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Digital skills and research methods are a large part of communication in today’s modern society. Technology is software that is used throughout the world by millions of people, no matter age or status. It has rapidly evolved through the past decade, becoming more and more reliable, efficient and advanced in the development of the technology used. It helps us with many tasks in life, like communication, business and education. The use of modern technology has significantly improved communication and productivity in the workplace, using things such as machines to increase output to grow the business. 
[bookmark: _GoBack]Technology is the application of scientific knowledge for practical purposes, especially in the industry (Oxford Dictionary). Machinery and devices, like computers and mobile phones, have developed from scientific knowledge throughout the years and the branch of knowledge dealing with engineering or applied sciences reduces the amount of paper work for us, making our lives easier. Technology is not a luxury; it is a necessity, as it is becoming a part of our everyday life. There are many branches to technology. For example, media and communication has changed rapidly. During the early 1900s, theatre, telegraphs and newspapers entertained us. After that, in the 1930s, movies replaced theatres and telegraphs with telephones. In the 1950s, TV replaced movies and newspapers. With technology developing, it has changed our lifestyle. We use the internet every day and immense quantities of information are uploaded and downloaded, which we read, watch and listen to. 
Learning about technology is important and recommended because it is developing so fast. Almost every industry involves parts of it. It helps us with many aspects in life, like education, communication and business. Technology has had a large impact on education, both on teachers and students, where they have learned to combine their teaching and learning skills with the use of the growth of technology, where modern technology and learning tools supports the process, like smart boards, tablets, computers and smartphones. These devices have expanded student’s motivation toward learning and ways of teaching. This allows teachers to communicate with their students across far distances by creating virtual classrooms (Karehka Ramey, March 2013). There is also online education available, where students can interact with their peers virtually and attend classes during their free time. It also improves students’ writing skills by aiding them learn how to write well written paragraphs, with good grammar and spelling. They can also search up definitions and synonyms with built-in dictionaries and thesauruses and alter their grammar with auto-spelling check. Not only will students’ be learning a lot, it will be more enjoyable for them. Many pupils complain when finding a subject difficult, but with apps, it’s an efficient way for them to expand on their knowledge in a fun way. However, it has not replaced teachers throughout the process. Using technology to help students’ education is not about mobile phones, but about the improvement of learning and their levels and engagement in school activities. 
Communication is a critical part in today’s society, as it is used amongst friends, family and employees. Technology has advanced communication through electronic devices, like mobile phones, computers and tablets. In the past, it was limited to writing letters and waiting for up to a week for a reply. However, now there are many ways to keep in contact with someone, especially long distant relationships, and receive many messages within seconds, like e-mail, text and social media (Zachary Fenell). All of these elements have helped to make communication efficient and more accessible. Electronic communication also benefits sharing information with a large amount of people. For example, when informing people about an important e-mail. Technology has helped modern communication, which gives us the ability to stay in touch with others, using phones, social networking sites and computers. 
In modern society, social media is a crucial source of communication and entertainment. 81%of people use social media and it is important to apprehend the positives and negatives while using these apps (Madden, Lenhart, Duggan, Cortessi & Gasser, 2013, Sophie Lauren video, 2014). Firstly, not only do social networks help people to develop new relationships, but stay in contact with one another, which is a key skill to require.  They are able to share posts and upload content, encouraging them to be creative and can help them to express their feelings in another way. They can use social media to help students with their education. From asking friends or teachers for help on a difficult subject to schools proving online help and apps to use, like Show My Homework, which is an app to download to help students know when deadlines are due and attachments to help pupils with any assignments or homework. However, there are some flaws. Unfortunately, social media is being used as a source of cyber-bullying, which is very similar to bullying, but requires an electronic device. They could be sent rude, mean or hurtful messages, which could eventually lead to both emotional and psychological mental issues (Sophie Lauren, December 2014). Another problem is people posting too much about themselves. Fake profiles can be made and could find personal information about you, like where you live and your date of birth, which puts you in danger. Finally, social media accounts post photo-shopped pictures, which could affect young adults and teenagers self-esteem and make them feel as if they have to be someone they’re not, by having the perfect body and flawless skin.
