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[bookmark: _Toc53325652][bookmark: _Toc456901517]Technologies in the modern workplace?


Technology in the workplace is forever changing, upgrading, and expanding. It has changed the way most businesses, schools and people in general go about their working day. The benefits from having technology in the workplace can vary, for example there will be more job efficiency, work completed faster and consistency throughout. It enables them to connect with people at any given time, anywhere in the world. It also allows employees and managers to communicate a lot more easily.
Most of all businesses need one type of technology to help run their business, again these may vary in accordance with what type of business it is.

[bookmark: _Toc53325653]1:1 Examples of Technology needed in small businesses.
Card Machine – Used for taking payments and making refunds.
Mobile phones – Used for communication with employees and customers and potential customers.
Computer / Laptop – Used for communication with employees, customers, and potential customers. Stock takes, accountancy and Profit and loss.
Wireless internet – Used for customers, and business.
Social Media – Used for advertisement, sales and networking, customer reviews and feedback.
Social media has become a way of life for most people, both personal and professional, from Facebook, Instagram, and twitter people tell their stories, or sell their personal/ business items/ products and promote their business. It has become more popular for business use, advertising products or promotions and even competitions with freebies, it is used for screening new applicants and even watching the competition to ensure your being competitive in your chosen market.
With an ever-growing business environment, the use of technology can help collect data in numerous ways, this data can then be used when needed. For example, Financial data can help a business predict sales and create a forecast for the foreseeable future.
[bookmark: _Toc53325654]2 Social Media in Life and Career.
Social media has become a way of life for most, from Facebook, Instagram, and twitter people tell their stories, or sell their personal items and even join groups. It has become more popular for business use, advertising products or promotions and even competitions with freebies, screening new applicants and even watching the competition to ensure your being competitive in your chosen market. Its very important that you protect yourselves online, ensure your information is private as hackers can gather and use your details to typically break the law, be cautious of what you put online and remember your reputation follows you. Nigel Wright Recruitment (2011) found that more than half of all UK jobseekers use social media sites in their search for employment, including 18 per cent who use Facebook and 31 per cent who use LinkedIn. Young people are reported to be increasingly using social media tools to help build an online career presence and search for jobs suitable for them.
Social media has made it easier to find people, a lot more companies are choosing to look at potential applicant’s personal social media accounts to see if they are suitable for the job applied for. And they decide, based on what they see on their private social media accounts, another reason to protect your personal reputation. Swallow, E (2011) wrote about a survey conducted by Social media monitoring service Reppler, on 300 hiring professionals to determine when and how recruiters are screening job candidates on different social networks. The study found that more than 90% of recruiters have visited someone’s social media account as part of the screening process. 69% of recruiters have rejected someone based on their online reputation, however 68% have hired someone based on their online reputation.
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Facebook was founded in 2004 by Mark Zuckerberg, Eduardo Saverin, Andrew McCollum, Dustin Moskovitz, and Chris Hughes , Facebook's mission is to give people the power to build communities and bring the world closer together. People use Facebook to stay connected with friends and family, to discover what is going on in the world, and to share and express what matters to them. However, when publishing one’s self you must be sure the content you post is respectable, pictures and videos posted of someone partying and drinking and acting silly can be detrimental to their work career. Depending on how you use this tool it can be both useful and harmful to both personal and professional lives.
[bookmark: _Toc53325655]2.1 Twitter
Twitter was founded on 21 March 2006 by Jack Dorsey, Noah Glass, Evan Williams and Biz Stone and launched on the 15th July 2006 in the United States of America. 
Twitter is a ‘Microblogging’ system, it allows users to send and receive messages called ‘Tweets’, users can follow each other, this can enable enable users to see each other’s profile and tweets. You can also follow organisations and or small businesses that interest them. My partner is an active user of twitter, his main interests are football and other sports. Twitter enables him to stay up to date on his favourite football team, football news and sport in general (golf, Snooker and Rugby).
His smart device lets us see how often he uses the social media site. On the 11th October 2020 at 15.55 he had been on twitter for 29 mins, for the week of 28th sept to 4th Oct he was on twitter a total of 34mins.
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Metchy’s café has a great online presence, with daily pictures of food and drinks advertise products and to entice customers to come and visit, the café replies to comments within one hour , and continues updating customers on events and current situations.
[image: Graphical user interface, text, application

