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[bookmark: _Toc33463252][bookmark: _Toc456901517]What has been the impact of 21st Century Technologies on the modern workplace?

BMSK4003, written by Louise Puresevic, 2005324, Skills for the Workplace.  
This assignment will be focussed on the technological impact of equipment, information, and data in the 21st Century, particularly in the NHS sector. 
I have looked at the progression of technology throughout the years, and how these have impacted on the health service.  I have also focussed on how people have had to change their working skills to adapt with the technologies available, and how their current skills can be utilised with technology and what new skills need to be learnt in order to keep up to speed with developing and changing times.
Throughout this assignment, I will be analysing methods and skills, including SWOT analysis, CRAAP Test, DIKW diagram, Questionnaire, PESTLE test and others.  Where relevant, I will be utilising charts, graphs, and tables to explain my findings.

[bookmark: _Toc33463253]Research the use of modern technologies and social media in the workplace generally

Technology has been around for many years.  Since the Stone Age, people have looked to talk or use pictures to communicate.  The first communication method was to use rock to carve their information (Maund, Schriek & Tinkler, 2017).
Through the years, Information Technology has developed in a huge way.  It has developed from Pre-Mechanical to Mechanical, Electromechanical to Electronic.  
We have moved through the years, from stone through to today’s world with Bluetooth and Wireless technology amongst many more.  
In today’s society, the computer age is everything.  For example, the use of the Internet changes the way in which we collect and gather information.  It enables us to improve our everyday work and expands our knowledge and our techniques.
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[bookmark: _Toc33463254]Explore the use of modern technologies and social media in own workplace 

I work at an NHS hospital in Bridgend, Mid Glamorgan.  The hospital, opened in 1986 by the Princess of Wales, currently holds around 200 beds.  Services provided at the hospital include Maternity, Ophthalmology, Paediatrics, Mental Health Services for Older persons and for Young persons, Trauma & Orthopaedics, and many other services.  The hospital also provides a 24-hour Accident & Emergency service.
Medicine today has a continuous turnover of technological breakthroughs.  The profession has moved on greatly, with development of machinery, computer processes and data analysis.  The use of the Internet today enables technology to improve the way that knowledge is gathered.  It can assist in the production of new and scientific breakthroughs (Cooper, 2014).  
The DIKW diagram detailed at the end of the assignment (Appendix 1), shows how the changes in Technology today is explained, split into Data, Information, Knowledge and Wisdom.
We have to be so careful with technology today, and we have to think every time we use anything, how it could help us but also potentially cause huge problems, either on a personal level or on a great scale.  Below is an anagram, ASSSORT, of some specifics related to technology, to the use of the Internet and in telephone communications.
A	Apps and Downloads
S	Screen Time
S	Safety and Privacy
S	Social Media
O	Online Vulnerability
R	Respect and Reputation
T	Texting and Calling

Safety is paramount.  We must be so careful with what we download, search for, and save onto our devices.  What is okay to share online?  After all, nothing is 100% private on the Internet today.  Where can you share and save this personal information?  Do you know who can access your information, such as your data and cookies? So, what are cookies?  Every time you open a website, a cookie is downloaded - when you revisit the site, the site will recognise relevant cookies already on your device and feed it back to the site.
Are Cookies Bad?  They can be
-	Controversial - some are threatened
-	Can withhold your data, like the cloud
-	Provides feedback to site holder
-	You CAN refuse some cookie rights
What red flags could you identify on somebody's’ social media?  How do you identify these red flags?  Similarly, Fake Profiles. If you ever meet someone online, make sure they are who they say they are.  Some accounts could be bots, catfishes, or predators etc.
How can you identify a fake profile?
· Look for last log in date, such as ‘Since’ date
· Inconsistencies
· Stolen content
· Reports

