
Skills for the Workplace
Module Assignment Submission 

Student Name:	Yasmin Khalid
Student Number:	1902962
Module No:	BMSK4007
Module Title:	Digital Skills and Personal Branding 


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: □


Table of Contents
Introduction	3
Section 1 – What has been the impact of 21st Century Technologies on the modern workplace?	3
1.0 What technology is used in the workplace in general terms?	3
1.1 What is used within your industry?	3
1.2 The impact of social media in the modern workplace.	4
Section 2 – Evaluate the appropriate use of modern technologies and social media in the workplace generally.	5
Section 3 - Explore the use of modern technologies and social media in own workplace.	6
3.0 Technologies and social media used in own workplace.	6
3.1 How can Personal branding help YOU?	6
3.2 Your LinkedIn Profile to promote your Personal Brand	6
3.3 Evaluate the value of other social media platforms to enhance networking and career prospects	7
4.0 Examine the impact of Personal Branding on your own employability	8
4.1 What is the impact of personal brand on employability?	9
4.2 Discuss personal and professional security and safety online.	10
Conclusion	10
References	11
Appendix 1	12





[bookmark: _Toc62827265]Introduction 

This report the student will discuss the impact of the 21st century technologies on the modern workplace, this will be done by looking at what technologies are used in the workplace in general and what specific technologies are used in the students’ workplace. Next the report will show the impact of social media within the modern workplace also to evaluate the appropriate use of modern technologies and social media in the workplace in general along with the students own workplace. Moving on we will look at how personal branding will help the student, by creating their own LinkedIn profile to promote their personal brand. Next the student will evaluate the value of other social media platforms to enhance networking and career prospects also examine the impact of personal branding on employability. Lastly the report will be discussing personal and professional security and safety online.   
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[bookmark: _Toc62827267]1.0 What technology is used in the workplace in general terms? 
 
Within the workplace technology is king, most of the new technologies used today in the workplace rely on Wi-Fi, the Cloud. There are no companies today that could survive without using technology. During the later half of the 20th century many employees worked long hours in order to complete their tasks as the technology used then was very limited. Typewriters were used which took time because if any mistakes were made, corrections were not as simple as backspacing as would be done in today’s times. The A4 paper would have to be manually adjusted after each line was complete according to the margins. In today’s workplace there are multiple computers, laptops and even tablets which work can be completed and saved on, making it easier to retrieve. This could not have been possible back in the 20th century as there was no computers meaning that documents were paper format which took up a lot space and people would have taken a lot of time in retrieving the required information. There were many downsides to paper only documents, for example the paper might have been defaced, lost or simply misplaced. Having everything in paper format took up a lot of space and may have taken people a long time to find the relevant documents as some of the these may have been stored away for a period. Fax machines were later introduced which allowed employees to fax documents to one another. There are now computers where emails can be sent which are easier and faster to send to other people. There are also mobiles and telephones which allow people to connect instantaneously, which we have come to rely on in the world of technology. Another technology used in the workplace is the pager which allows the person to react to a message when paged. One of the biggest technologies in the 21st century is the internet, these days everything is based around the internet which allows companies to operate efficiently and to progress and to keep with the times.  
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Within the student’s workplace there are many forms of technology used, such as:  

· Computer 
· Internet 
· Telephone/Mobiles 
· Tablets 
· POS machines 
· PDQ Machines 
· Self-check-in systems 
· Emails 
· WhatsApp/Facebook 
· Car Park Validation Machine 
 
