application used by the organization for bulk email marketing

Q9. Which of the options do you prefer for organizing work schedules and reminders?
	Options
	Frequency of respondents
	Frequency percentage
	Total number of respondents

	Yahoo Mail
	20
	20
	100

	Gmail
	55
	55
	100

	Others
	25
	25
	100



Table 9: The mailing application with better marketing functions
 [image: ]
Figure 9: The mailing application with better marketing functions

Q10. Which is the better option for maintaining client communication (CRM) in your organization?
	Options
	Frequency of respondents
	Frequency percentage
	Total number of respondents

	Yahoo
	26
	26
	100

	Gmail
	31
	31
	100

	Others
	43
	43
	100



Table 10: The better option for maintaining client communication (CRM)
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Figure 10: The better option for maintaining client communication (CRM)


Section 6 
Data analysis
In the questionnaire, it was asked from employees of Intelistyle about their age in order to understand the knowledge of digital skills among people of different groups. It was seen that people from all age groups are now enhancing their digital skills to increase employability. In the organization, it was asked what between Yahoo or Gmail was used frequently for personal mailing to which a clear majority of 49% said they preferred Gmail. When asked about better organizational features, 49% said Gmail. The respondents were asked which of the two they preferred for data storage to which 39% said Yahoo, 45% said Google while 16% said they used both. 
The respondents were to choose an option for live chats with clients where 50% chose Google and 34% went with Yahoo. The remaining 16% said they used both. For email marketing, however, 10% chose Yahoo and 40% chose Google. It is seen that both Google and Yahoo are overtaken by other options that might include MailChimp. This shows that although for marketing, organization and communication Intelistyle prefers Gmail, Yahoo mail is also a great option when data storage is concerned. Other than this, the clear winner with respect to business purposes in an organization is Google. Its extension, add-ons, and comfortable features support its large-scale usage in business operations.

 Conclusion 
The above report established the need for digital skills in the workplace by assessing the use of Yahoo and Gmail in Intelistyle, London. The report detailed how features are used for different business purposes and conducted a comparison of both Yahoo and Google. Through an online survey distributed to employees, the report approached to a conclusion that Gmail is a better application for business purposes in organizations.
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