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Introduction
This assignment will examine the impact of modern technology in the workplace and evaluate its use, focusing on an educational environment. I will also discuss how personal branding affects employability and examine how social media can be used to promote and develop personal branding. Finally, it will consider internet safety.
[bookmark: _Toc58250691][bookmark: _Toc456901517]What has been the impact of 21st Century Technologies on the modern workplace?
The twenty-first century has seen an increase in technology. Video chatting, laptops, smartphones are now available. Previously, offices used systems that were slow. Through technology, the workplace has been able to evolve (De Jonge et al., 2007). Without society’s growing need for technology, these drastic changes would not be as impactful as they have been.
The most impactful development on the workplace is the internet and WiFi (Wallace, 2004, p.11). Previously, workers would read books to source information. This was not time-efficient. With these creations, work has been made easier. 
This has also enabled remote working. Hislop (2008, p.45) argues that “by having a flexible workplace, employers can work around their lifestyle patterns.” Employees may have more motivation in the office, but the option to work from home gives them control of their schedule. The ability to work from home has been beneficial during the current pandemic.
The internet has made the introduction of video chatting possible. Townsend argues that the virtual team gives organisations more flexibility and enables teamwork in environments where it would once have been impossible (1998, p.17). Technology allows teamwork to thrive through virtual spaces, such as Teams. Townsend suggests that by increasing collaboration through technology companies minimise room for mistakes (1998, p. 17).
Smartphones have given the workplace a new way to communicate. It allows the consumer to access the internet, emails and social media in any location. Telephones were used in the twentieth century, but not to the extent they are now. The old mobile phones were large, making it hard for them to be portable. Smartphones has given workers the ability to communicate freely outside of working hours. 
With technology improving, companies needed to ensure their workspaces were modern. Fax machines and typewriters were replaced with email and laptops. Communication has improved and can now be instantaneous. Laptops can access more information and are able to download different softwares, which the typewriter could not do. 
One software that people use is the Cloud. This is a system that stores information for the user. Companies use this to store information that will be universally accessible within the organisation. Rather than employees searching through filing cabinets, they can log into the cloud storage to obtain the correct information instantly making access to information much more convenient. 
The use of technology and social media in the workplace has allowed companies, customers and employees to be more productive. Companies now have access to numerous applications. Co-workers can communicate better, making for a happier working environment. Technology and social media have drastically altered the workplace and have since enabled growth and development. 

[bookmark: _Toc58250692]Evaluate the appropriate use of modern technologies and social media in the workplace generally 
Modern technologies enable greater freedom, flexibility and communication in a working environment. However, they can be unreliable, expensive and add stress to workers.
Social media and technology have built a foundation for many companies. Applications such as Twitter, LinkedIn and Facebook allow companies to promote themselves and improve communication between colleagues. Microsoft Teams is an instant messaging service. It offers a “suite of communication… for team members to be…collaborative with one another,” (Hubbard & Bailey, 2018, p. 43). Co-workers can arrange meetings, interviews can be conducted, and co-workers can build better relationships via Teams. A strong relationship amongst employees leads to a more productive workplace (Harter et al., 2003, p. 206). 
Social media has improved the relationship between customer and company. Customers can now contact companies via social media. Organisations now have social media teams to focus directly on platforms, such as Twitter, so that customer satisfaction is improved. 
Technology has made the recruitment process easier. Applicants can now apply for jobs online. They can create a professional profile on LinkedIn, that can be viewed by prospective employers. Instagram, however, is a hub for upcoming personalities. Media managers use Instagram to find and recruit new talent. Social media and technology have created numerous new jobs, such as the “Social Media Influencer”.
However, technology does have its disadvantages. It has given employees the freedom to work remotely, but this could result in them being overworked; for example, taking calls, responding to emails, or completing tasks at home. Hislop argues that there are downsides to working at home and that a flexible working life should not impede home life (2008, p.45). Employees may also feel that they are not completing work to the best of their ability due to distractions (children and daily tasks). Problems of this work pattern can be seen during the Pandemic of 2020, where employees are learning how to juggle home and work life.
Technology can be expensive. Cassio argues that companies may be affected by certain factors, including “setup, maintenance costs (and) loss of cost efficiencies,” (2000, p.1). Companies purchase the most modern technology to remain afloat, resulting in a loss of finances. Nowadays, technology is favoured in the workplace. Without the latest technology, companies are not as desirable as other organisations. A survey shows that now more employees are using equipment compared to 2019 (Key, 2020, p.1).  This suggests that companies needed to purchase more equipment in 2020 to ensure that their employees could work remotely. 
Technology is not always reliable. In the workplace, without WIFI many systems would not work. If the systems go down, organisations are left at a standstill unless they revert to pen and paper. However, once the WIFI returns, uploading all the written information onto the systems is very time consuming and can result in mistakes being made. 
To conclude, it is evident there are both positive and negative impacts of technology in the workplace.  This has been particularly evident during the current global pandemic. 

