
Skills for the Workplace
Module Assignment Submission 

Student Name:	Tina Webb
Student Number:	1910813
Module No:	BMSK4003
Module Title:	Digital Skills and Research Methods


Statement of Confirmation of Authenticity
By the act of making this submission, the student declares that this is the work of the student named above. The work has not, in whole or in part, been knowingly presented elsewhere for assessment, or where assessment has been built on a previous assessment, this has been identified. Where materials have been used from other sources it has been properly acknowledged. If this statement is untrue, the student acknowledges that an assessment offence has been committed.
Attention is drawn to the plagiarism and unfair practice policies of both the University and of ILM.
Permission for ILM to use this script
ILM uses learners’ submissions – on an anonymous basis – for assessment standardisation. By submitting, both the centre and the learner agree that ILM may use this script on condition that identifying information is removed. However, if you are unwilling to allow ILM use this script, please refuse by ticking the box: □
Tina Webb BMSK4003



Table of Contents
What has been the impact of 21st Century Technologies on the modern workplace?	3
Part 1	3
An Overview of the 21st Century Workplace	3
An in-depth look at technologies used in own workplace	3
Part 2	4
An exploration of the use of social media in the workplace generally	4
An in-depth look at the use of social media in own workplace	4
The use of social media to enhance networking and career prospects	4
LinkedIn Profile	4
Conclusion	5
References	6
Appendix 1	7
Appendix 2	8





Tina Webb BMSK4003
[bookmark: _Toc532923404][bookmark: _Toc456901517]What has been the impact of 21st Century Technologies on the modern workplace?

Business growth can easily develop using the technology quickly, people are able to upload videos onto internet sites where from across the world can be viewed and reviewed. This immediate impact can develop a business quickly through broadly widening the audience. Most importantly businesses gain greater productivity through new technology. Production is faster with a click of a button; machines are so advanced they are programmed and maintained through services cutting out the working person. No need for annual leave and or sickness in-turn aiding productivity within a company with the use of machinery. Technology has allowed us to with a click of a button instantly have access to services and products where the processing of immediate transactions follow fastening up the process of business growth. New technology has enabled us to multitask faster than ever, some are programmed to technically complete mathematical calculations for us, without the need of a calculator or time to work out the figures. Computers can now be programmed and replace people which may require more time and patience to complete productivity. Overall, we are now living in a technical world where we heavily depend on the use of this technology. I personally feel that in many ways although it is beneficial for business growth it is a shame to see certain trades people and workmanships become obsolete. Feel we have become to accept machines to take our place which may not be beneficial to us in other ways. We are also able to have a three-way conversation, no need to travel far and wide. A conference call will do, saving time and money. This also means having a working budget is easier for us and not hard to keep to. 

[bookmark: _Toc532923405]Part 1
[bookmark: _Toc532923406]An Overview of the 21st Century Workplace

The 21st century technology within a workplace is continuing to have a beneficial effect in businesses. These workplaces have become more advanced with new technology that we are now able to communicate with people all over the world widening our business opportunities. Businesses from all over the world including ‘Fleetweel’ have all become to depend on new technology. This has helped us to practice and carry out our role/duties more successfully. Prior to having the use of this technology business transactions were slow where people had to practice working with their hands which made business progression lengthily. We required a lot of administrative assistance for paperwork needed for the preparation and movements of business progression. Prior to the modern-day technology some ‘risk’ factors would influence and stall production 
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causing transactions to be prolonged and lengthy, example:  administrational errors would create a lengthy resolution without the use of computers. Thankfully nowadays with the use of 21st century technology, we can cut out a lot of long-lasting administration and travel around the world communicating with business relations with the use of the internet/WIFI, laptops and mobile phones, helping us to communicate and complete transactions within an instant. This process gives us the use of ‘time’ in a proficient way fastening up the progress of profitable and financial gain which in-turn encourages business growth this is defiantly the way forward New technology and social media has assisted ‘Fleetwheel’ directly by means of the use of business apps, tracking devices and supportive systems which have all aided business activities. I personally feel that many businesses nowadays are encouraged to operate new technology, as it is shown to be beneficial for business related affairs of coerce the proper professional training must be given to all employees when your business introduces new technology within the work place, new systems introduced can be managed with the correct training given so when up and running no major problems occur, otherwise this could have devastating consequences for the business. 