Description automatically generated]

[bookmark: _Toc53325656]Data, Information, Knowledge and Wisdom

An ounce of information is worth a pound of data.
An ounce of knowledge is worth a pound of information.
An ounce of understanding is worth a pound of knowledge.
Ackoff (1989)
Ackoff (1989), a systems theorist and professor of organizational change. Claimed the content of the human mind can be classified into 5 categories.
1) Data: Symbols.
2) Information: Data that is processed to be useful provides answers to “who”, “what”, “where” and “when” questions.
3) Knowledge: Application of data and information; answers “how” question.
4) Understanding: Appreciation of “why”.
5) Wisdom: Evaluated understanding.
One to Four represents the past. What has been or what is known. Five deals with the future. With wisdom you can create the future.
Or it is referred to as DIKW pyramid, detailed below.
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Fricke (2009) argues that for data to be data it must be true, and wrong data is not data at all. He argues that DIKW should be abandoned completely. And that some information is universal in form and as such could not have been derived from data.
Bernstein (2009) said the opposite of the data-information-knowledge-wisdom hierarchy produces a series of opposing terms (including misinformation, error, ignorance, and stupidity) but not exactly a chain or pyramid.
	DKIY Term
	Opposite

	Data
	Error

	Information 
	Misinformation

	Knowledge
	Ignorance

	Wisdom 
	Stupidity



However, Rowley (2006) wrote that the data, information, knowledge, and wisdom hierarchy is on of the fundamental, widely recognised and ‘taken for granted’ models in the information and knowledge literatures.
The implicit assumption is that data can be used to create information, information can create knowledge, and knowledge can be used to create wisdom.

	


[bookmark: _Toc53325657]4 Modern Technologies and Social Media in my Workplace 

I am employed by a small business owner in the hospitality industry called Metchy’s Café, the café opened in May 2019. The technology we currently use in the cafe varies, we have recently installed a computer till, used for totalling up a customer’s bill, keeping tabs open, sending orders to the kitchen, although they are primarily used for the day to day running of the café, they also collect data needed for end of day closing, and all financial information needed, it gives us a stock count and the data collected can show a pattern for peak times during the day, week or month. We have a card machine for taking payments and again collecting data of all transactions, wireless internet used for both the business, to enable us to use till and card payments, and customers personal use, work or study, and a smart TV used to play music. We also use our personal mobile phones for communication within the team, and we have CCTV inside and outside the building. Metchy’s café also has a website and can be found on Facebook, Instagram, Google Maps and Trip Advisor. 
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[bookmark: _Toc53325658]4.1 WHAT is Qualitative Data and Quantitative data
Qualitative Data focus on words rather than numbers or symbols, this means the data is collected through many different methods, such as one to ones or interviews. The Market Research industry collect qualitative data by gaining insight from their customers. The information customers provide us come in many ways, for example:
Telephone call
Survey’s
Interviews (group or individual)
Meetings
Emails
Pop Up Ads 
The goal of Qualitative data is to get a better understanding of the specific subject or question, organisation, or event. The information collected will then need to be organized to help you locate, identify, and retrieve the data quickly. Making it easier to manage your collected data.
Quantitative data is information about quantities, using numbers instead of words, the numbers can then be used statically, mathematically or through computerised technology. This type of data is measured using numbers and values which makes it a suitable candidate for data analysis. Once the data is collected it can be converted in to graphs and tables, again this will help identify, and retrieve the data quickly. The data can be collected by creating polls, questionnaires, and surveys, then forward them to your intended audience to ensure you collect the right information. This can be done via websites, social media and even text messaging. The type of question used in a survey would be scaled “on the scale of 1-10”. The data collected would be a number, making it simpler to understand. Quantitative data is based on measured values and can be checked and validated by others.


[bookmark: _Toc53325659]4.2 Spread Sheet

To gain some knowledge about technologies used in some small businesses, I met with an employee from 7 different businesses and asked what type of technologies they use in their workplace, I have made a simple spread sheet to show the data I collected and then I converted it into a bar chart.

