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Introduction:
For this assignment, I was tasked to review modern technology within the workplace in the 21st Century. Technology has clearly advanced over the years and will continue over time.

[bookmark: _Toc58250691][bookmark: _Toc62469656][bookmark: _Toc456901517]What has been the impact of 21st Century Technologies on the modern workplace?

[bookmark: _Toc58250692][bookmark: _Toc62469657]Evaluate the appropriate use of modern technologies and social media in the workplace generally 

Smartphones are no exception where technology has advance tremendously. R.C.Joshi, Emmanuel S.Philli (2016) gives an overview of the modern smartphone. “Smartphone is not only used for communication nowadays but also used for doing computational operations as well as storing information of a user.”
Many of us now own smartphones, I personally only know of my grandparents who still own a standard mobile phone.
According to research compiled by Boyle M, (2020) “In 2020, 84% of UK adults own a smartphone. On average, Brits spend 2 hours and 34 minutes online on their smartphones every day. In 2019, 72% of mobile connections are 4G, up from 66% in 2018. Over 1 in 5 minutes spent online is spent on social media - See graph defining age categories of smartphone usage in appendix 1

An article by Rogers S (2019) shows a visual history on just how far technology has advanced with mobile phones – see appendix 2.  Technology has advanced in this area and surprising to the younger generation that at one time such mobiles would have been the trend.

The positives of having a smartphone are the convenience of having a device that you can carry around and have easy access to numerous applications. You can take photos, use maps, and voice call. The internet enables you to email, message, including voice call. They provide storage so you can save docs/pictures as well the option to create a contact list. They are a mini version of a computer or tablet with the same functions and more. Whether we use for personal, business or studies they are hugely convenient and a productive tool.
Whilst there are big positives, they also have negative points. The latest Apple model retails for approximately £1000. Internet plays a huge part in the functionality, therefore if in an area with no signal, this is a big issue. There is limited storage which you need to be mindful of how much is being stored to the phone. If supplied by an employer, you are expected to be available 24-7. If you lose the phone (and not backed up to cloud) you could potentially lose all data. Many of us would not know our family and friends contacts details without our phones. A big negative for me is how much time we as society spend on phones. 
Bailey, I (2019) authored an article. “How smart will phones get?” – see Appendix 3
Although the article is far-fetched it did make me question how far technology will advance and at what cost to society.

WhatsApp LLC (2021) state “WhatsApp Business App is a free to download app that was built with the small business owner in mind. Create a catalogue to show case your products and services. Connect with your customers easily by using tools to automate, sort and quickly respond to messages. WhatsApp can also help medium and large businesses provide customer support and deliver important notifications to customers”
This is an extremely popular tool these days. People are much more likely to respond quicker to a WhatsApp message, opposed to email. The ability to make voice calls is also a big plus. 
BYOD (bring your own device)
EM360tech (2018) states, “Most companies now have at least one or two employees who bring their own equipment into the office. This sort of situation has been given a name: “bring your own device,” or BYOD, and is a growing trend. It is not known how many or what proportion of employees bring their own devices to work, but is quite common now, and it is obviously linked to mobile working.
The employee will, of course, take their own device home, and may do their work at home as well. In fact, a lot of companies require employees to bring in their own devices. However, there are issues around BYOD.
Some employers instinctively do not like it. For others it presents a potential security problem. There may be technology compatibility issues as well, creating extra work for IT people.
So, what to make of this new BYOD and mobile working culture? How can the IT people secure the company network, files, and data in the complicated jungle that BYOD can become?
And what support is available from companies which understand BYOD and can supply tools to cope with the situation?
Can BYOD improve productivity?”

There are numerous resources available, claiming to be the best option for cloud storage and/or independent services compiling list of what they deem as the best services available. 
Guru99 explains how the product works, “Cloud Service providers are vendors which provide Information Technology (IT) as a service over the Internet. Cloud computing is a term which is used for storing and accessing data over the internet. It does not store any data on the hard disk of your PC. Cloud companies helps you to access your data from a remote server. Cloud computing companies’ services range from full application development platforms to servers, storage, and virtual desktops.” (Guru99 2021)

They express their opinion of the top 25 companies. I have decided to list the top 5 – see appendix 4.

Tech Advisor claim the best services to be as follows:
· “Best overall:  Google Drive
· Best paid service: pCloud
· Most free storage: Mega
· Best for security: Tresorit
· Best for business: Dropbox” (Tech Advisor 2020)

Google Drive
They sell their product as, “Boost teamwork and productivity with Google Drive” – see Appendix 5, which outlines the services available, and as an overview is as follows. 