In the students’ workplace the internet is used widely for multiple reasons. Google is used for research means, when customers ask for food/activity suggestions or a specific location, employees may use google to find the best places to recommend to their guests. The computer is connected to a central reservation system called BART which allows the student to check for reservations made by guests, where the process of check-in and payment will be taken. There are many tasks that can be done via the computer such as finding out the guests’ details, how they made the reservation, date of arrival, length of stay, breakfast or meal deals added to the booking, room type required, cancel or amend a booking. In order to access the emails and to respond the computer relies on the internet also any search engines such as Google. Another important piece of technology is the telephone where the student can make calls instantly to query the information and make the changes accordingly, also the guests are able to telephone the hotel to ask for information about the hotel or their booking. Tablets are used for checking rooms once they have been audited as there are 220 rooms within the hotel, this makes the task quicker and more efficient. The photocopier is used to print off emails and work documents that have been sent to the company; this is also good for making duplicate copies of documents. Fax machines are used within the office for sending hard copy documents to others which are received within a few minutes. POS machines are used to take orders at the till so when people order food and drinks, they can make their payment either by using a credit card or by cash, the credit card machine will allow the guest to pay via a bank card for their purchase which is instantaneous. The student has created a Gap Analysis to show what technology is used and what for verses what it could be used for. (See appendix 1) 
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One remarkable thing of these present times is how easily the world can access the internet. The World Wide Web has taken over social media, which has many outlets such as blogs, business networks, photo-sharing platforms, social gaming, chat apps. Since 2012 the percentage of social media networks has gone up by 27.2% which shows that more and more businesses have come onto social media platforms, whereas the percentage of businesses using wiki-based knowledge sharing tools has dropped from 6.4% in 2012 to 3.3% in 2018 this shows that companies are not using these platforms as much, this could be because the information on these sites is not as accurate as other sources (Tankovska, 2021). Social networking is very powerful and the expected number of users by 2023 are estimated to reach about 3.43 billion, with China having the highest user rate at 800 million.  (Clement, 2020) 
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Technology within the workplace is crucial if you want to succeed, it could give its employees 
more freedom on how they spend their time working, such as from home, the office or simply on the go. There are higher quality products and services available to use which makes the user experience more sort after including customer service. Technology not only reduces the waste aspect but also allows the workplace to achieve greater profit margins, so when used correctly and efficiently this gives the workplace an upper hand advantage with its competitors, as there are lots of companies trying to out-do one another. Technology needs to be taken advantage of in the workplace if you want to stay ahead because if you do not then the chances are you will fall behind with your competitors. Technology has become so ingrained into our lives that we cannot live without it, whether that is at home or the workplace (Leedy, 2020). 
 
Many companies use social media as a form of communication by sending a video, text, picture, podcast, etc to the masses by posting on their web-based platforms so that others can interact by commenting, sharing and posting. Social networking is a certain type of social media which allows users to connect with others and create a community. It is about building relationships and not just about posting with no communication. Companies use internal social networking to inform and contact their employees, also they can market their brand by having a public-facing social media platform which attracts not only employees but customers too (SHRM 2016). 
 
Social media can be a powerful communication tool for employees, helping them to collaborate, share ideas and solve problems. Research has shown that 82% of employees think that social media can improve work relationships and 60% believe social media support decision-making processes. Many employers will use social networks in order to decide on whether to offer employment to the individuals before an interview and after. There was a survey done and recruiters were asked if they have ever rejected a candidate based on what they saw on social networking sites? The results are: 
 
· NO – 26% 
· YES – 69% 
· Don’t screen prospective employees using those sites – 5% 
 
Another survey was done to ask if they have ever recruited a candidate because of what they saw about them on a social networking site? The results were:  
 
· YES – 68% 
· NO – 27% 
· Don’t screen prospective employees using those sites – 5% 
 
From the results above it shows that clearly it does matter what the student posts onto any social networking site as this can affect the student’s chances of employment within any company (Swallow, 2011). 
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Within the student’s workplace they have a variety of modern technologies such as, the computer, telephone, walkie talkies, fax machine, printer, credit card machine, self-check-in machine. For the student’s workplace to operate efficiently all of the listed items above are needed for the hotel to operate professionally and smoothly. In the students’ workplace they have a group WhatsApp which they send out the rotas to the staff along with any other information that they all need to have, this is because they only need to send it one time and it will go to everyone in the group chat in an instant. Social media is now crucial to any company as it will allow them to reach larger amounts of people and attract many more businesses, so they are able to expand. There are numerous ways in order to contact perspective clients by using Facebook, Instagram, Twitter or LinkedIn which is a far quicker method as it will reach their targeted audience a lot quicker, it also saves the company money as this is a cheaper way of advertising. However, there are negatives to using social media as people can misuse the platform by bullying or stalking. Even though social media enables people to have a verbal outlet not everyone uses it positively and users find themselves in a difficult position in order to stop this kind of abuse. Even though these sites take great care to protect its users from the trolling there can be times when this is not possible due to the time it takes to get noticed and deleted.  
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Personal Branding is the conscious and deliberate effort to construct and impact others interpretation of an individual by placing them as a figure of power in their industry, boosting their credibility, and distinguishing themselves from the competition, to ultimately grow their career, increase their influence of others, and have a greater impact. Just like a company’s brand helps to communicate its value to customers and stand out from the competition, a personal brand does the same for the student, helping to communicate a unique identity and clear value to potential employers or clients. Personal branding is all about the student which will help build the brand by having a strong online presence, such as watching how they behave and always being professional, this will command respect within the workplace. An individual’s attitude in the way they treat others and respond to different situations helps to build a strong personal brand, it may allow people and employers to see that the individual has a determined mindset. 
 