Look for secure icons on a website.  This gives you the reassurance that it is a safe link.  Examples of this are
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Always look for the SSL padlock or https in the URL to make sure your connection is encrypted and safe.
We continue each day to try and make safe any device that is connected to our workplace or home.
In the workplace, Technology such as Artificial Intelligence (AI) or Automation, such as Robotics are all an additional asset to the technology industry of today.  AI enables processes to be carried out in a process that is human-like.  Robotics and Automation enable procedures to be carried out by machines or robots, perhaps for surgery that cannot be performed by a human surgeon, or that can be used to assist a surgeon with a procedure, such as equipment used to guide stents or wire during a heart surgery procedure for example. 
It is all about one word …. efficiency.  It is how we can use Technology to maximise efficiency in everyday life, whether at home, or in the workplace.  And in a workplace, such as a hospital, it is efficiency that keeps clinic appointments running on time, it is about having a fully staffed department, a theatre that can accommodate numerous patients daily.  This all of course leads to the outcome, happy doctors, happy directorate, very happy patients, and a lowered waiting list (Walker, Shwartz, 2013).
Efficiency can also lead to other factors though, such as stress and overload.  IT has become so advanced today; it is now possible to work anywhere and anytime.  People can work from offices, from home, or even travelling to work on a train.  This can be exhausting on the individual and on the resources.  Therefore, it is important to make sure that adequate resources are available.
For example, one office with a team of 50 staff.  They must share the use of one photocopier and one printer.  In addition, they have to share the provision of office stationery and maintenance with the whole building, so waiting times for maintenance and walking to gather stationery can use up a lot of ‘working time’ (Gie, Slabbert & Haydam, 2017.  So, by splitting the team into a more manageable workspace, offering perhaps two additional printers, maybe smaller desktop printers, and access to a second photocopier, the workload becomes easier, and the work can be done a lot faster.  And possibly the discussion could be had by team leaders to order own departmental stationery items, to reduce loss of working time.

Simple use of communication such as a call to Maintenance for a faulty tap.  Quick and simple if you can get from A to B and solve the issue as soon as possible.
In a larger organisation, for example a chain of restaurants/retail outlets or in an organisation such as the NHS, several departments would be responsible for many different aspects of maintenance issues. 
General Office equipment, plumbing and electrical issues would be dealt with by a localised maintenance team that would undertake most works.  Most organisations have a separate dedicated team for all IT issues also.  The following horizontal process table shows the correct route for handling maintenance or IT requests, so that they can be dealt with as soon as possible.
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Telephones can be very useful in all aspects of life, but they can also be dangerous if information is not handled in the correct way.
There are formal procedures in place regarding telephone communications that must be followed as a rule.  Advice may be given for several reasons; for example, in the health sector, it may be giving advice on directions, staff members, appointments etc.  Particularly for the health sector there is a significant number of criteria that must be adhered to with regards to release of information (Rigg, 2018).  
•	Information must be given only by suitably qualified staff and following the agreed guidelines of policies and procedures.
•	Where information is released and advice given, it must be recorded electronically of any discussion including names, dates, and times.
•	Overall, the most important point to remember is that any information given out has been requested and is on a ‘need to know’ basis only.
When making a telephone call and when receiving a call, it is important to follow the very basic rules and procedures, as it is the general base of the whole procedure.
•	Identify yourself at the start of a conversation whether calling or receiving a call.  By doing this it will enable the person at the other end to establish with whom they are speaking and the company that you are from.
•	If making a telephone call, always remember to leave a contact number or a choice of numbers for a return call to be made.
•	Always be discreet.  Be aware of the background around you, and who may be party to the information that you are giving or receiving.  Also be aware of confidentiality when giving information to anyone – information should be given on a ‘need to know’ basis.
•	Messages are to be given or taken with the full details, in as prompt and concise form as possible.
Data Protection and security play a major part in pretty much everything that we do or say these days, including the home as well as the workplace.  It is a global importance and can be dangerous if it is not taken seriously (Wilton, 2017).  If someone telephones you at home and says they are calling from your bank, how do you know?  They may start to ask you for your account details and your passwords.  Passwords should never be given out to or shared with anyone.  You may find that you have security enabled information for things that you have in your personal life, such as a bank account or an energy account.
As in the workplace, data protection is just as important.  Be aware of whom you are speaking with when someone is requesting information, and what information is required and what it is required for. 
Be aware of what information they are party to.  Data is to be obtained on a need to know basis, for specific and lawful purposes only, and the information should be relevant to the request. Data should not be kept for longer than is necessary for the purpose of its use.  
Data protection procedures are in place for a reason.  Data is protected globally, and laws are in place to protect. 
The Data Protection Act 1998 protects the controller for any misuse of data and breaches (Jay, 2000).  Information leaked in any aspect of business can reflect badly on both the company/organisation and the individual/individuals, as it reflects a poor image of lack of judgement and concentration in the workplace.  It can also potentially cause upset and possibly legal proceedings.  This reflects badly on the organisation and could also cost greatly from a monetary aspect. It gives the customer/client/patient an overall picture on the unprofessional approach with information kept on their behalf.  A good process of data protection will give the customer/client/patient a satisfaction and confidence that their business is being kept in a professional and confidential manner, and can also give them the feeling of being treated as an individual and not as another statistic on a spreadsheet.
Approaches to technological methods used in the workplace are always a priority and are continuously monitored to look at ways to improve. A questionnaire has been added to this assignment (Appendix 2), to look at how technology is used and how it plays a part in people’s everyday life. A questionnaire is one way to find out how technology is used and how it can be improved. The use of this information, along with other information sources, can be split into Qualititive (Adamson, Gooberman-Hill, Woolhead Donovan, 2004) and Quantitive data (Courbier, Dimond, Bros-Facer, 2019).  Qualititive, documents and questionnaires, and Quantitive, Graphs, Charts, and reports, are all excellent ways in which to decipher research and to improve lifestyle, whether clinical benefit or how we live. 
Examples of Qualititive and Quantitive data are listed below.






