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Executive Summary
In addition to fastening business process, social media has provided each and every type of firm with a scope for development. Apart from contributing towards gathering information and develop communication with geographically diversified population on the global map, social media has noticeably contributed towards enhancing marketing operations as well. As compared to earlier generations, every organization irrespective of their types has tended to ensure optimum utilization of the available social media scopes. This project takes into consideration the use and effectiveness of the technologies in people’s life and workplaces. 
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In today’s modern era there have been extraordinary technological developments among the business environment. The change and modernisation is happening in every aspect associated to this world. In today’s modern work area or workspace, digital skills are highly important or vital. According to Olivas-Lujan and Bondarouk (2013), without the appropriate digital skills it’s not easy to work and be in sync with how the world is working. The modern or the digital age is expanding with each passing day and is definitely becoming bigger. Many universities all over the world have stressed on the fact that digital skills and research methods must be thought as core subjects in colleges and universities, as they have now become very important. The digital world has come a long way, from theatre, news papers, telegraphs, telephones to moving onto movies and televisions and now a full scale digital world of internet and many other modern technologies (Ganis and Kohirkar, 2016).


[bookmark: _Toc499767032]Literature Review
The digital skills can be very often defined as the necessary skills or the ability to find, learn, evaluate, share, utilize and come up or create appropriate content using the technologies and the internet we are blessed with. It is noted that digital skills are something that makes the people digitally literate (DiStaso and Bortree, 2014). In today’s work area, it’s highly important to have these skills. Some companies lay down what exact skills they need from an employee or generally state that the employee must be digitally sound. The basic digital skills that one need to posses in order to succeed in the workspace are, good knowledge about emails, social media handles like Twitter, Facebook, Instagram, understanding Google drive, cloud etc. In today’s world the web technology has replaced almost everything, televisions, phones, newspapers, magazines etc. As per Mergel and Greeves (2013), the digital world provides a diversity of services to the people of the world in a simplified and attractive framework.
[bookmark: _Toc499767033]Knowledge and Understanding of Subject
According to Ravindran and Garg (2015), the merits about being digitally sound are actually innumerable. There is nothing one cannot do if they have the right and the appropriate digital skills. Digital skills can really make a person’s life very easy and hassle free. The very basic importance of having digital knowledge is that it helps to save money, save time, and work effort as well. It cuts down on a lot of travelling that an employee might do otherwise to complete the basic daily chores. Being digitally sound has made studying and gathering information a lot easier than before. For the modern world, digital world and skills are a revolution in the technology. One really attractive aspect of being digitally sound is that, it often saves a lot of money. Buying things online can be a lot cheaper than actually going somewhere and then purchasing. The internet is full of amazing deals, coupon codes, discounts going on all the time, this in turn makes the purchases cheaper. There is nothing that a business cannot buy online or through the digital world these days (Zimmerman and Ng, 2017). Everything from raw materials to hardware to any kind of other items can be bought digitally without any major hassle to the person. Being digitally sound can also help a firm to earn good amount of money by working online. It is a very modern trend these days as well, people can work digitally and earn the same amount of money that an employee sitting in an office area is. So being digitally smart can really get people the jobs they need.
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Figure: Digital Skills Framework
(Source: Stareva, 2014)
[bookmark: _Toc499767034]Analysis
In the words of Albarran (2013), the smart technology that we use today has definitely changed the game all over the world. People really cannot think of living a life with this modern technology now and even the innovations advances with each passing day. The workspace has become highly different from what it used to be and even the way work is done has completely changed. There are many different digital skills that are required today to excel at work. The technology has definitely reshaped the work area to a great level (Rao, 2017). Some different ways technology has changed the workspace are mentioned below:
1. With the coming of the modern digital area, it has been seen in many studies that the productivity of the employees has massively increased. The management has been definitely optimized and the also the work load and that time spend has been lightened for the employees, this has also resulted in the creativity of the job and emphasis is given on the right things or the important aspects of a job. As stated by Ferrara (2013), with the coming of digital world and skills, the employee–customer relationship has got much better than earlier times, there is more contact between the two, more communication which in turn results in better work. Even the results come out much faster than before
2. Without any doubts, the technology today has given us and got us closer to the world through communication, the internet today is a huge boon to the society. With the coming of digital skills and technology today, there has been increased efficiency and productivity in the finance sector as well. The business is more healthy and successful because of the coming of digital work (Van, 2016). For example: The baking services have now become increasingly easy, with just the use of modern technology and internet we can handle our bank accounts very well. It’s become much easier to receive and send money, make online purchases, open bank accounts and do other activities as well. In the workspace, the technology has definitely lightened the burden and work time, which results in less time wastage and more productive work and profits. A productive and successful workspace is what everyone wants today.