Business plans prices vary to accommodate small, medium, and large organisations – see Appendix 6


Drop box

Johnson, D (2020) describes how Dropbox works. “When you subscribe to Dropbox, you are allotted a certain amount of storage space in an online server known as "the cloud." After installing the Dropbox app on your PC, mobile device, or both, any files that you store in your Dropbox locally will be copied to the Dropbox server as well” - see Appendix 7


One drive

Microsoft 2021 sells their service. “OneDrive gives you one place to store, share, and synchronise your work or school files. As part of your organization's Microsoft 365 subscription, or SharePoint Server, you can save your files in OneDrive and then work with them from almost any device.” - see Appendix 8

I see the implementation of such services positive within the workplace. This improves productivity. The ability to access documents from other devices, and centralising data is convenient. Many companies now have remote working employees’ and/or staff working in various locations. This is also beneficial to Schools, Colleges and Universities, where during the COVID pandemic is a big plus. The product in which is used really depends on the individual needs.

From a negative perspective, you do require an internet connection for Cloud storage. Therefore, if you were in the position without connection this could pose to be an issue. You can access offline and use the service at a reduced level, but as far as sharing data etc, this would only be available once you are connected to the internet. Clouds are also exposed to being hacked, which clearly is a threat. We all expect personal information to remain safe. With most technology, another delta point would be the cost in which to purchase.

Evaluation:
After researching the use of modern technology in the workplace, it is clear technology has progressed immensely over the years and in my view, will continue improve over time. It is now hugely part of our society and irrespective of the size of a business, we all use some form of technology. We live busy, hectic lives and the power of modern technology can provide both positive and negative points. Whilst I see huge benefits, which include convenience and in turn increased productivity, I do question if we continue to advance, will this have a direct impact on us as society in terms of severe job losses etc and how we interact as society.
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Working for a small business, within the food/catering industry we rely on the company, Just Eat, on a day-to-day basis. Whilst customers can place orders via the telephone, it is a time-consuming exercise, as the shop floor is exceptionally busy. The app is a great tool, as customers can place orders using the app, whilst the business can manage the request without any physical interaction with the customer, making it an effected tool within this kind of industry. From the business perspective you can monitor the performance in various areas, such as peak times, timescales of deliveries, complaints etc. This enables the business to manage productivity.
Social media is also used within the company. They currently use Facebook and Instagram to promote the business, which include, special dishes, recruitment etc, but this is used on a basic level. It is not obvious there are two areas of the business, one being the shop and the other, a catering service for private functions. They have their own website, however this has been “under construction” for some time. The company details are not fully up to date, which include, opening times and an outdated menu.
They tend to heavily rely on regular custom and a word-of-mouth approach, which does work to a certain extent, however by fully utilising social media along with their own website for marketing and up to date information could generate more sales. 
Social media also gives customers a platform to write good/bad reviews, which if the comments are positive is a great marketing tool. I personally read reviews on any services I am using for the first time. From a negative point, bad reviews are also visible to everyone, which can prevent customers using a service.
The card machine has not been operational for some time, there is a cash machine in close proximity, but this is an inconvenience to customers. The expectation to pay by card, apple pay etc is huge. This is something to be rectified to meet customers satisfaction.
Social media is used widely across organisations nowadays.
Wilson (2020) states the main areas why these platforms are used within the workplace. 
· “Marketing your business
· Promote the name of your brand and business
· Tell customers about your goods and services
· Find out what customers think of your business
· Attract new business
· Build stronger relationships with existing customers”

Tankovska. H (2021) explains, “With over 2.7 billion monthly active users as of the second quarter of 2020, Facebook is the biggest social network worldwide. In the third quarter of 2012, the number of active Facebook users surpassed one billion, making it the first social network ever to do so. Active users are those which have logged in to Facebook during the last 30 days. During the last reported quarter, the company stated that 3.14 billion people were using at least one of the company's core products (Facebook, WhatsApp, Instagram or Messenger each month.”

Graph of Facebook users – see Appendix 9

Tankovska. H (2021) confirms data, “As of the first quarter of 2019, Twitter averaged 330 million monthly active users, a decline from its all-time high of 336 MAU in the first quarter of 2018. As of the first quarter of 2019, the company switched its user reporting metric to monetizable daily active users.