[bookmark: _Toc532923407]An in-depth look at technologies used in own workplace

Within my place of work, we have access to many pieces of technology enabling us to run an efficient and effective business technique. The business name I am working for ‘Fleetwheel ltd’ have the use of:

· Telephones- which have become more advanced where we have the use of connective internet/WIFI and mobile devices. We have the use of applications known as ‘apps’ downloaded by a user developed for a specific purpose to be used on the go for businesses. A greater degree of flexibility using a mobile service expands business affairs on the go. The use of multiple static calling systems e.g. ‘three way’ business calls and (conference) are also useful to keep connected with employees in different locations of the world.
· The use of computers- accessing business apps and internet on the go using laptops and static devices aiding business relations/concerns.
· Skype, FaceTime -keeping us connected with business clients and customers around the world benefitting us directly through the interaction with fault finding without the need to leave the workplace. 
· CCTV- Closed circuit television, aiding security and health and safety to our business, employees and customers.
· Satnav and Tracking Devices- allows us to send and track employees to a specific location for business purposes, also enhances our safety in extreme cases the vans can be located if a vehicle has been stolen.
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· Payment Card Machines- being mobile devices when the delivery of goods is made the achievement of quick direct payments can transacted.
· Franking Machines- This helps the business to buy ‘paying in advance’, we can put the postage stamp on ourselves this is known as a mail mark which saves time in not having to go to the post office as it also saves money.
· Social Media including Twitter-This is where consumers will find the latest updates on promotions of products and services, also known to online bloggers, this has become famous for its tweets and hash tags are used for the identification of topics.

I am adding a short overview of when the company ‘fleetwheel’ was founded. It was in 1975 by Colin and David, they both new after working in the commercial vehicle 
industry that there was a cry for the full range of commercial parts to local fleets in the area. After establishing themselves and following the industry for steady growth, a second branch was opened where there company took on distributorship which meant they had an agreement which is a contract made, so they can supply and sell their product to other companies/ businesses. There first branch was opened in Newport, the second branch Cardiff, they then saw an opening for Swansea area in the 1980’s.  Carmarthen and Tredegar followed shortly after, they are one of the major suppliers in the commercial vehicle factors, in 2014 ‘fleetwheel’ became part of another group called ‘Picksons’ in South Wales which has strengthened their position as the top market leaders In the area. We provide mechanical merchandise for vehicles such as; truck, buses, trailer and cars through registered suppliers to allow for clear identification of these parts, meeting regulatory standards we can track the initial transaction and shipment of goods using the 21st century technology. In 2019 they introduced their own paint department with the latest technology of lab machines, these machines mix the desired colour for whatever developmental works are required, it’s taken the manpower out of mixing by hand and it’s quicker and more precise. The computer system we use is known as ‘Big brother’, all the customer must do is say what car – van- or truck they have and the registration for any part they need. The computer will find the specific parts after the details are punched into the system, also lets us know where to locate the part in the Wearhouse. This also saves manpower when it comes to stocktaking where the computer tells us how many of the parts are left and when we need to restock the item. 

We are always looking for ways to grow, at the same time keeping our prices competitive we know how important that is to the customer. We also price match with our competitors which we found very important to our growth within our field of work, There is a lot of competition out there for commercial vehicle parts whether the parts are for a car, van, truck, bus or tractor, whether they want reconditioned or genuine trade parts, this keeps our existing customers very happy and therefore brings in new customers. We are also able to assist roadside breakdowns with parts after hours because we trade afterhours for 24hr callout services, we are the only business in this field offering this service (so I have been informed by management) at present, which is used quite a lot with lorry’s over the weekend due to their cargo needing to get to their customers by a certain time. Their cargo could be consumables so the shops will be expecting a delivery, this service gives 
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us a good rapport with our existing customers and brings in new custom by word of mouth is another form of informing people of our services, which has been on-going for years. Technology and the use of social media we have today has proven to be very valuable and useful to the company, so we are able to provide a very reliable service to keep our customers happy In return they spread the word about our services that we provide, which brings in more business to our company; which is profitable for us as a business,                

[bookmark: _Toc532923408]Part 2

[bookmark: _Toc532923409]An exploration of the use of social media in the workplace generally

We can increase consumers awareness of products and services using social media, allowing for familiarisation of a business’s logo and symbolisation of a certain type of business/trend, this is definitely the way forward. This process has been known to increase potentially new business relationships with new consumers which in-turn increases financial gain.  

