	Student name: Antony Jaques
[bookmark: _GoBack]ID: 1806571











DIGITAL SKILLS AND RESEARCH METHODS
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With the advancement of internet and technology, an organisation is should implement them in their business process. An organisation use cloud service to store their important and confidential data to avoid loss of data due to system failure. The data over the cloud are secured and well maintained so that data can be easily retrieved when needed. The web conference is used to conduct meeting and conference online, this minimises the organisation’s cost and helps them to organise meeting instantly in emergency case.
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[bookmark: _Toc534118541]Introduction
At every workplace, modern technology is used on a large scale for improving workplace efficiency and proper communication between employees of different levels. Modern technologies like web-based email, tablets and smart phones, cloud file storage, web conferencing and online office applications are used. Various social media platforms are also used for posting organisation’s advertisement and other information for both public and employees. This report explains the proper use of these modern technologies and how they benefit an organisation.
[bookmark: _Toc534118542]LO1
[bookmark: _Toc534118543]Use of Cloud File Storage in a workplace
Cloud File Storage is one of the most secure ways to store data and files; therefore it is used in every workplace to avoid loss of data. There are a number of companies which offers cloud storage facility to their customer and all of these companies provide features like the security of data, regular data backup and deletion of redundant data (ezcomputersolutions.com, 2018). These providers offer various storage facilities such as limited storage for free and maximum storage for the business purpose. Workplace prefers business purpose offer in order to store unlimited data.
In a workplace, cloud storage is used to store important data like employee details, salary transaction details, number of projects and the company’s annual benchmark.
[bookmark: _Toc534118544]Google Drive vs. Microsoft OneDrive
Microsoft and Google are one of the most popular cloud storage providers in the world as they offer high-level security for their users and they have various features (cloudwards.net, 2018).

	Google Drive
	OneDrive

	Offers 15GB free storage.
	Offers 5GB free storage.

	They offer maximum 30TB for £239.99 per month, and there is no unlimited plan.
	Offers unlimited storage for approximately £7.50 per user per month.

	Google Docs is used for editing documents over Google Drive.
	Office Web Apps is used for editing documents over OneDrive.

	AES 128 encryption protocol is used for encrypting data.
	AES 256 encryption protocol is used for encrypting data which is more secure than AES 128.

	24/7 customer support facility.
	Low customer support facility.


Based on the comparison it can be suggested that Microsoft OneDrive is more beneficial to use in a workplace because it offers high-level security protocols and more cost-efficient than Google Drive.
[bookmark: _Toc534118545]Improve efficiency
Cloud storage can increase efficiency in the following ways (allbusiness.com, 2018):
· Data backup: In a workplace, they have their important data and losing them can bring disaster to the organisation, hence they prefer the use of cloud storage to back up their data. With the use of the internet, every second data gets backed up, therefore, there is no fear of losing the data. 
· Security: As a organisation stores their important and confidential data, therefore some level of security is provided by these cloud storage vendors (Chang et al. 2016). This makes those data secure from any hackers and crackers.
· Cost efficient: Instead of spending a huge amount of money on physical servers it is preferable to spend fewer amounts on cloud storage to store and maintain data.
For instance, it can be often seen that technical failure can occur in an organisation therefore; storing data on the cloud will increase security and avoid data loss.
[bookmark: _Toc534118546]Increase employability
Proper handling of data over cloud will make an individual technically advance and thus it will increase their employability.
[bookmark: _Toc534118547]Web Conferencing in a workplace
Web conferencing is the method of conducting a live meeting, conference, presentation and training via the internet (3cx.com, 2018). According to Vashishtha et al. (2017), it is a web-based tool with a combination of voice audio, webcam visuals and text-based chat communications. With an increase in the organisation’s branch at a different location especially outside a country, it is always not possible to get every manager available for the physical meeting. Therefore, with the use of web conferencing a employee can attend meeting and conference even when they are travelling. 
[bookmark: _Toc534118548]GoToMeeting vs. TeamViewer
These are the most popular web conferencing platforms used by most of the workplace for organising a successful meeting (capterra.com, 2018).
	GoToMeeting
	TeamViewer

	It is preferred by the various sizes of organisations.
	It is preferred by small to mid-sized organisations.

	It can be accessed using various devices including a mobile phone.
	It cannot be accessed from a mobile phone.

	It does not have a presentation streaming facility.
	It has the feature of presentation streaming.