Graph detailing Twitter users – see Appendix 10

The positives of social media within organisations are that you can advertise your company/services for little or no cost, including the ability to target specific age groups, as most people also use these platforms on a personal level, as well as business. You can share video’s, pictures as well as messages. You can create groups, control privacy settings etc. Twitter is popular for the usage of hashtags. You can view who is following you and vice versa. Social media can reach millions of people around the world within seconds and are easy to use. Many employers now use such platforms to recruit new employees, which is a cost effect approach. 

The delta points are firstly the platform does open the opportunity for individuals to write bad reviews. Whether this be customers or employees’, it is visible to everyone, which could have a negative impact on the business. The time spent by employees on their personal social media during working hours could cause productivity to decline and the risk of confidential information being leaked on social media accounts.

Workspan TV (2012) holds a discussion on the positive and negative areas with social media within the workplace. It highlights that employers often have a “love, hate” relationship with social media and suggest that implementing company policies around this topic may be the way forward - see appendix 11.

As with any business, there are legal requirements that must be followed when marketing your business using social media. Failing to comply may have serious consequence - see Appendix 12.

· Online Marketing Legislation
· The Data Protection Act 
· Copyright Laws
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For this part of the assignment, we were tasked to create a LinkedIn page – see appendix 13. 
LinkedIn has a slightly different approach to other social media sites. There is a focus on creating a platform for career prospects. They have 740 million users, across 200 countries – see Appendix 14

Nations D (2020) states “You can think of LinkedIn as the high-tech equivalent of going to a traditional networking event where you go and meet other professionals in person, talk a little bit about what you do, and exchange business cards. It's like one big virtual networking event” - see Appendix 15, which I agree with. 

In previous times, we would need to actively seek employment through various recruitment agencies. However, with LinkedIn employers can also contact individuals which is a big positive. I see this platform as an extremely positive tool from both aspects of the recruitment process.

As with all social media platforms, a big negative is that your account is visible to all. Negative experiences can potentially harm your credibility.
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Personal branding plays a significant part in the process of business/recruitment. With more of us using social media, it is imperative we are mindful at all times of the contents we show others. Research suggests that more employers will view personal social media platforms of potential candidates. With technology being so advanced these days anything that is put out on the internet is easily retrievable. Failings in this area could potentially harm your reputation and career prospects. 
Chandler N (2019) explains the top 10 tips for maintaining a personal image online - see appendix 16 His top 3 are as follow:
1. Privacy is Still Real -- If You Want It
2. Prepare for Potential Employers
3. The Internet Never Forgets
I have completed a PDP – see Appendix 17, which are the areas I feel are the areas I need to develop to improve my personal branding. 



[bookmark: _Toc58250698][bookmark: _Toc62469663]Discuss personal and professional security and safety online.

GDPR was founded in 2018.
ICO give an overview of the legislation.
· “Data protection is about ensuring people can trust you to use their data fairly and responsibly.
· If you collect information about individuals for any reason other than your own personal, family or household purposes, you need to comply.
· The UK data protection regime is set out in the DPA 2018, along with the UK GDPR. It takes a flexible, risk-based approach which puts the onus on you to think about and justify how and why you use data.
· The ICO regulates data protection in the UK. We offer advice and guidance, promote good practice, carry out audits, consider complaints, monitor compliance and take enforcement action where appropriate.”

Freedom of Information was founded in 2000.
ICO gives a summary of the legislation. “In brief, The Freedom of Information Act 2000 provides public access to information held by public authorities.
It does this in two ways:
· public authorities are obliged to publish certain information about their activities; and
· members of the public are entitled to request information from public authorities.”

Vigderman, A. (2021) gives an overview of what data security is all about. “In a nutshell, digital security means protecting your computer, mobile devices, tablets, and any other Internet-connected devices from intruders, which could be in the form of hacking, phishing, and more. Digital security could also be used to protect your personal data from being used and sold by companies. There are several ways to protect yourself online, from VPNs to password managers and identity monitoring services. First, let us talk more about the threats at hand” - see appendix 18.
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CRAAP analysis

I researched various sources for this assignment, all of which I followed the CRAAP analysis process. I decided to compile details obtained from Information Commissioners Office, on GDPR - see Appendix 19.