[bookmark: _Toc58250693]Explore the use of modern technologies and social media in own workplace 
In the educational environment where I work, we use social media and technology to support pupils’ learning. Pupils use the internet to answer questions and find information for themselves. Traditional chalkboards have been upgraded to interactive whiteboards to improve children’s learning. Most young children have internet access at home. Schools should reflect their pupils’ home life (Simuforosa, 2013, p.6). 21st century children have grown up with technology and can adapt to technological changes more quickly. Social media helps pupils, teachers and parents to communicate, whilst classrooms are full of technology.
Many social media platforms are used in my workplace. Twitter is used to communicate with parents and share daily snippets. This makes parents feel included in their children’s education. Twitter also gives parents the ability to communicate with one another. 
We also post information and news on Twitter to inform parents, although we do have our own school news app, Schoop. This is an app that parents can download. It sends important news and calendar updates directly to the parents’ mobile. Through Schoop, parents are involved in school life. 
We also use Google classroom. This is a safe space for children and their teachers to discuss topics and upload homework. Pupils can upload posts and their peers can respond. During 2020, we have used Google classroom extensively. Teachers can post daily tasks for children to complete at home, thus allowing remote working.
Teachers also use social media. WhatsApp is used between colleagues to arrange meetings, discuss schedules and build relationships. Instant messaging on WhatsApp makes communicating outside of work simpler. Some companies only use email which limits when colleagues can communicate. To use WhatApp more effectively in my workplace, staff could create a group chat, thus improving communication. 
Another recent application is Microsoft Teams, where we hold meetings throughout lockdown. This has enabled us to communicate in a time when we cannot be in the classroom. 
Classrooms have access to portable devices, such as iPads and laptops, all in daily use. Children use these devices at home, so they are familiar with them already (Simuforosa, 2013, p. 206). These devices contain many educational apps that assist the children’s learning. Pupils can learn on a global scale without ever needing to leave their classrooms (Belcher, 2013, p.1). A popular app is Gigglets, where children can access eBooks in the classroom and at home. 
Interactive TVs and electronic clipboards are used to improve children’s learning. We use the TV during indoor PE sessions, assemblies and lessons. The electronic clipboards with learning objectives are placed around the classroom, so pupils know what they should be doing. This allows the pupils to be more independent. 
Overall, these technological advances have given pupils different ways to learn and be involved.  The traditional idea of a teacher at the front of the class talking to children while they sit passively at their desks has now changed. New technologies have enabled children to be more involved in their own learning and teachers are more able to facilitate learning spaces that encourage this.
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How can Personal branding help YOU?
Your personal brand is not what you are, but who you are. Being aware of your personal brand helps you to compete in the crowded job market (Kheder, 2014, p.34). There are 3 phases of personal branding: establishing your identity, managing your behaviours and fulfilling your personal objectives (Kheder, 2014 p.34). It is important to create SMART objectives to be the best version of yourself (Morgan, 2017). 
A personal brand is not only about your accomplishments or qualifications but also your image, behaviours and values. Individuality is important when establishing your personal brand. Having a unique image will make those around you think you are confident. You need to be self-aware and know your unique selling point. This will help you network and be more employable.  
Most importantly, your personal brand is seen by prospective employers and work colleagues. You are judged by the way you portray yourself. First impressions are created after 5 seconds (Carney et al., 2007, p.1054). You need to be mindful of these impressions as they are everlasting. Simple decisions, like wearing the correct clothes and speaking eloquently, will improve your personal brand immensely.  
It is also important that your personal brand is displayed across your social media platforms. Recruiters use social media to screen applicants. They can see what you post, who you associate with and what you are interested in. A study showed 69% of people are rejected due to social media (Swallow, 2011).  
Personal branding will help you to evolve and grow as a person. Knowing your good and bad traits will help you to be the best you can be. Portraying yourself correctly will also help to build your personal brand, as you will know what parts of yourself to reveal.  
[bookmark: _Toc58250695]Your LinkedIn Profile to promote your Personal Brand 
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My background picture directly links to my field of work. Companies can see I am looking for a profession in education. My background is unique. Employers look for individuality. I would not have used a personal photo as a background because I would want to come across as professional.
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This is a professional photo that showcases the “professional me,” rather than the “casual me.” By having a picture of me smiling makes me seem approachable, in contrast to a passport type photo. To be a teacher you need to be fun and friendly, and this picture fits this perfectly. I want employers to hire me in my certain field, so I tailored my photo to my profession. 
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This represents what I am currently doing, giving prospective employers an idea of my qualifications, as well as my occupation. 
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My personal information is very direct. Companies do not want to have to search through masses of text to find information. Employers will know whether I am the correct candidate from these 3 points. It shows my selected industry so that recruiters can refine their search. 