Internet information can be very beneficial.  It can be useful, informative, and helpful.  It can also be dangerous, unnecessary, and sometimes dangerous.
[bookmark: _Hlk53847825]I have decided to draw up a CRAAP test, (Appendix 3), to help evaluate the information found on the Internet.  The evaluation tool, Blakeslee (2004) enables me to consider the information used in this test, and how it gives an oversight into the use of technology used today.

Data protection is so important in any respect.  In the home, you would protect your personal information, such as bank details or utility information.  In the workplace, property details and vendor details are confidentially stored in an Estate Agent, patient information is confidentially stored in a GP practice.  And the same goes for the NHS profession also.  Clinical data, such as patient information, procedures, and staff information.
The GDPR regulation was brought in on May 25th, 2018.  It allows effective control of personal data to individuals.  It also allows businesses to improve the trust of the general public (Laybats & Davies, 2018).
· The GDPR controls personal data, and how it is used and how it can be accessed. 
· It controls what can be done with the information and gives a person the right to be able to find out exactly what is held on them.  
· Data should be deleted if it is no longer needed.  
· If data is lost or stolen, then it should be reported immediately to authorities and to the person whose data has been lost.  
· Consent should be given to request and store personal information. 
· Data should be requested on a ‘need to know’ basis only.

Data is more likely to be stolen rather than lost or misplaced.  This is known as identity theft (Privacy Rights Clearinghouse, 2017).   It can happen anytime, and it can happen either online or in the household or on the street.
Fraudsters can access your personal information online, by taking your name, address, and date of birth.  Your bank details can even be accessed through the internet if you do not follow a secure website.  It can lead to many problems, cause financial loss, and much heartbreak in the most extreme circumstances.

I have added a PESTLE analysis, (Appendix 4), to summarise the information I have detailed regarding technology today and the importance of how it is used. 