	Small Businesses Visited
	Internet
	Mobile
	Laptop
	Card Machine
	Cloud
	Social Media
	Office 365

	Hairdressers
	1
	1
	0
	1
	1
	1
	 

	Mobile food truck
	1
	1
	1
	1
	 
	1
	1

	Newsagent
	1
	1
	0
	1
	1
	 
	 

	Restaurant
	1
	1
	0
	1
	1
	1
	 

	Charity Shop
	1
	1
	0
	1
	 
	 
	 

	Coffee Shop
	1
	1
	0
	1
	1
	1
	 

	Call Centre
	1
	1
	1
	 
	1
	1
	1

	TOTAL
	7
	7
	2
	6
	5
	5
	2




[bookmark: _Toc53325660]4.3 Bar Chart

The data collected shows even the smallest of businesses need the latest technology to enable them to open on a day to day basis, this would mean they would have to monitor and update the equipment when needed.
[bookmark: _Toc53325661]4.4 Digital Capabilities: The 6 Elements
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These six elements digitally connect us in some way, 
Digital proficiency - The use of ICT-based devices, applications, software and services, and an understanding of basic concepts in computing, coding, and information processing. The use of ICT-based tools to carry out tasks effectively, productively and with attention to quality. 
Digital Learning & Development - An understanding of the opportunities and challenges involved in learning online – and of own needs and preferences as a digital learner (e.g. access, media, platform). 
Digital Creation, Problem solving and innovation - The capacity to design and/or create new digital artefacts and materials such as digital writing, digital imaging, digital audio and video, digital code, apps and interfaces, web pages.
Collaboration, communication, and participation - An understanding of the features of different digital media for communication and of the varieties of communication norms and needs. And an understanding of the features of different digital tools for collaboration, and of the varieties of cultural and other norms for working together. 
Digital Identity and Well being - The capacity to look after personal health, safety, relationships, and work-life balance in digital settings. The capacity to develop and project a positive digital identity or identities and to manage digital reputation (personal or organisational) across a range of platforms.
Information, Media, and Data Literacy - The capacity to find, evaluate, manage, curate, organise and share digital information. An understanding of how data is used in professional and public life. An understanding of digital media as a social, political, and educational tool and of digital media production as a technical practice.
In my current employment I can relate to all 6 elements in some way or another, from the use of the computer till and mobile phones, to completing my food safety online. And designing food for pictures and videos of food being prepared and showing off our barista skills, to go on our website and social media accounts. It is very important that we as employees respect ourselves online, as we are representatives of the business. And finally, we use social media to advertise, upsell and respond to customer reviews.
[bookmark: _Toc53325662]5 The CRAAP Test
[image: ]