The beliefs you hold true to one’s self such as how the student was educated, faith, culture, experience and mentor will all help to define the branding. If the student continues to do their best all the time, then people will buy into people leading to a successful business. The student’s reliability, image, skills, behaviour, reputation, beliefs and values all contribute to a successful brand.  
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LinkedIn is the biggest business to business social networking in the world, compared to Facebook and Twitter, if the student wishes to be successful then LinkedIn is where the most money will be made compared to other sites. LinkedIn is a professional social networking site which requires a professional look, whereas a casual look such as a holiday photo or wearing sunglasses may work on Instagram (Expert Academy, 2019). According to Rachael Dunne (2020) ‘an individuals LinkedIn profile is 40% more likely to receive a click if they have a picture’.  
 
The student has chosen this profile picture because it shows it to be a professional image that is up to date and may attract prospective businesspeople, who may want to connect with the student, offer business proposals or employment. The student has added a brief description of her duties currently within Premier Inn, also within her previous role as a shop floor assistant at Asda. The student has added that she is currently studying at the University of Wales Trinity Saint David, in order to gain her Cert in Higher Education Skills for The Workplace. Including all these positions allows the individuals to connect with people within the same companies. LinkedIn allows individuals to also connect to other professionals in order to get needed exposure.  
 
 
[image: ][image: ][image: ] 
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There are multiple social media platforms to enhance networking and career prospects, such as: 
· LinkedIn 
· Facebook 
· Twitter 
· Google 
· Snapchat 
· Instagram 
· YouTube 
· TikTok 
 
LinkedIn is basically a digital cv which is more of a professional platform for its users, it enables its members to manage and build their online presence while engaging in debates, questions and accessing knowledge. According to Bart Turczynski (2021) ‘87% of recruiters use LinkedIn to check candidates. 
 
Facebook is a great way of keeping in touch with your friends, family and the wider community. It allows individuals to share photos, play games with friends, plan social gatherings and to follow the interesting topics. 
 
Twitter was developed in the USA and allows its users to send or add short messages to others who have already posted comments, however you must register in order to send messages otherwise you can only read them. 
Google is a search engine that helps people to find out information about just about anything on the internet this includes online advertising, webpages, images and videos. Google can be used to find information on companies when candidates have been invited for interviews, as well as interview tips. 
 
Snapchat allows the user to communicate easily with friends and to look at live content from around the globe. It has the fun appeal to people who choose to use it, the pictures and messages only last a short while before being deleted. 
 
Instagram is a great and fun way to share photos, videos and messages with family, friends and the public, individuals can upload content which can be edited with filters. Hashtags and geographical tagging can be added and shared with the public or pre-approved followers. This is mainly used by influencers to promote specific products. 
 
YouTube allows the user to watch videos and to listen to music of their choice, which can be shared with friends, family and around the world. It can be used to promote things for example some influencers will create makeup videos where they will promote certain beauty products. 
 
TikTok has only recently become popular due to the Coronavirus pandemic. It allows individuals to create content for the public to view, giving the content makers the opportunity to make money from their posts by having a certain number of followers. This platform again allows influencers to promote products from home or anywhere, given the fact that this is mainly accessed from mobile phones. 
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A Personal Brand is based on our values, interests/passions, mission, strengths, weaknesses, differentiator, personality, education and work experience, 360 feedback, goals, basically it is all about the student and being able to communicate these values and beliefs to others. Personal Branding is thought of ahead so that the student can be aware about branding themselves within the marketplace so that the student is able to find employment, create an image or even celebrity status. A Personal brand gives insight to oneself so that others can easily access the information about them. It is important to have a good personal brand because if it is not shaped by you then it will be formed by others.  
 
To create our own brand the student must uphold a certain level of networks when deciding to create a personal brand, as they will rely on other members of this network to promote them. Building good relationships is crucial if you want the exposure in order to gain supporters which in turn will create good working relationships. Embrace own identity, diversity, wholesale into the personal brand, do not feel embarrassed by own upbringing as this can be an advantage which will allow others to take a different perspective, embrace own identity. Create value for own audience, network with relevant content, have a reason to speak to the audience and write with the intention to impact others to create value and others will see the value in oneself, the student must drive dialogue. Grow in depth not just width, it is not just about the people known but it is about how well they are known, form relationships. Reach out for advice, not favours, engage with your mentors and followers, attend conferences and host conferences this will enable engagement with people outside own industry (Tran, 2017).  
 