In 2019, the continued discussions regarding Brexit took over our lives.  There was never a time that you could not turn on the television, read a newspaper or read an online document regarding the issue.  
However, 2020 has been dominated by one thing.  The Covid-19 outbreak quickly became a pandemic.  It has been in our lives since the beginning of the year and does not look like it’s going anywhere soon.
Social media and general news have been both good and bad for the virus.  It has highlighted the good times, for patients that suffered, and have come out the other side.  It also focussed on the illness and its symptoms and how they cause problems for patients.  We see and hear the daily figures documented by the Government.  The graphs show the rise and fall in cases, the media share daily new interviews with patients, doctors, and scientists.
I have put together a table showing the Covid-19 confirmed cases and deaths for 2020, listed below.  I have then added it to a line graph.
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[bookmark: _Toc33463255]LinkedIn Profile

In today’s technological world, Social Media is a huge platform for communication and self-promotion (van Dijck, 2013).  The most popular for a professional platform would be LinkedIn. I have added my LinkedIn profile, (Appendix 5), at the end of the assignment.
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LinkedIn, launched in 2003 is a professional networking website. Launched in America, it is mainly used for employers posting jobs and for people looking for work. It enables those looking for work to post copies of their CVs. In May of this year, it was recorded that LinkedIn had 706 million members registered globally. 
With LinkedIn, members can create profiles and can connect with one another on a social network to build professional relationships. 
LinkedIn currently has approximately 20,500 employees, with around 30 offices globally, including America, Canada, Europe, UAE, India, London, and the Far East.
Other social media platforms that I have researched are listed below.

[bookmark: _Toc33463256]Research LinkedIn and other social media platforms to enhance networking and career prospects

Industry today relies heavily on technology, in particular the Internet.  People look to develop and grow every day, always striving to be one step ahead of their colleagues, the one that climbs the ladder, the one that gets that promotion.  The Internet helps greatly in the search for that dream job, in the use of digital credentials (Schiavo,2020)
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Twitter is an American social networking service.  Created in 2006 by Evan Williams, Biz Stone, Jack Dorsey and Noah Glass, the Users use the service to read and post messages or ‘tweets’.  By 2018, Twitter had registered over 321 million active users each month.
[image: ]
Facebook, an online social media, and social networking facility.  The brainchild of Mark Zuckerberg.  It currently has around 2.70 billion active monthly users.
[image: ]
YouTube is an online video-sharing.  It was created in 2005, and allows it’s users to upload videos, and also to view, share and rate.   
[image: ]
WhatsApp is an app that is free to download. It is used widely used to connect with friends and customers.
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Messenger, previously known as Facebook Messenger, is an app that allows users to send messages, photos and videos.
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Instagram is a video and photo sharing service.  It is owned by Facebook.  The app allows uploads of photos and videos, that can be filtered and tagged, shared publically and with friends, family and other pre-approved followers. 
[image: ]
Reddit allows members to add content to its site content, such as posts, images and links.  These are then voted by other members.  They cover many topics such as politics, news articles, games, cookery, books, sport and music amongst others.
[image: ]
Snapchat is an app that allows short term posting of photos and messages. It is an app that is particularly popular to the younger generation.
[image: ]
Pinterest is an app that consists of "pins" and "boards". A user can pin an image that is of interest from a website.  It can be saved and uploaded on to a board.  

I have detailed a graph of the above-mentioned social media platforms, showing the list in order of popularity.
[image: ]
After consideration, I believe that the best platform for me to use if I decided to look at a new role, would be LinkedIn.  I am currently very happy in my role with in the NHS, but I can see that there are many connections linked to the NHS on LinkedIn, and I could possibly consider researching a new role, many of which are detailed on the LinkedIn website. 
The roles I would consider would be similar to my current post.  They would utilise my strengths in the workplace, including strategic workmanship, decision making, communication skills, team working and planning skills.
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Skills for the Workplace  BMSK 4003	
Digital Skills and Research Methods

21st Century Technology Questionnaire

1. What kind of technology do you use, please choose from the following list, tick as many boxes as you would like;
Mobile Phone			[Grab your reader’s attention with a great quote from the document or use this space to emphasize a key point. To place this text box anywhere on the page, just drag it.]

