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[bookmark: _Toc58250691][bookmark: _Toc456901517]What has been the impact of 21st Century Technologies on the modern workplace?
The year 2020 was a time to change  and adapt. With a global pandemic it forced people to discover they're need to get online. Connecting with everyone was not only beneficial in the business world but in life. Businesses across the world had adapt to these changes and find a source suitable to connect to its clients and employees digitally.  
[bookmark: _Hlk62299299]The impact of technology in the workplace is incredible. It has changed the way traditional workplaces used to work. It’s up to the business leaders to keep up with its evolving pace in the most efficient manner. Business owners cannot afford to compromise their company’s productivity, profitability, and security. Not long ago, companies were in a mess as they had to deal with a lot of paperwork, meetings had to be held in rooms, travel expenses were incurred on client meetings and communication across the organization was not so easy. From the ways of communication to the methods of solution, technology has helped businesses come a long way. All the operational and communication issues have now been simplified and streamlined with the help of new technology. Businesses no longer need to take a pause in any of their tasks. Whatever barriers that used to be there a long time back, like the communication barrier, task-performing barriers, management barriers, or outsourcing barriers, have been overcome by the invention of technology. Internet and various software and applications have made it possible for the businesses to remain focused on their goals with no or negligible disruption by the day-to-day operational procedures. Places far away have become closer, thanks to technology. The pace of life has increased. Communication has become rapid, travel is fast, movement is easy, action is quicker. Things that once took hours to complete, can be done in seconds today. 
[bookmark: _Toc58250692]Technology has surely impacted the workplace tremendously in a way that it has taken down walls, windows, and buildings leaving the vast open space of the entire world as anybody’s office. Thanks to the internet and mobile devices not only can a worker get more things done, they can finish their work anywhere they want even outside from a real office. Technological advances like the internet, computers, and mobile devices can now make teammates of people who are oceans apart. Technology has made the word smaller but it has also opened doors of opportunity that are much bigger and wider.
Evaluate the appropriate use of modern technologies and social media in the workplace generally. 

An article on why technology is important in the workplace (Protected Trust blog 2020) suggests when employees have access to tools and technologies, which allow them to use in a way suited best for them, they’ll be more efficient- and therefor more happier. (Leedy 2020).
An article of social media in the workplace  (Debenedetti 2017) suggests that social media allows employees to stay connected regardless of their geographic region, which leads to faster communication and greater awareness among teams. Employees can discuss projects long after they’ve left the office, enabling them to work when it’s most convenient. It’s also easier for employees to network and build relationships with people who can influence their career. The connectivity portion of social media can lead to many positive outcomes in the workplace.
 
Even before we made a dramatic pivot to favouring remote work due to coronavirus (COVID-19), there was a shift to mobile workforces and BYOD underway. According to research conducted in October 2019, as many as 70% of employees were no longer sitting behind a desk every day. Employers were exploring the extent of this change and how it was impacting the business and bottom line. Those instituting mobile workforce plans believed they would ultimately be at a business advantage, though none could have foreseen how quickly that would manifest. (Robinson 2020) 
Beyond the qualitative benefits of workplace flexibility, it was estimated that employers could save $11,000 per year for every mobile-enabled worker when taking into account workspace leases, amenities, and more. 
Clearly, not every business or employee can do their job or be fully productive when they work remotely. Perhaps they need a particular piece of equipment to perform their job duties or don’t have an acceptable space to use for work. But groups that often work in the field, mainstream office employees, and people in leadership roles should be enabled to work remotely. What’s more, they can be just as productive working remotely as they are in the office 




[bookmark: _Toc58250693]Explore the use of modern technologies and social media in own workplace. 
Its estimated that 3.5 billion people use social media networks worldwide. That’s a whopping 40% of the world's population. With those figures it's no surprise that businesses put so much effort into social media marketing. Statistics in 2020 show Facebook to be the most popular social media platform. 90.4% of millennials, 77.5% of generation X, and 48.2% of baby boomers are active on social media.  
 
These social media marketing statistics will give you the ammunition you need to improve your marketing and convince your co-workers and clients that social media marketing must be a priority in 2020. Social media just keeps growing and growing. At the end of 2018, Facebook had 2.32 billion monthly active users. (Hainla 2021) 
 
According to Kangur (2021) “Search engine optimization is an amazing foundation for your site and a great way to get evergreen traction. But when it comes to really scaling a business and taking it to the masses, you really can’t beat strategic social media marketing”. 