The CRAAP test was designed to check the reliability of sources of information being researched across all areas of study. It is also designed to help you look critically at everything. When researching any topic, you are likely to come across a lot of sources at one time, using the test will tell you that the information is trusted and legitimately verified. You can then safely add the information to your work. 
Trusted sites used for research are Google Scholar, BBC bitesize and UWTSD Library. For example, Google Scholar uses information from articles, books and journals and they must be verified before that are published.
Untrustworthy sites that don’t contain accurate and up to date information, sites like Wikipedia for example are known to be very untrust worthy, while it can be useful to help with basic information, some of the information attached may be from sources that are not reliable. And if the information is used in let us say, academic work it will more than likely be discredited.
[bookmark: _Toc53325663]5.1 Uwtsd Library 
The University of wales Trinity Saint David library is available to attending students, where they can access a large range of safe and reliable resources. These include e-books, e-journals, specialist databases, online newspapers, and published articles and so much more.
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[bookmark: _Toc53325664]5.2 Cloud Software
Cloud computing is the availability of computer system resources, including data storage and computing power, it can be used on demand on any smart device with internet connection, at any location at any time. Cloud storage an online hard drive. This can be used to store files and as the cloud is internet based, it can be accessed anywhere.
Metchy’s café owner uses the cloud, he can access the card machine data and the CCTV from his smart phone.
[bookmark: _Toc53325665]5.3 Hardware and Software
Without the latest of hardware and software in most businesses, it may cause issues with the efficiency of the business. The hardware’s typically used in most businesses are:
Keyboard
Mouse
Monitor
Printer
Hard Disk
RAM
ROM
Selecting hardware and software is an important decision for any business owner. Ensuring you have the correct equipment to help you run your business is so important. Choosing incorrectly can cause a decline in productivity and sales profits. Ultimately your bottom line could take a hit.
At Metchy’s we use a touch screen monitor for the till, and a mouse, and touch screen card machine. And the latest of software’s. These items are essential to the day to day running of the business. If we did not have this, we would not be able to take 
[bookmark: _Toc53325666]5.4 Mobile Phone in the Workplace
Mobile phones are now becoming popular in the workplace, they are generally used for communication within the team, management have also started group chats to enable them to communicate to the entire team. What’s app is predominantly used for messaging; it can create groups to enable you to contact everyone at any time. 
I did my own survey on the use of technology in the workplace and asked seven employees from seven different businesses, one of the technology’s mentioned was mobile phone, and the answer wasn’t surprising when all 7 said mobiles were used in their workplace. 
Ofcom’s 2015 Communications Market Report, published on 6 August, finds that a third (33%) of internet users see their smartphone as the most important device for going online, compared to 30% who are still sticking with their laptop.
With Covid 19 still playing havoc on the human race, times are changing to fit in with this epidemic, which means more companies, colleges and universities, are moving their business to their employee homes, or study and learning is being done online via Microsoft teams or zoom. This means the use of Mobiles has increased at a high rate. Business are encouraging employees to use them; it is keeping both sides connected during these unprecedented times. 
In my industry, it is also useful to have a smart phone with internet, this enables us to help customers with help and enquiries like directions, or places to visit. The area where we are located is amongst Cardiff University’s with several buildings spread around, it can be easy to take a wrong turn.







[bookmark: _Toc53325667]LinkedIn and Facebook Profiles
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Above is my LinkedIn profile, it was simple to set up and interesting to explore. I used a simple personal picture to showcase myself and I have added my work history and current employment. I now have access to potential career opportunities and networking for my desired career. I also have the power to change my career path when it suits me.
LinkedIn is a social networking site designed for career and business professionals to connect. This site is ideal for collecting a customer base, gain potential business partners and look for job opportunities or simply keep your job prospects open.
Its been shown that half of recruiters would research potential candidates on social networking sites before hiring. According to results from Robert Walters whitepaper ‘Using Social Media in the Recruitment Process’. Whitepaper shows LinkedIn is seen as the most popular networking sites when it comes to job hunting.
 LinkedIn 85%This Photo by Unknown Author is licensed under CC BY-SA

 Facebook 74%This Photo by Unknown Author is licensed under CC BY-SA-NC

 Twitter 39%This Photo by Unknown Author is licensed under CC BY-SA


If your business sells mostly to consumers, especially women or dog owners, LinkedIn is probably not the best place to spend your marketing money. In most cases, you are better off advertising on Facebook or Twitter. Not only does it cost less, but the audience is often more receptive to the message than LinkedIn, where the focus is firmly on business and employment. 
The pros and cons to using LinkedIn are:
	PROS
	CONS

	Safe Place
	Its more expensive than other networking sites

	Professional audience/ network
	Some users only use it for job hunting.

	Able to target audience you want to reach.
	 



Facebook
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Description automatically generated] I have a personal Facebook account, I use it mainly for keeping in touch with friends and family, sharing life stories about myself and my daughter, by sharing pictures and videos. My settings are set to private, and only my friends can see my content, I am not an active person on Facebook, I like to stay quiet and observe. 
It is also a great way of keeping in touch with former colleagues and follow their lives both professional and personal.
Facebook has many ways to keep you occupied:
Profile – Personal Use, Friends able to see, post and comment.
Groups – A page dedicated to all the groups you have joined or followed.
Videos – Another page with videos chosen just for you, content is chosen from interests.
Market Place – A page used for buying and selling unwanted items.
I have come across some interesting data regarding ‘how much time the average person spends on Facebook’ ‌Metev, D. (2019.
· The average US adult spends 38 minutes per day on Facebook.
· 16-24-year-olds spend a median of 3 hours a day on social media.
· Internet users spend an average of 2 hours and 22 minutes per day on social networking in 2019.
· The average daily time spent on social in 2018 was 142 minutes a day.
[bookmark: _Toc456901523]By 2021, more than 3 billion people are expected to be on social media.
I also have a Twitter account which I am not very active on, and Instagram which again I am not very active on, both are used for personal and supporting friends’ businesses etc.