In order to promote your brand and be successful you must be exceptionally good in the business environment, showing others that you are not like the rest, that you are different from the competitors. A well thought out plan is needed for branding your business, as branding can be difficult which will require careful planning with a lot of inward-looking to what makes your business different and stands out from your competitors. There must be a strong physical brand presence if you want you grow your business, you must be seen within the business world, this can be done by advertising along with your employees at various events, let others see you and your business. A brand in a way must relate to the intellect, your brand content must be promoted on social media, but do not over promote because if you overwhelm people they can be put off. Show to people that your brand is here to stay, that you are considering future trends within the business world. By promoting your brand successfully, the outcome will be magnificent (Atwood, 2013). 
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Managing your online presence is crucial to any business as your online reputation is at stake, never think it’s about me and not the business as employers will Google perspective employees before considering hiring them. We must be careful what we post online as employers can see what we post. 60% of employers use social media to screen job candidates and employers will reject candidates based on what they saw on social networking. Recruiters use social network which can be an advantage for candidates, the statistics show us: 
 
· Facebook – 76% 
· Twitter – 53% 
· LinkedIn – 48% 
 
After receiving an application 47% of employers look at the application being received, our online reputation can work for us or against us. Email addresses can be a put off to employers if we use unprofessional accounts. Always give a positive online impression on your personality and how you are an organised person. Display good communication skills and appear respectable (Swallow, 2011).  
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Whenever accessing the internet, a great deal of security and safety is required due to the unwanted communications that can be harmful to you and your business. Hackers are always on the lookout for personal information so they can use for harmful intent.  Whenever social media is used remember that the privacy and security settings are active and correct so that you are in control of who can see you. Once you post something it is always posted, make sure you protect your reputation online, if there is a photograph that you would not want your parents or employers to see then this is alerting you not to post online.  
 
Data security ensures that peoples data is used fairly and responsibly, any information about individuals collected must comply with the regulations. In April 2018, the new GDPR must be followed religiously within business as this can be detrimental. Precautions should be taken with how much personal information is shared on social networking sites (NCSA, 2021). 
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In conclusion the student has discussed the impact of the 21st century technologies on the modern workplace, this was be done by looking at what technologies are used in the workplace in general and what specific technologies were used in the students’ workplace. Next the report details the impact of social media within the modern workplace, also it evaluates the appropriate use of modern technologies and social media in the workplace in general, along with the students own workplace. The student has looked at how personal branding can help individuals professionally. This helped to create her own LinkedIn profile to promote own personal brand. The student has evaluated the value of other social media platforms to enhance networking and career prospects and examined the impact of personal branding on employability. Finally, the student discussed personal and professional security and safety online. 
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	What tech is used in your workplace now 
 
	What is it used for?
 
	What it could be used for?
 
	Improvement suggestions (for increase efficiency, effectiveness, marketing, profitability.....) 
 

	WhatsApp  
	Contacting managers/colleagues, group discussions, sending work related pictures. 
	Gossip, planning group activities, swapping shifts. 
	Could have a group chat for all employees not just individual departments so everyone knows what is going on within the company. 

	Computer 
	Contacting internal and external employees and guests. All work related skills, such as bookings, amendments & cancellations.
	Internet surfing, private emails  
	All employees should be trained on the computer so that everyone can assist when needed. 









image2.png
w1l Three WiFi Call & 14:39 T 56% @ )

& Q Yasmin Khalid &
7z
2 @
Yasmin Khalid

Head Receptionist at Premier Inn
Premier Inn - University of Wales Trinity
Saint David

United Kingdom - 3 connections

Profile strength: Intermediate ~
Your Dashboard
Private to you
3 0 0
Who viewed  Article views ~ Search
your profile appear:
L 2 ]

Home  MyNetwork  Post  Notifications  Jobs




image3.jpeg
il Three WiFi Call 14:35 58% @)

&« Background

Experience =F

FOH 4
Premier Inn

Aug 2019 - Present -

1yr 6 mos

Cardiff Bay

A Guest Services Agent who is responsible
for greeting and registering guests and
checking guests out of the hotel in the
hotel's continuing effort to deliver
outstanding guest service and financial
profitability.

Retail 7
Asda
Sep 2010 - Aug 2019 - 9 yrs
Cardiff Bay
A Home & Leisure Team Member, who
always strived hard to accomplish the

demanding fast paced role of one of th
largest retailers. é




image4.jpeg
Education I

University of Wales Trinity
Saint David

Cert in Higher Education

Skills For The Workplace,
Leadership

2020 - 2021

Currently working towards a Cert in Higher
Education Skills For The Workplace

Fitzalan High School Va
Business Studies

1976 - 1982 G




image1.jpeg
PRIFYSGOL CYMRU ———
S Y Drindod Dewi Sant
UNIVERSITY OF WALES

Trinity Saint David