Social media enables the sharing of information, occupational/job interests, the sharing of creative ideas and networking abilities through different interactive sites. Such as Facebook/LinkedIn/skype/ google social media, to mention just a few. 

This platform allows businesses to communicate, advertise and put out information onto interactive sites. This allows us to send business files including folders and digital photographs to personal employees and customers to help with business administrational needs. Prior to social media, businesses would pay for advertisements to be in the newspaper ads and magazines which would add to the running of administrational loads and cost. 

Nowadays we are improving on eco -friendly environments being less harmful to environment, with the use of interactive media where we are no longer require the use of paper articles for this purpose.


[bookmark: _Toc532923410]An in-depth look at the use of social media in own workplace 

We could use social media to enhance the company when we have promotions in sales, email members of staff to take part in sales promotion which will enhance a bonus scheme which they can all be involved in. Communicating, advertising and putting the correct information out, using team messages and personal messages can be sent by social media. Before social media we would type or write on paper to send out newsletters this would take time and use paper and ink, so social media saves on time 
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this in-tern enables members of staff to utilize their own time, also saving our climate with our trees. Good points to social media for example within our company social media is be used to send information to all members of staff including senior management and all other employees around the company, can be made aware of any updates including staffs memorable approaching birthdays  can be emailed and sent to everyone except the person who’s birthday is coming up with them being excluded from the email enables us to plan a great surprise for a party. Where a get-together and gifts for the member of staff would be enjoyed and guaranteed to be achieved. Bad points of social media are; if a member of staff were to receive an email by mistake which wasn’t meant for them this wouldn’t be a good thing to happen. In relation to this ‘fleetwheel’ are obliged to ensure staff members are happy for this information to be shared aiding data protection laws. ‘Fleetwheel’ vehicles clearly display to the public the use of their services using media platform icons and signs where our logo’s are printed on both sides and back of each vehicle. This in-turn will bring in potential new customers, benefiting business profits. Which in return can help expand and open a new premise in the future.

This graph below is an in-depth look at how all company’s use the social media in businesses. 

· Facebook 89%
· Instagram 56%
· LinkedIn 83%
· Twitter 80%
· Youtube 81%


Figure 1 Predictions based in 2018
This survey was based on a publishing company called ‘Clutch’ who are partnered up with ‘Smart Insights’ which is a learning platform for companies to manage and improve their marketing. They do this by using 344 social media marketers to control and 
Tina Webb BMSK4003
determine the value of social media through sharing information. This allows us to manage and promote products and services at the right time for advertisements at different times of the year; where we can target different consumers and businesses based on the merchandise available at the time. The market social platform survey allows for a positively influence of revenue and sales. This happened in 2017. https://www.itbusiness.ca. also, smart insights https://www.smartinsights.com.
[bookmark: _Toc532923411]
The use of social media to enhance networking and career prospects
Social media can be used for job advertisements, for businesses and potential employees to help  further there career in specific locations of country or overseas, if a member of staff is needing to relocate to another area they can see if there is a position available and then they can apply for the position if suited to their skills and ability. This is a very good way of relocating to the right area or country for the right paid position of their choice. It also helps employers who are looking to recruit new members of staff in the right field of work, skills and knowledge that the company requires for their specific job role. Some social media platforms are professional networking sites that businesses have to make sure that they are up to date with their profiles and advertisements, for the upcoming of vacant positions that will be available to employers and employees including potentially new employees to apply for such positions. Using this platform the positions will then go to the right candidate with the right appropriate skills and knowledge that the company requires. For many company’s or businesses, social media is used to promote themselves around the world. This in-turn will achieve additional production gaining more profit in doing this will help them to expand.  

[bookmark: _Toc532923412]LinkedIn Profile

[image: ]
LinkedIn is a social professional network site for people to try and further their career path, while setting up your LinkedIn profile account you must add your work experience 
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and qualifications including; certificates, skills, education. Your profile must be up to date, by doing this it will help potential employers to find the suitable candidates to join their business. Having uploaded your details skills and so forth, it can link you with people in similar careers. It will also link you to people past and present within the same line of business as you may have known such as in School, or Universities.