Marketing your business using social media have proven to; 
· Promote your brand and business 
· Tell customers about goods and services 
· Find out what customers think of your business (feedback) 
· Attract new customers 
· Build stronger relationships with current and future customers. 
· Ability to target- particular groups, often in particular location, age, gender 
Free or low cost- many forms of social media are free for businesses and paid options are usually low cost.
             Broad reach- social media can reach millions of people all around the world 
 
The use of technology in the workplace has helped in developing of online communication. Without this we could not be ale to connect to each other. Connecting with employees, employers, clients, and so on. 
In 2016, micro-soft added a tool to its already robust micro-soft office 365 suite of services. Introducing Micro-soft Teams. Teams is a chat based collaboration tool that provides global, remote, and dispersed teams with the ability to work together and share information via a common space. You can utilize cool features like document collaboration, one-on-one chat, team chat, and more. Microsoft Teams is also fully integrated with many other Office 365 services such as Skype. 
Skype is an application that specializes in video chat  and voice calls between computers, tablets, mobile devices, the xbox one console, and smart watches over the internet. Skype unlike teams offers an added feature of instant messaging. Users can transmit text, video, audio and images. Skype also offers video conference calls. Skype is recognised more in the terms of before the pandemic teams was not as popular.   
 
In asking various people of  different workplaces, it was found that while the more commonly used tool for communicating for web conferences is Teams. There were also other types used such as zoom. Zoom is another cloud based software used for conferencing, communication and distance learning. 
When asked how it's used and why?, The response was pretty understandable. 
They are used for training purposes, educational purposes, and to keep communication amongst staff and employees. It’s a fast way of transmitting information. The software not only is cost effective, it is a key communication tool that benefits its employees. 
 
I myself have used Teams in my current studies and whilst honestly admitting I didn’t know or understand Teams at first, I now have a good bit of knowledge in what it offers, how it operates, how it stores information, and more importantly how it keeps us all connected. In the workplace, I have found that cloud based software currently used is that of  micro-soft teams, outlook and internet explorer. It appears they use this  cloud based software as it is a tool for communicating between employees, and  as a big company it is cost effective. Not only can they store information via the cloud and google drive, it also backs up any information currently saved should anything happen. 
 Using the micro-soft teams they are able to adapt to the current pandemic and still offer a communication to its clients and employees. Having the ability to send and receive and store any information passed between parties.  
Having cloud not only offers the benefits of storage for such things as music, videos, pictures, documents, files and so forth. It gives employers and employees the opportunity to work from anywhere providing they have wifi access, it can be everywhere, coffee shops, trains, park benches etc. 
To look at it from another view is that, they use these platforms as having an additional filing cabinet in they're pocket.  

  
 




[bookmark: _Toc58250694]How can Personal branding help YOU?
There are many benefits to personal branding to which I think could help in promoting myself. Using a platform such as LinkedIn, I am able to promote myself on a professional level. I can display my interests and my experiences. I can connect with others who share a common interest. A strong personal brand can help me receive a multitude of opportunities, such as job interviews, internships, networking opportunities, promotions and in the future, partnerships. It can also help with demonstrating my skills and knowledge about a particular subject or field. I can  also benefit from creating a personal brand in the terms of, it would help me to self -manage my life rather than rely on others to do it for myself. My personal brand helps me to make the most of what I have to offer. 
It gives me the opportunity to be myself, gain confidence, build credibility. Leave my mark. It also allows me to distinguish myself from the competition. Get the support I need. Part of my branding process is about becoming known for something. My first step is to identify my best characteristics so that I know what to build on. In a way, developing my personal brand means I’m ensuring I have a legacy. People will remember me through my actions, my expertise, and the emotional connection I make.
“ LinkedIn was launched in 2003 and is used primarily by business professionals who are seeking connections to boost their career and business development opportunities. Since its inception, LinkedIn has become a go-to spot for hiring managers, HR professionals and recruiters. You can establish a profile with keywords and phrases intended to attract the attention of employers, and you may search for jobs using advanced search functions on the site that allow you to filter jobs by geography, occupation, skills, company, salary and other criteria”. (Richards 2020)



[bookmark: _Toc58250695]Your LinkedIn Profile to promote your Personal Brand.
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[bookmark: _Toc58250696]
Evaluate the value of other social media platforms to enhance networking and career prospects.  
   