[bookmark: _Toc53325668]References
Ackoff, R. L., "From Data to Wisdom", Journal of Applies Systems Analysis, Volume 16, 1989 p 3-9
Fricke, M. (2008). The Knowledge Pyramid: A Critique of the DIKW Hierarchy. repository.arizona.edu. [online] Available at: https://repository.arizona.edu/handle/10150/105670 [Accessed 6 Oct. 2020].
City University of New York (CUNY) (2006). CUNY Academic Works. [online] academicworks.cuny.edu. Available at: https://academicworks.cuny.edu [Accessed 6 Oct. 2020].
Rowley, J. (2007). The wisdom hierarchy: representations of the DIKW hierarchy. Journal of Information Science, [online] 33(2), pp.163–180. Available at: https://unigis.at/schnuppermodul/modul_gisintro/html/lektion5/media/rowley-2007.pdf [Accessed 23 Apr. 2019].
University of Adelaide (2020b). Redirect Notice. [online] Google.co.uk. Available at: https://www.google.co.uk/url?sa=i&url=http%3A%2F%2Fwww.adelaide.edu.au%2Flearning-enhancement-innovation%2Fprojects-and-initiatives%2Fdigital-capabilities&psig=AOvVaw0di3jazxlU1xRU8t-Yhe8W&ust=1602377330280000&source=images&cd=vfe&ved=0CAMQjB1qFwoTCPiOqu_mqOwCFQAAAAAdAAAAABAD [Accessed 10 Oct. 2020].
‌Ofcom (2016). The UK is now a smartphone society. [online] Ofcom. Available at: https://www.ofcom.org.uk/about-ofcom/latest/media/media-releases/2015/cmr-uk-2015 [Accessed 10 Oct. 2020].

Relations, F.U.O. of M. and P. (2018). The CRAAP Test | Furman Library News | Furman University. [online] Furman. Available at: https://blogs.furman.edu/library-news/2018/09/17/the-craap-test/ [Accessed 10 Oct. 2020].
‌Nigel Wright Recruitment (2011) The impact of social media on recruitment, Nigel Wright Recruitment, Report 2011. http://uk.nigelwright.com/NigelWrightNews/2011-02-01/New-report-uncoverstrue-impact-of-social-media-on-recruitment/
Swallow, E. (2011). How Recruiters Use Social Networks to Screen Candidates [INFOGRAPHIC]. [online] Mashable. Available at: https://mashable.com/2011/10/23/how-recruiters-use-social-networks-to-screen-candidates-infographic/?europe=true#S1A6t3JI9aqc [Accessed 10 Oct. 2020].
‌Walters, R. (n.d.). Do employers view your professional social network before hiring. [online] www.robertwalters.co.uk. Available at: https://www.robertwalters.co.uk/career-advice/Finding-your-next-career/64-percent-of-employers-view-candidate-professional-social-network-profiles-before-hiring.html#:~:text=Employers%20check%20LinkedIn%20profiles%20before%20hiring&text=Among%20job%20seekers%2C%20the%20whitepaper [Accessed 10 Oct. 2020].
‌Metev, D. (2019). How Much Time Do People Spend on Social Media in 2020? [online] Review 42. Available at: https://review42.com/how-much-time-do-people-spend-on-social-media/ [Accessed 11 Oct. 2020].
‌University of Wales Trinity Saint David (2020c). Library and Learning Resources | University of Wales Trinity Saint David. [online] www.uwtsd.ac.uk. Available at: https://www.uwtsd.ac.uk/library/ [Accessed 11 Oct. 2020].
‌Twitter (2019). About. [online] Twitter.com. Available at: https://about.twitter.com/ [Accessed 11 Oct. 2020].
‌




‌

‌






[bookmark: _Toc53325669] Appendix 1

[image: Diagram

Description automatically generated]


[bookmark: _Toc53325670]Appendix 2
[image: ]
Technologies Used in 7 Small Businesses
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