Based on the above comparison it can be suggested that the use of TeamViewer for web conferencing is beneficial because it has the feature of presentation streaming. It has the disadvantage of inaccessibility from a mobile phone, but it is expected that a business individual has a laptop and using it they can attend web conferencing.
[bookmark: _Toc534118549]Improve efficiency
· Time and cost efficient: Traditional method of organising meeting and conference was a headache as it was needed to think about organising hotel rooms, worry about travel fees and create expenditure reports. In words of Nuzzolese et al. (2015), with the use of web conference, a employee can attend the meeting from anywhere using the internet.
· File and screen sharing: With web conference, there is no need to worry about carrying files and reports as they have the feature of online presentation and screen sharing.
· Flexibility: With web conferencing, a company can organise an emergency meeting instantly when they have any serious issue. 
[bookmark: _Toc534118550]Increase employability
With regular web conferencing an individual can improve their communication skill and learn to maintain behaviour even when they are sitting at home or travelling. This practice enhances their employability and helps them in near future.
[bookmark: _Toc534118551]LO2
[bookmark: _Toc534118552]Social media in workplace and job recruitment
In the current era of technological advancement, social media plays a crucial role in workplace culture to enhance productivity, marketing, customer relation, brand image. Social media marketing is now a considering a part of integrated marketing mix within an organizational structure. LinkedIn, Twitter and Facebook can be used to attract job seekers in the various organizations.  
[bookmark: _Toc534118553]Communication
Technologies help to achieve better communication, environment, workforce within an organization. According to Stelzner (2014), various social media platforms like facebook, LinkedIn and Twitter are now used to gather information among the employees and company officials. These social media platforms also enhance interrelation among the organization, their employees, customers and stakeholders. Social media creates a strong communication channel among the customers and organizational body. These platforms can be used as advertisement tools to deliver and communicate product details to the customers. 
[bookmark: _Toc534118554]Feedback collection
Social media sites are useful for collecting feedbacks from the customers to improve the service quality and product quality of an organization. Surveys, questionnaires, interviews can be arranged with the help of social media. Companies can use social media to connect with existing as well as new customers. Job applicants can gather data from official company accounts in LinkedIn, Twitter and Facebook to choose their job application appropriately.    
[bookmark: _Toc534118555]Brand image
As opined by Alalwan et al. (2017), social media can be used to create a strong brand image to the customers. This helped organization to reach different kinds of customers easily. Companies can push their advertisement to the social media platforms and attract new customers to their marketing. These platforms also can be used to understand the market trends and customer needs and demands regarding products.       
[bookmark: _Toc534118556]Role of LinkedIn in workplace
LinkedIn is a social media platform which helps the organization to hire, recruit, communicate with the employees within an work system. 
[bookmark: _Toc534118557]Advantages
· Recruitment 
They can hire new and suitable employees for a specific job role in the organization. linkedIn is a platform which creates a strong official bond with organization and employee. Official job profiles can be created for a person and as per the job requirement, company officials can communicate with the job applicants to recruit in their organization (Karjaluoto et al. 2015).  
· Communication 
Company official can communicate with their staffs with the help of LinkedIn. This social platform can be used to communicate officially within and organizational structure which as a result increases productivity of that organization. This can also improve inter-relationship and communication among the employees of an organization. LinkedIn is a platform which helps the organizations to communicate with customers. 
· Marketing 
Company officials can use LinkedIn platform to deliver their company name and image to the employees (Kyriakopoulos et al. 2016). This can help organization to grow their business and increase company image and reputation to their customers. 
[bookmark: _Toc534118558]Disadvantages
Sometimes the data given to this platform carries false and misleading information which can confuse customers and job seekers. Without proper and daily basis updating of organizational data can create uncertainty among the job applicants.     
[bookmark: _Toc534118559]Role of Twitter in workplace
[bookmark: _Toc534118560]Advantages
· Communication 
Company officials use Twitter to communicate, deliver company information, company data to their employees (Alalwan et al. 2017). Twitter is one of the most visited website in the world and 326 million of active users which can be used to communicate and attract huge number of customers. 
· Brand image 
Unofficial advocates promotes specific brands in Twitter which indirectly promotes the brand to a vast number of general people. Business profiles can be created by company officials to create impact about their brand name to the Twitter users. Their Promote Mode is an automated promotion engine which helps the business bodies to promote their brands and creates best Tweets to enhance marketing efforts (Twitter, 2018). 
[bookmark: _Toc534118561]Disadvantages
Twitter users can push wrong information about a brand or company in the platform to manipulate the image of a brand. False data can be spread with the help of Twitter platform. Sometimes data found in Twitter is misleading in nature which can create controversy and wrong impression in society and community.  
[bookmark: _Toc534118562]Role of Facebook in workplace
Facebook is one of the most popular social media platforms which can be used to communicate and connect a vast number of people all over the world. 
[bookmark: _Toc534118563]Advantages
· Customer feedback
Customer feedback collection method like survey can be used with the help of Facebook platform. Organization can create different types of surveys in this platform to collect data from the customers easily. Customers can refer and vote new company policies and services with the help of Facebook (Jin, 2015).
· Advertisement      
Facebook is a strong platform to push advertisements to the customers. Customized advertisement can be delivered to the Facebook users by the organizations. Organizations can create official accounts in Facebook to interact with their customers. 
[bookmark: _Toc534118564]Disadvantages
Wrong data and informations can be delivered to the customers with the help of Facebook. As opined by Stephen (2016), posts regarding news of a company can be misleading in nature which significantly impacts on brand image.  
[bookmark: _Toc534118565]Implications in personal and professional security
Organizations can gather personal based data from social media platforms regarding personal choices, preferences, liking, disliking, search pattern to enhance their customized service to their customers. Social media is a main source of data leakage of professional and organizational data to the general people.   
[bookmark: _Toc534118566]Preferable platform
LinkedIn is the most preferable platform is it communicates their employees and customers in a professional and official way. There is lesser chance of misleading data spreading in LinkedIn platform. LinkedIn is the most trustable platform among these three platforms.   
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[bookmark: _Toc534118567]Conclusion
From the above study it can be stated that business bodies can use social media to enlarge their business structure to a great extent. Organisations need to take advantage of modern technology advancement. As there are various vendors of cloud storage therefore an organisation need to select a best vendor according to their needs. Web conferencing reduces time and cost for an organisation therefore it is necessary to conduct web conference in emergency case. LinkedIn, Facebook and twitter plays a crucial role in recruitment process. These platforms helps the organizations to communicate with their customers, deliver a strong brand image to the general people. There is an issue regarding data privacy in social media which affects personal as well as industrial level. 
[bookmark: _Toc534118568]Recommendation
· Company can conduct regular basis surveys in social media to gather information about social media.
· Every organization should regularly update their official company profile in LinkedIn, Twitter and Facebook.
· Organizational personals can track social media activities in a regular basis to mitigate data leakage and misleading data spreading. 
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