	APPS 
	USEDBY 
	ADVANTGES 
	DISADVANTAGES 

	WATSAPP 
	68% 
1.5 million users 
	1. Phone calls ,video, voice 
2. User friendly 
3. Free usage proving internet access 
4. Globe communication between staff 
5. Groups chats 
6. Rota exchange 
7. calender 
	1. Viewing when last online 
2. Bounderies in terms of privacy time outside working hours 
3. Personal contact details 
4. Profile picture available to view around the globe 
 
 
 

	TWITTER 
	92% 
152 billion users 
	1. Useful marketing channel 
2. Promotes products 
3. Converse with customers 
4. Monitor feedback 
5. Follow trends 
6. Providing customer service 
7. Communication satisfaction 
	1. Spam account 
2. Negative reviews viewable for all to see 
3. Missing post viewing if you are not active 
4. Time sensitive 
5. resources 

	CLASS DOJO 
	96% 
103 million users 
	1. Child friendly 
2. Adult friendly 
3. Fast communication 
4. Provides one to one communication for staff and parents 
5. Monitor of child's acheivments  
	1. Available to view only with wifi access 
2. Not fast responding in some cases 
3. No complaints department for technical issues 
4. Messages can be sent out of school hours 

	FACEBOOK
	97.85
2.7 billion users
	1. User friendly
2. Fast communication
3. Facetiming option( video calling)
4. Phone calling option
5. Provides updates from companies
6. Platform for promoting
7. Marketing opportunities
8. Product feedback
9. Networking opportunities
10. Instant messaging
	· Visibility when online 24/7
· Visibility of negative posts
· Access via wifi only


	linkedin
	93%
673 million users
	1. User friendly
2. Communication platform
3. Networking
4. Job oppotunitites
5. Educational
6. Updates on certain industries
7. Informational
8. Cost effective
9. Inhances visability
	· Spam messaging
· Networking interactivity limited
· No guarantee people are experienced as they claim


	
	
	
	

	
	
	
	






[bookmark: _Toc58250697]Examine the impact of Personal Branding on your own employability. 
if I was to return to work now, the question would be, how would I sell myself?. How can I make my personal brand appeal to employers? I could point out all my skills and abilities in the area I want to get into, (job sector) the skills I currently use daily in home life can benefit me such as being organised, cleaning, health and safety, cooking, home schooling, being the teacher at home. Planning, budgeting, caring etc. These skills and abilities are known as transferable skills. These skills I can take to another job. Other skills of time management, management in the workplace I can also take forward to another job. These all help in selling myself to a potential employer. How I sell myself makes the difference in order for me to stand out from future competition. I have to show them how im going to  use my skills and a creative bent of mind to make innovations in their company and make it one of the best in their company. I have to be better than my competitors at every cost. It is only my hard work that will make a difference, so selling myself on a professional level will help and leave an impact on my personal branding. 



[bookmark: _Toc58250698]Discuss personal and professional security and safety online.
"Data Protection Act (DPA) is an act created by the United Kingdom government which passed in 1988. It was created to control how personal or customer information is used by organisations or a government body. The purpose of the DPA is to protect people and enforces rules about how data about people can be used. The Data Protection Act was replaced however in May 2018 by the General Data Protection Regulations." Wikipedia 2018 
 The DPA is important as it provides guidance and best practice rules for organisations and the government to follow on how to best use personal data including. 
 
1; ethnical backgrounds 
2; political opinions 
3; religious beliefs 
4; health 
5; sexual life 
6; criminal history  
To successfully meet data regulations standards however, its best to ensure you or your company have the right technology, processes and people in place to handle the quality of the data that’s held. 
The following things after research show to be of mass importance and I have to agree. 
 
· regular evaluation of the quality of data that you or your company hold and are continuing to collect. Contact data validation and data cleansing are good ways of doing this. 
· Ensuring you have the right goals and responsibilities set out for you/your data's management including the focal point of a Data Protection Officer.  
· Analysing and profiling of your data to identify any potential gaps or issues that could cause problems to arise.  
 
Data Protection in work.	
"All employers should read and follow the ICO guide on the DPA and the GDPR as it applies in the UK. It covers matters such as what personal data is, lawfulness of processing, fairness and transparency, as well as the right to be informed, rights of access, data rectification and erasure. The right to restrict processing and data portability is also covered. 
While the guide is aimed at data protection officers and others with responsibility for data protection and primarily aimed at small and medium-sized organisations, it may help larger organisations too". (BYGRAVE 2020). 
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