[image: ] 
My about-me section is a comprehensive, engaging snippet of my CV. Companies expect this part to be condensed and job specific. I have discussed my past employment, education and the industries I have worked in. By doing this, it gives companies a deeper look at who I am and what I have accomplished. 

[bookmark: _Toc58250696]Evaluate the value of other social media platforms to enhance networking and career prospects

In today’s world employers are looking for more than experience and knowledge. There is a need to use social media profiles to enhance your career prospects. Social media platforms have made it easier to network. A study showed that the most active person spent 17 hours on social media, with the average amount spent around 11 hours a day (Papper et al., 2014 cited in Maund et al., 2016, p.105). Most people are being social, rather than enhancing career prospects. There is a need for more applications, like LinkedIn, that are easily accessible and act like professional social media. 
[bookmark: _Hlk62149283]LinkedIn is a professional website. One strength of LinkedIn is that it allows a relationship between the applicant and organisation. Employers can actively search for the correct applicant, rather than going through an extensive interview process. However, LinkedIn is not as commonly used amongst the younger generation, hence why other social medias are now used to network. A study showed that 51.9% of people are addicted to the internet, suggesting how vital it is for the recruitment process to be more digital (Pontes et al., 2015 cited in Maund et al., 2014, p.105). 
Instagram is an application where you can directly message companies and receive an instant response. One strength of Instagram is that you can network and communicate with strangers. Instagram created the job “Social Media Influencer,” where users are paid to promote items.  This is an example of networking. Companies reach out to users with a large following and offer money in return for their products to be promoted. Contrasted with LinkedIn, Instagram allows networking to be much simpler and instantaneous. However, LinkedIn is a professional site, whilst Instagram is primarily used socially. People post personal photos, which may not be professional. 
Twitter can be used to follow relevant organisations in your field of work to keep up with changes and network with those in similar professions. It is excellent for networking as you can chat freely with strangers. However, you can easily be portrayed in a negative light if you are opinionated on the site, which could affect your personal brand.
Facebook is where networking is least likely. It is mainly for close friends and family to share photos and posts. You have to add friends to connect, making networking difficult. A Facebook profile is very personal to the user. Prospective employers may be able to find past photos and posts that you would not want them to. Therefore, it may be better to use LinkedIn to network, rather than Facebook.

LinkedIn is a site where you can connect with people who are in your profession, network with people in other jobs and have a professional profile that you can update. Although other sites may be used a lot more, LinkedIn is tailored for the user to be able to network and enhance your career opportunities. 