Technology helps businesses make their services and advertising more efficient leading to lower costs improving the financial accounts of a company. It improves companies of any size to help them globalise their business. Communication is key because there are large amounts of information now on websites through the internet and email and social networks keep their business running to help them stay connected with their customers. It has made business meetings easier for people because they can now engage through video conferencing. They no longer have to worry about being late and can talk with their colleagues. In addition, many companies have social media accounts to post the latest information. 
Digital literacy is ‘the ability to use information and communication technologies to find, evaluate, create, and communicate information, requiring both cognitive and technical skills,’ (Marijke Visser, September 2012). Being digital helps us with education, economy and communication. It allows us to learn faster with the technology we own now. We are now able to study at home because we can look things up on the internet, like data, figures and facts. It helps us save money by using coupons, apps and daily deal sites, making it easier for us to buy products at the best available price. It benefits our communication with others, now that there are many social media apps, like Facebook, Twitter, Instagram and Snapchat. We are enabled to keep connections with those who would have lost contact with each other. Social media users share information, like photos and videos, and there are currently 2.62 billion active social media users. It can help you get employed because some jobs require the use of computer skills and knowledge. For example, a receptionist, newspaper worker and salesman. Digital people are able to use technology effectively to gather information and use their skills to collaborate with associates. 
When using digital skills, it is important to keep your files organised and neat. This can help you find files to open easier. Everything saved on a computer is a different type of file. Text from word or power point is saved as a document file, a photograph imported from a camera or device is saved as an image file and these can be grouped into folders. You can create different folders by locating it at the top left corner, clicking it and naming it to your desire. To rename folders, right click, select ‘re-name’ and type your desired file name. Folders can contain other folders, which are known as subfolders. Whenever you need to save a file, you are asked which folder you want to save your file in. There is a file saved on your computer named ‘My Documents’, which is on your computer’s server on your network and hard drive. Saved on your documents are separate files, where ‘My Music’ will have music files saved onto it, ‘My Pictures’ will have picture files saved onto it and ‘My Videos’ will have videos saved onto it, unless you specifically save it somewhere else. You can click and drag the mouse around files you want selected and when completed, release the mouse. You will be left with a blue box highlighting your files. This allows you to move copy or delete all these files at the same time. However, to select specific files, press and hold the ‘Ctrl’ key on your keyboard, located at the bottom left, whilst clicking the files you want selected. File extensions provides important information about the file and indicate the program in which the file was created. For example, ‘doc’ means document created using word, ‘txt’ means text file created using text editor and ‘jpg’ means a picture file. In addition, you can cut and copy files. To cut, right click your selected file and select ‘Delete’. But to copy a file, right click it and select ‘Copy’ and then where you would like to have the copied file, right click and select the ‘Paste’ option, where you will be left with an exact copy of the file. 
‘Cloud storage is a term that refers to online space that you can use to store your data. As well as keeping a backup of your files on physical storage devices such as external hard drives or USB flash drives, cloud storage provides a secure way to remotely store your important data. Online storage solutions are usually provided using a large network of virtual servers that come with tools for managing files and organizing your virtual storage space’ (Mark Harris, September 2017). Cloud storage has many advantages. It is very accessible, as it can be available from anywhere through the internet. Cloud storage allows you to drag and drop files between their storage and cloud storage and data saved on it can be used as an alternate. It is very cheap and can send a web link through e-mail instead of files to individuals. However, there are disadvantages, if you have no internet connection, you do not have any access to your data and there are concerns with the safety of your data when stored. When dropping and dragging, it could remove the file from its original location but a substitute could be copy and paste. 
In conclusion, the effectiveness of modern technology combined with the use of social media is now necessary in order for a company to grow and gain popularity in the market. The various ways technology and social media can be implemented into the workplace does not only benefit the firm but also the workers as they gain transferrable soft skills within the technical sector which can be used in later life for future employability opportunities. Overall, technology is a crucial skill needed now in order for workers to work efficiently and for a business to grow.
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