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Introduction
With the development of the technologies different types of communication tools applied in workplace which benefits both the employees and employer of the organization. There are different types of tools that applied within the organization and find very effective for the employees performance development and speed up organizational operation. The use of web based e-mail and Smartphone has shape the communication process of the businesses at workplace. The use of the networking makes the employees of the organization get engaged with one common communication platform and share all latest information with others which develop overall performance of the organization. Different types of social media platform used by the businesses for different purposes which is beneficial for the companies.















Part: One
1.1 Workplace Communication Methods
Web Based E-Mail
According to Wrench (2013), web based e-mail as a web application that runs to establish communication between two people. This communication could establish from free websites over internet. Web based e-mail allow the users to get engaged in communication with the users until the users are connected over internet. This communication tools widely used in workplace as it is free communication platform. In the years of 2017 around 3.7 billion e-mail account was opened and it is being predicted that the numbers will grow to 4.3 billion in the years of 2022. It is being revealed that in the years of 2018 alone 100 million email users will increases (The Guardian, 2018). 
Smart Phone and Tablets
According to Boyle and Schmierbach (2015), the Smartphone and Tablets are the personal device of the people that they use various purposed. Both of these devices could connect with internet so the companies get advantage to easily reach to those customers and able to provides their marketing messages to them. The success of the receiving marketing message is very high as both of these devices are the personal device of customers and the messages delivered to them surely received by them. It is being predicted that at the end of the 2018, around 36% of the world population would use Smartphone was 10% in the years of 2011. It has been forecasted that the numbers of Smartphone user will rise to 2.5 billion in the years of 2019 (The Guardian, 2018).
1.2 Technologies at workplace
 Web Based E-Mail
According to Gutierez (2017), the e-mail communication is the widely communication tools that greatly used by the management and among the employees to communicate with one another. The companies also use this tools to communicate with the customers because is free to use and easy to communicate. Management communicate with the employees over e-mail and share important documents with them. Again employees also share important information’s with one another over e-mail. This process makes the management share large volume of information very easily with the employees and also able to share images and videos.
Smart Phone and Tablets
The employees also use apps to communicate with one another for sharing information’s. According to Kodama (2012), it is very beneficial for the employees to remain engaged with one another and sharing information with the use of communication platform at workplace. The use of Smartphone and tablet makes them easy to share information and get support from other team members at the time of emergency. The employees get able to immediately receive the messages from their colleagues and get able to perform all business activities with free of error. 
1.3 Compare and contrast two communication processes
Web Based Email
There are two different web based communication processes applied at workplace these are Gmail and Outlook. These two processes have some commonalties and differences like, two different companies provide these services as Microsoft provides outlook service and Google provides Gmail services. Comparing the space provided by two companies for the users also find difference like Outlook provides 100 MB free space and Google provides 25MB free space from the users. Filtering system is one of the important issues for the web based email and is better provided by the Google compare with the Microsoft. The security system of Google is liked with the personal cell phone of the users (The Guardian, 2018). 
Smartphone and Tablet
Samsung Galaxy S9 is the latest release of Smartphone device of Samsung Electronics and Samsung Galaxy Tab A 7.0 is the latest Tablet introduced by the Samsung Electronics. Both these devices have similarities and differences with its functionalities. Both of these devices applied at workplace for information sharing. Samsung Galaxy S9 has developed with some special features like; it has 1.7 GHz Octa-core processor with 4 GB of RAM. Moreover it provides internal space of 64 GB and could be expanded to 400 GB of storage with the use of micro SD card. It provides 12 Megapixel primary cameras and 8 Megapixel rear cameras. On other hand Samsung Galaxy Tab A 7 powered by 1.5 GHz quad core processor and available with 1.5GB ram. It provides internal space of 8 GB and could be expanded to 200 GB of storage with the use of micro SD card. It provides 5 Megapixel primary cameras and 2 Megapixel front cameras. Connectivity options are similar in both devices (Gadgets 360, 2018). 
1.4 Use of technologies to improve workplace efficiency
Web Based Email
According to Earl and Kimport (2016), the use of the web based email has significantly enhance the efficiency of the workplace as it speed up the operational activities within the organization. The advantage of the work based email is management able to share summarized information with the employees and make the employees instantly know about the latest changes. The benefit of this tools is management could instantly reached to all the employees of the organization and share same information with them. Large volume of information could also share with the employees with the use of the different statistical tools and images. The employees also get benefited by using this tool as they could easily find out the previous information easily whenever they required. The communication model is free of charge. 
Smartphone and Tablet
According to Thomas (2012) the use of internet has increases the use of the Smartphone device at workplace. The application of Smartphone is widely used among the employees to find out the latest information that has been share by the management of the organization. Employees use this communication tools to communicate with one another over free apps like Whatsapp, viber etc. The team members get engaged in communication with one another and other could also find out the communication and make them updated with the latest information. Whenever employees face difficulties they could easily reach to them senior employees to find out solution and perform workplace activities with free of error.
1.5 Enhance employability with the use of technological tools
Web Based Email
According to Morgan (2016), the use of email enhances the effectiveness of the organizational work efficiency with the share of the information. The employees get their work schedule over e-mail so that they find out their weekly working schedule. Again they receive their electronic payroll and they could check their working hours that they have been performed. Employees also find out the latest organizational changes and get able to make associated changes.