Appendix 1

Graph showing different age categories that use smartphones
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Appendix 2

Visual mobile phone history (of some phones)
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Appendix 3 
How smart will phones get? Article written by Ian Bailey:

How smart will phones get?: Smartphones of the future may be capable not only of storing and presenting information, Ian Bailey writes, but using it intuitively to make decisions on behalf of its owner - ProQuest (uwtsd.ac.uk)
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Guru99.com - List of Best Cloud Computing Companies


	Company name
	Link for more details

	Amazon Web Services
	https://aws.amazon.com/

	Kamatera Cloud
	https://www.kamatera.com/express/compute/

	Linode
	https://www.linode.com

	Server space
	https://serverspace.us/services/cloud-servers/

	Cloud ways
	https://www.cloudways.com/
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Google Drive services.

New Features, Benefits & Advantages of Google Cloud Storage - Google Drive





Appendix 6

Google Drive Pricing.

Google Workspace (formerly G Suite): Pricing plans




Appendix 7

What is Dropbox 

What is Dropbox? How to use the file-storage service - Business Insider


Appendix 8

What is one drive?
Get started with OneDrive (work or school) - Office Support (microsoft.com)



Appendix 9

Graph showing Facebook users as of 2020

Number of monthly active Facebook users worldwide as of 3rd quarter 2020(in millions)
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Appendix 10

Twitter users
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Appendix 11

Social Media in the Workplace: Legal, Policy and Productivity Issues - YouTube
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Appendix 12

Online data legislation

Regulation (EU) 2017/1128 of the European Parliament and of the Council of 14 June 2017 on cross-border portability of online content services in the internal market (Text with EEA relevance) (legislation.gov.uk)


Copyright:
P-01: UK Copyright Law fact sheet :: The UK Copyright Service



Online marketing:
Marketing and advertising: the law - GOV.UK (www.gov.uk)












Appendix 13

LinkedIn Account 

Feed | LinkedIn

[image: ]



Appendix 14

LinkedIn direct page – About LinkedIn
About LinkedIn


Appendix 15

What Is LinkedIn and Why Should You Be on It? (lifewire.com)







Appendix 16

10 Tips for maintaining a Professional Image Online
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Appendix 17

PDP for Martine 
	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	Successfully complete my first years Higher of Education, Skills for the workplace course 
	Focus on completing and passing all assignments, which will in turn increase knowledge
	Family, friends, and work colleagues 
Computer course training company
Internet/books
Tutor
Students

	Feedback from tutor
Marks obtained for assignments
Personal knowledge of area that is being studied. 

	31/9/21

	Commit to seeking alternative employment, with a higher salary and a more interesting role
	Ensure CV is up to date.
Research job vacancies
Complete and pass Level 4, to gain qualification
	Internet to research job vacancies
Friends and family
Tutor 
University resources 
	Obtain feedback from interviews where I am unsuccessful and respond appropriately to perfect interview technique if applicable
	31/12/21

	Focus on becoming an effective, confident public speaker 



	Continue to practise presentations for family members
	Friends and family
	Record each presentation and assess
	31/1/21

	Increase my knowledge of Microsoft 



	Undertake a computer course 
Use the computer packages at home frequently
	Training company
Computer

	I will obtain a certificate
	31/3/21

	Improve on effective time management for healthy balance of work, family, study, and personal time

	Accept support from family members to assist me with childcare for my daughter to study/work
	Family members
	By reviewing the situation and determine if I am g 
	30/4/21

	On completion of my first year's course, I will commit to a further two-year study to obtain my BA hours degree
	Complete and pass the first year of this course. 
	Family, friends, work colleagues Student finance
Students 
Internet/books
Tutor

	Feedback from tutor
Marks obtained for assignments
Personal knowledge of area that is being studied.

	31/9/23







Appendix 18

A guide explaining digital security:
A 2021 Guide to Digital Security & Cybersecurity | Stay Safe Online




Appendix 19

CRAAP analysis
Currency
Information Commissioner Office is a reliable and current source (2018). They provide up to date legal information on legislations. The links are functional and direct you straight to the relevant topics. In relation to this topic (GDPR), up to date information paramount. 
Relevance 
ICO provides impartial advice on legislations and is why I went directly to this source.  I have confidence in the information they provide is legally accurate. 
Accuracy
The service is based around legislations and they offer an independent service to maintain information rights in the public interest.  They are an unbiased organisation and merely present legal facts to the public. Their site is well presented in spelling and grammar.
Purpose 
ICO’s website has an unbiased tone. They state facts to the information they provide and is purely based on informing parties of current legislations. The information is stated clearly.
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