Social Media			[Grab your reader’s attention with a great quote from the document or use this space to emphasize a key point. To place this text box anywhere on the page, just drag it.]

Internet			[Grab your reader’s attention with a great quote from the document or use this space to emphasize a key point. To place this text box anywhere on the page, just drag it.]
[Grab your reader’s attention with a great quote from the document or use this space to emphasize a key point. To place this text box anywhere on the page, just drag it.]

Newspaper			
Landline phone[Grab your reader’s attention with a great quote from the document or use this space to emphasize a key point. To place this text box anywhere on the page, just drag it.]

	
2. Do you use your technology for;
Work			[Grab your reader’s attention with a great quote from the document or use this space to emphasize a key point. To place this text box anywhere on the page, just drag it.]

Social[Grab your reader’s attention with a great quote from the document or use this space to emphasize a key point. To place this text box anywhere on the page, just drag it.]
[Grab your reader’s attention with a great quote from the document or use this space to emphasize a key point. To place this text box anywhere on the page, just drag it.]

Both		

3. Do you find 21st Technology easy to use?
Yes			[Grab your reader’s attention with a great quote from the document or use this space to emphasize a key point. To place this text box anywhere on the page, just drag it.]

No[Grab your reader’s attention with a great quote from the document or use this space to emphasize a key point. To place this text box anywhere on the page, just drag it.]

4. Do you use technology often;
Daily			[Grab your reader’s attention with a great quote from the document or use this space to emphasize a key point. To place this text box anywhere on the page, just drag it.]

Weekly[Grab your reader’s attention with a great quote from the document or use this space to emphasize a key point. To place this text box anywhere on the page, just drag it.]


5. What is your age group
11 - 29			[Grab your reader’s attention with a great quote from the document or use this space to emphasize a key point. To place this text box anywhere on the page, just drag it.]

30 - 59[Grab your reader’s attention with a great quote from the document or use this space to emphasize a key point. To place this text box anywhere on the page, just drag it.]
[Grab your reader’s attention with a great quote from the document or use this space to emphasize a key point. To place this text box anywhere on the page, just drag it.]

60 – 100

6. Additional comments:
…………………………………………………………………………………………………………………………………………………… 
…………………………………………………………………………………………………………………………………………………… 
…………………………………………………………………………………………………………………………………………………… 

Thank you for taking the time to complete this questionnaire 
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Appendix 5

LinkedIn profile:

https://www.linkedin.com/in/louise-ackland/
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The tap in the ladies loo won't turn off!


Print a clear and legible sign in an easily recognisable font clear for all to read.  Place sign in a visible spot for all to see, and if necessary clear any water spillages and use 'wet floor' signs.
If loo needs to be  isolated, give clear instructions of alternative facilities for use


Note the date and time of call, and log the reference number.  An engineer should be allocated to you to fix the problem



Remember, by taking all the above details, you have the record of who you have spoken with and when, in case you need to chase the process of the work



Telephone maintenance and report full details of the fault 



Quantative- in numerical form


Reports


Surveys


Qualititive - not in numerical form


Questionnaires


Documents


Graphs


Charts


Pictures or images


Transcripts
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Currency - timescale of information publishing.
Has it been updated regularly, relevant to your project.
Is the information up to date.

Relevance- is it needed, how important is it to you.
Is it relevant to the project or work in question.
Who would the intended audience be?

Is it appropriate?

Authority - Information source.
Who has published or written this information.

Can the contact information be verified; numbers, email
addresses.

Accuracy - Can this information be trusted?
Is it reliable?

Is it true to word?

Can it be verified?

Purpose - Why does the information exist, why is it needed?
Does it inform?
Does it educate?

Does it hold any issues such as opinion, propaganda, religious
issues, political.
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