LinkedIn as stated is a unique social media platform, LinkedIn has around 227million active monthly users the average age between male and female users are 30years to 64years, LinkedIn is where you will find the highest quality in certain industries.

I have achieved a lot in my life, raising my family consisting of three lovely children, whilst achieving a IHBC in Health @ Beauty and level 2 in Hairdressing. After a few years of working within this field I found myself drawn to a different path taking into security work.  I became a security officer and from there I took the position of a closed-circuit television operator (CCTV) which was a very interesting job, I also worked inside a prison as a custody officer where I was looking after the well-being of young offenders and as a home detention officer alongside. Always looking after the needs of others and their wellbeing and safety. I gained relevant training for Custody Handling Systems, Breakaway Techniques and Security where I ensured to practice to the best of my ability to meet the required standards at the time.

[bookmark: _Toc532923413]Conclusion
[bookmark: _Toc456901523]My conclusion consists of pros and cons of technology and how it touches every aspect of the modern-day life. From our home to your home to our social life and to our workplace, with virtual reality or artificial intelligence this brings a question of conversation how it can help growth productivity save us money or help make our working life easier and help increase efficiency. Artificial intelligence has been a concern of the workplace for years, people going to be outmoded of their skills as the technology evolves to greater levels. How it is useful to businesses and give an expression of how you feel technology has changed things. It Has had a dramatic impact on any work environment making jobs and life much easier to comply with. We use much less paper which has an enormous effect on the climate with everyone who uses computers. Documents proof of purchase orders etc can be sent via internet, which saves us from using paper where copies of theses can be saved onto computers. As in the past paper would be used and copies made and filed away so which meant we needed more valuable space to store these away. The time it would take a member of staff to do this and put them all in order preference to which an employer would require an employee to do this, will take technology advancement of today quicker time to do. Also, this will free up employees to be able to have more time for other tasks within the workplace. Technology can also have a negative impact on the business if employees haven’t been properly trained in their field of work, it is very important for the correct training to be given to employees so that major problems don’t occur. Through the use 
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of 21st century technology you can access everything which would have been published by paper articles where nowadays have access through the use of the internet and a push of a button accessing this data using social media platforms and search engines. Facebook is the universal social media with approximately 2billion monthly users, a quarter of the world’s population providing advertisers with an supreme opportunity to reach almost anyone. This is where Facebook marketing flickers when it comes to ecommerce and outshines itself for the lead generation being the place to go to for searching business and people e.g through the use of email addresses. Facebooks platform allows advanced targeting than any other advertising platform in this world. Technology is everywhere we have satnavs in our vehicles for directions when needed so we don’t have to stop and ask people for directions. This also lets us know of any accidents, roadworks, road closures ahead so that we can change direction, which will save us time. We also have a tracking aid fitted to our vans which is a good allrounder meaning you can phone work if you have a problem with the area you’ve been sent to and your employer can see exactly where you are- problem solved! It is also the eyes for the team at work. To know your every move for example if you are at ’Asda’, you might get a call from work asking why you are there preventing anyone not working when they should be. I have previously said if a van goes missing they can track it and find it, we also have blue tooth in our vans which enables us to communicate safely on the move this would be for work and colleges or family if they needed you when your miles away from work and home. 
In doing this assignment I have learnt the importance of the use of technology and have used the C.R.A.A.P. Test to help sauce information and the reliability of the content. 
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Social Platform Pie Chart


Sales	89%
56%
80%
83%
81%

3rd Qtr	4th Qtr	5th	6th	7	1.4	0.2	1	1	1	Column1	
3rd Qtr	4th Qtr	5th	6th	7	

image3.png
Add profile section ¥ 7

Tina Webb [ FLEETWHEEL LUMITED
Delivery Driver at FLEETWHEEL LIMITED E ‘cantonian high school
Cardiff, United Kingdom - Contact info





image2.jpeg
PRIFYSGOL CYMRU ———
S Y Drindod Dewi Sant
UNIVERSITY OF WALES

Trinity Saint David