Smartphone and Tablet
The use of the common communication platform within the workplace is very useful for developing their overall performance of the organization (Kodama, 2012). The use of smartphone and table makes the management use a common communication platform. The right time feedback from the management find very effective to enhance the performance ability of the employees and perform all activities appropriately. The skill and knowledge level of the employees developed in this process. If any changes required at workplace then the instant message could be shared with the employees over Smartphone to make them updated.















Part: Two
2.1 Social Networks
According to Kadushin (2012), the use of the networking makes the employees of the organization get engaged with one common communication plat form and share all latest information of the organization. This is the process that employees able to receive messages immediately and makes themselves up to dated and perform well. One of the most important advantage employees get for getting engaged with the common communication platform is they get engaged in communication with the other members of the team and able to receive feedback on their mistakes. The communication with the other team members also find out over common social media communication platform which find very supportive for the development of the skill level. There are different types of social media communication platform these are as follows:
LinkedIn: This is social media platform which mainly used by the professionals and people with same professional develop a group to share information. it has more than 500 million users and around 227 million users are active in each month. Moreover 9 million companies have their webpage over LinkedIn (Fortune, 2018).  Members share the latest vacancies which make the individuals updates with the vacancies and apply those vacancies. When people find any job related problems then they could ask for solution for the individuals who are skilled in this field and receive support. 
Twitter: the Twitter is effective communication platform which makes the people to share information in text. In this process people share their feelings and important information text format. The companies have pages over Twitter and share information with the latest vacancies so that they employees get aware and find out the offer very easily (Hunter, 2012). Most of the time the recruiters post link of the website where individuals need to apply for the particular job which find very easy for the individuals to get information. Employer also analyse the individuals Twitter webpages to find out the likings and disliking’s of the participants and also find out their behaviour and attitude. 
Facebook: it is one of the most commonly used platforms among the employees to share information (Hunter, 2012). The Facebook has able to engage the large numbers of the people over social media communication platform. Facebook is close to 2 billion active monthly users which is a very large number. The individuals develop their webpages and share with the employees to make themselves hired by the employers.
2.2 Use of social media at workplace
The companies used social media platform at workplace to get benefited and there are there widely used of social media platform as presented below:
LinkedIn: According to Leinhardt (2013), LinkedIn is one of the most effective communication platforms for the professionals. Members of this platform share latest information about the job industry which make them people get updated. The employees could find out the professionals from the outside and receive support for developing their skill and ability. The employees who are engaged in LinkedIn profile get able to find out all latest information and also get innovative ideas shared by the other professionals which find effective for the development of the performance. 
Twitter: the use of the Twitter makes the team members to share their feelings and also the important information which find useful for the performance development of the organization. Employees get a communication platform and communicate easily with one another and receive instant feedback from other team members. When they work in a group find out the latest changes which is shared by others.
Facebook: it is one of the largest social media platform and most of the employees find engaged over this platform and they share their feelings with one another which make the employees to find out the feelings and behaviours and get able to engage with one another. The use of the social media platform makes them able to develop a friendly relationship which minimize the workplace discrimination and develop a mentality to support one another. This social media platform allows sharing information in text and video formats to make others able to update.
2.3 Advantage and disadvantages of using social media in workplace
The use of social media at workplace associates with both the advantages and disadvantages at workplace as the employers get able to develop their image as a good employer. Low investment require for performing advertisement for recruitment. The employee also make able to perform research over social media platform and able to find out all latest information. The social media also used for the training and development of the employees. The use of social media also associates with the security and privacy issues (Leinhardt, 2013). Again sometime unethical use of social media find at workplace and employees get engaged in communication with the friends and families.
LinkedIn: The advantage of using LinkedIn is the members of this platform share latest information about job industry which make them updated. The employees could find out professionals from the outside and receive support for developing their skill and ability. The drawback of this communication platform is the privacy of the companies might fall in trouble
Twitter: the advantage of the companies faces as it introduces all latest offers that the company want to information others. The negative twitted might diminish the reputation of the company among the large numbers of the audiences
Facebook: the shared videos influence the human senses and make them able to effectively inform with the latest changes. Employees sometime get engaged to communicate with their friends and families which diminish the right use of organizational working hours.
2.4 Security of the individuals and professionals
According to Thomas (2012), the security system is one of the important concerns of the social media websites to ensure that protection of the organization and individuals of the organization. The social media websites provides various options for the individuals to hide their personal information over social media website like; Facebook provides options to make the individuals to allow their profile visited by only with their friends or by all. Individuals could hide the information easily which they do not want to find by others. The companies also could perform marketing over social media webpages segmenting the customers easily and keep the information securely and only amend by the admin authorities. 
2.5 Preferred Network
The use of LinkedIn is very effective for the professionals as this website focus on the professionals. The individuals from different professionals are engaged in this social media platform. The employees could easily find support from the professionals outside their information which proved very effective for their future career development. The use of LinkedIn also makes individuals to develop their innovative skills by receiving updated information.
Conclusion
The use of the social media communication at workplace has various advantages as the employees get able to make themselves engaged with the large numbers of the audiences. It makes them benefited to share the latest information and improve their skill level. The information received over social media find very effective for their future career development. The businesses also find benefit with the performance development of the employees.
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