[bookmark: _Toc58250697]Examine the impact of Personal Branding on your own employability 
Working in an educational environment, I have to remain professional at all times. As a teaching assistant, I have to be a role model. This includes not swearing, drinking or smoking near the school premises. When I progress in the future, I have experience of conducting myself correctly when representing my company. This will make me more employable. 
In work I wear smart clothes. The mentality of wearing smart clothes to work will help me when I change jobs. If I were to work elsewhere, I would already know what professional a dress code looks like.
When being interviewed, I would be friendly upon introductions to give them a good first impression. Throughout the interview I would ensure I am keeping eye contact and be interested in the conversation. This will make the employers more likely to hire me. 
My working personal brand differs to my own due to the occupation I work in. I have a working persona to ensure the pupils receive the best teaching with no distractions. For instance, I am in a same-sex relationship. Although it is accepted in the eyes of the law, some people do oppose it. I must stay professional at work and not express my personal views. This links with my social media pages. On Facebook, Instagram and Twitter I cannot voice my political views due to my occupation. In the future, this will help me as employers will screen me through my social media pages. My social media is clean and does not contain political views, profanity or photos of me in a negative light. This is what employers look for.
[bookmark: _Toc58250698]Discuss personal and professional security and safety online.
The internet is universally accessible, therefore anybody can see what you are posting, purchasing, or doing. It is very important to be safe on the internet and only communicate with people you know. Nowadays, you can be a victim of digital fraud, hacking, grooming, phishing and many more. This demonstrates why online safety is essential. If somebody was to obtain your personal information, they might be able to exploit you. By staying safe and secure online, you protect yourself, as well as others. 
Most people have a social media account. Facebook has 2.7 billion users, whilst Twitter has 330 million (Boyd & Ellison, 2001, p.215). Users need to keep their social medias secure. Social networking sites give you the option to control your privacy settings. By doing this, you limit the risk of being a victim of cyber fraud.  
Passwords need to be kept secure. By creating strong, unguessable passwords you are making sure that your personal information is protected from viruses and hackers. You should never reveal your passwords. In the workplace, you are usually given your log in credentials and then prompted to change your password. This ensures that the employee knows their accounts are secure and private.
In the workplace, it is important to prevent any breaches. Following the introduction of GDPR in 2018, companies have created airtight measures to protect their employees and customers. In schools, for instance, children’s information is kept confidential. Photos are not posted online without parental consent. This keeps the children safe and protected.  
Companies have now given their employees fobs to access their workplaces. Whilst keeping the workers safe, this also ensures that all the information stored in that workplace is secure. In schools, having fobs is another level of security. By having extra measures in place, schools ensure that no unauthorised personnel are allowed on the premises.  
Similarly, in call centres you are taken through a strict security process before accessing your account so that the agent knows they are discussing the account with the correct person. Going through security questions can be tedious but limits the possibility of the customer being a victim of cyber breaches.  
[bookmark: _Toc58250699]Conclusion
Technology and social media have reshaped the world we live. Working has been made easier through the introduction of modern technologies, which have also allowed the workplace to develop. Social medias allow you to communicate with colleagues, apply for jobs and promote your personal brand. In turn, helping your working life. Being aware of your personal brand is important so that you are employable, likeable and valued. Safety and security online are vital in the modern era. Regulations have been brought in to protect those online. In conclusion, technology has dramatically improved and changed the workplace.
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About 7

Hardworking, professional individual who can readily adapt to any working environment. | am currently a Level 3
Teaching Assistant, but have the capabilities to work in other sectors with previous customer service and retail
experience. Managing a classroom of 30 children has given me a wide range of skills that can be transferred to a
number of job roles. A particular strength of mine is being able to build strong personal relationships. | have proven
success as an SEN 1-2-1 support tutor, helping and developing SEN children's needs through interventions, games and
1-2-1 lessons.

I am currently working towards an Undergraduate Bachelor's Honours degree in Management at the University of Wales
Trinity Saint David which will enrich my life and allow me to improve my skillset further.
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