3. According to Luckett and Casey (2016), with the coming of digital world and modern technology the security has been definitely heightened to a great level, as technology can also become unsafe. For example : hackers can often get into our personal accounts and a company’s accounts and steal money, so to avoid all of that the workspace area or companies and organizations have really up their game in terms of security of their clients. There are specific departments that take care of this aspect. Technology helps to ensure that the critical information of a person or a company goes to the right person and the person it should go to (Irani, 2014).
4. With the coming of modern technology like video calls, it has been very easy to connect to different employees and clients even if they are far off. This has greatly helped in shaping the way a company performs and the digital skills have really been a boon to the workspace (Shrivastava, 2013).
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Figure: Dimensions of Technology Employability
(Source: Shrivastava, 2013)
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Considering we are in the modern technological era, the 21st century is massive digital world, bringing everyone a lot more closely. The digital world has definitely made the gaps between cities, states and countries look a lot less than the old times. According to Coles (2015), social media is one of the biggest innovations of the modern digital world. There is too much that a business can do and learn through social media nowadays, it has drastically changed as to how the managers communicate and gather information. Not very long ago, organizations used to connect through landlines or emails, now everything has become instant, administrators can send text messages, voice notes, and voice messages, instantly share and download videos which help to speed up operations and decision making processes. There are many different web pages through which firm`s can connect, communicate and keep in touch with the world like Facebook, Twitter and Whatsapp. All these are a part of social media and even act as an information gathering tool (Berkley and Walter, 2013). For example, the very famous Facebook has become a major part of everyone’s life, majority of the people have their respective profiles on it and are constantly making uploads, promotion o this site greatly helps to build up a strengthened customer base and thereby increase sales volumes. 
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Social Media has become one of the biggest tools when it come to gathering information and to have effective communication, social media has made it easy for everyone to keep in touch irrespective of where they live and work (Small Business Development Corporation, 2015). Despite of being geographically diversified, the technology helps to build up connectivity with the customers.
1. Social media has greatly helped in improving communication in the workspace environment as well. Communication is not a one way aspect now. The communication happens both ways and is very often multi-dimensional (Kasian-Lew, 2014). For example an American company can have clients situated in United Kingdom or Australia and very easily they can work out things and have a good deal in hand. Social media has really helped to bridge this gap cross culturally. Businesses are now so well connected, that it does not need to wait for a day to see what’s happening in the other parts of the world. The News is live almost every hour giving us live information about the world. Social media can give us information about the happenings in the rest of the world.
[image: ]Figure: Information Gathering in Business
(Source: Albarran, 2013)
2. Through the social the contribution of the general population has become much more. The people are very often able to help each other through the use of social media. For example: many high officials hold twitter accounts and often ask for suggestions, complaints etcetera from the common people, this helps the government also understand what the people want and believe in. As per Rao (2017), polls and votes are also done through social media to understand different consensus as well.
3. Social media has helped many people get jobs and recuritment. Many recruters use social media to spread the word of job openings. For example, linkedIn is a very popular site for job seekers and recruiters both. So one way to say is that social media provides productive recruitment to the people as well. It’s made job searching and hunting a lot more easier than before (Van, 2016).
4. Social media has become a great way to showcase potential and talents of employees to the rest of the world. Now very easily a person can come out there in the world with their potentials and that too without any investment in particular (Mergel and Greeves, 2013). For example, websites like Youtube and Facebook, help people in making vidoes or upload photographs about their talents which in turn is open for the whole world to see. Earlier such things were not possible and so businesses couldn’t undertsand or know what the outside world is doing, this has greatly helped in getting different people, from different countries and ethinicties come closer virtually (Ganis and Kohirkar, 2016).
5. A lot of people have now started selling and buying products of different kinds through the use of social media, people can now easily open an Instagram or Facebook page for business puposses. For example, entrepreneurs can easily sell things like clothes, jewellery, makeup, phone cases, books and several other materials. Many websites like Amazon, have really made it very easy for the customers to buy almost anything and everything and generally the prices are always less than stores (Olivas-Lujan and Bondarouk, 2013). So social media has helped buying and selling various different items much more simpler and hassle free.
6. Social media is being widely used to gather information on almost every topic as well. According to Ravindran and Garg (2015), the technology greatly helps in knowing about a certain person of interest, acquiring knowledge and skills. Further, students love social media as it greatly helps them research about various projects they need to work on, which in turn helps them score good grades.
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Figure: Digital Marketing in Business
(Source: Luckett and Casey, 2016)
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Based on the project, it can be inferred that digital skills are highly vital nowadays. In order to ensure growth of business of development of a person in this world, it is important that they are digitally sound and posses knowledge about the various innovations. The digital skills are highly important in job sectors these days, and most of the companies or organisations need people who are technologically and digitally smart. Further, the digital world makes work easier and hassle free. Social media is nothing less than a bonus for the world today. There are way too many things a person can do with the help and power of social media; it’s a great tool for information gathering and communication.
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