


Abdul Tahid Khan 
Student Number: 17059                                Lecturers Name: Anly Chandra Mohan




[bookmark: _GoBack]
Assessment Title:
Digital Skills and Research Methods – BMSK4003

	 
Task:  Students will write a report of 2,000 words, which evaluates the effectiveness of the use of modern technologies within the workplace and explore social media as a tool for marketing, information gathering and communication within the workplace, creating their own professional online presence to illustrate and evidence this research 
 





Modern Technology in the Workplace
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[bookmark: _Toc500352657]The application of modern technologies in an organisation influence the workforce to stay advanced in terms of their working medium (Sekaran and Bougie, 2016). The aim of this report is to show the effectiveness and usefulness of modern technology in the workplace. Also, social media as a tool for communication, marketing and information. The importance of having a professional online presence is also analysed in this report

1.The effectiveness of modern technologies in the workplace
Only recently, modern technology such as the email, smartphone, tablet and social media apps started to be used in the workplace. This is because it didn’t exist. However, with the innovation in technology, there has been remarkable development of the operations at organisations of all sizes (Siddiq et al. 2016). The use of modern technology has been effective in the workplace as it helps employees with communication, productivity, telecommuting, marketing and customer services.

Communication – Workers can communicate with each other by using email, text messaging and social media. This makes it more easier to talk to each other as these are quick and easy methods to communicate with other employees or customers. This means that employees can share important files with each other and also improve their team members work. 
Productivity – This helps employees stay more focused on their work as technology has made it easier for them to have the most updated versions of things. 
Telecommuting – This means employees can work from home or use the internet or telephone outside of office hours. Employees can share documents to each other as well. 
Marketing – More small businesses are successful as they can use email to share their ideas with a large group of people which makes it more cheaper. 
Customer Services -  Businesses can email customers about their latest products and make sure they are more aware of customers likes and dislikes. 
Positives of emailing in the workplace
(Pagani et al. 2016), the application of internet, emails, computers, print medium and such other technology simplified the complexity of an activity undertaken by the business companies. The email is very useful in the workplace because it helps make it easier to communicate with one another. This is because when you need to give files, documents or if you need something specifically from a co-worker you can email them and they can access it easily. Also, it is fast, reliable, free and easily accessible compared to postal mails. Therefore, it is important in the workplace because if you are expecting an important email e.g. from someone in a big company, you are more likely able to make sure you don’t make any mistakes when replying and you’re more able to negotiate effectively because unlike a telephone conversation, you can re-read your response and get others to check it too but in a phone call you are more likely going to misunderstand the other person and make more mistakes, so it is more better to use email. Email marketing is a low cost, cheap and an effective method to approach a large group of people. You can do this by emailing employees or customers the newsletter, business updates, coupons as well as presentations, new updates, timetables and other things. You can also use the email to market your products to customers which will make the business more popular as once the customers see these new products they are more likely to forward the email on to their friends, family and others which will increase the customers and help make sales more higher and improve them. 

Positives of using smartphones and tablets in the workplace
Using modern technology in the workplace such as smartphones and tablets are effective in the workplace. This is because they are a common tool to use in the workplace and are easily available for the workers. Using these the smartphone and tablet can be very useful because it has a lot of features such as social media, email and apps that can help workers communicate with each other and share their findings with one another. Also, having a smartphone and tablet can be helpful for customers as well because if a company has an app, customers can access it and view their products on their smartphone. Also, having a smartphone and a tablet allows you to watch videos and view pictures so people can see the products and share it to their friends, families, colleagues or others. Having a smart phone and tablet can help make you work during after office hours or if you are on holiday or business trip because business deals and transactions can be done outside the office. You can use features such as Facetime which allows you to video call or group calls such as Skype which allows video conferencing. This means you can communicate with multiple people and it makes sure they are communicating with the right person.
 it more better for the business to run smoothly and helps the workers communicate with each other. The Bluetooth feature on the smartphone and tablet allows files such as photos, videos and presentations to be shared easily. This means that there will be more time on business matters and that less time will be consumed on emails etc. Also, Smartphones have a lot of storage space so employees can easily store files such as presentations, videos and photos and share them using Bluetooth.
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Social Media as a tool for marketing within the workplace

Using social media as a tool for marketing within the workplace is important. This is because older strategies such as leaflets, postal mails and emails do not have the same effect on customers that they used to. You can now use apps such as Facebook, Twitter and Linked In to market your products. Using these apps allows you to advertise and promote your products so more customers are aware. You can also host competitions so people can win free products which would help to market your products as it helps build awareness. 


Social Media as a tool for information gathering within the workplace
Using Facebook, Twitter and Linked In means you can gather information. This is because employers can share files, photos, videos and presentations to each other. It also means you can gather information from other companies as they may want to make deals with your company.  


Social Media as a tool for communication within the workplace

Social media are increasingly implemented in work organizations as tools for communication among employees (Leonardi – 2013).

Social media is an important tool for communication in the workplace. This is because employees can work together even when they are on holiday, at home, out of office hours etc. Communicating through social media means that the work that has been assigned will still get completed and deadlines will be met. Also, employees can still work together as a team effectively and are more likely to be productive as they are more likely to be comfortable where they are working from. This also means they will get the work done faster as using social media is quick and easy and cheap. 

Facebook – On Facebook to communicate with other employees, you can write a post on their wall or you can make a page which includes only employees from the workplace. This will allow you to share links, presentations or messages to each other and also allows you to present your work to one another. Also, Facebook Messenger allows you to write messages to one another both privately or in a group chat which means you can communicate easily. You can also use Facebook to notice employees about meetings, deadlines etc.  

Twitter – Similarly on Twitter, you can communicate with other employees by sending direct messages in a group or separately. Also, you can tweet publicly or privately allowing employees to share information with other employees or their customers. Some brands use Twitter to engage their employees with their customers. Using Twitter can also promote events which will makes it more easier for employers and customers about events. 


Linked In – Using Linked In can help employers communicate and recruit more employees as they are linked to people who share the skills and qualities that they are looking for. Also, business owners can manage their employees by sharing information on events and announcements. 



2. [bookmark: _Toc500352660]Professional online presence


Linked In
[image: ]







Facebook

[image: ]





Twitter
[image: ]



Having an online presence is important because...

Awareness - It helps make people more aware of the business and the role you play. It can help the audience find out more about your products and they can contact you via Facebook, Twitter and Linked In by sending a private message or posting on your page. It also allows you to make other businesses aware of your products which might help with future business deals and negotiations. 

Updates customers and employees – It helps update the customers about new products, deals being made or sales. Also, it can inform customers and employees about future events that they can attend. Competitions can also be held for customers to win free products which will help gain more awareness to the business and other products as you can use social media to inform your friends and family as well.

Communication - Rubin and Babbie (2016) stated that the most important skill required for professional practise is having good communication skill. Having an online presence can help improve communication skills as Lazar et al. (2017) added that in modern workplace, the requirements of digital skills are valued in large extent. This is because, customers and employees can use social media to communicate with one another. Customers can review products by saying what they liked or what they felt could be improved with the product which employees can then take into consideration and improve. Also, employees can communicate with each other to help them fulfil their roles and responsibilities. For example, the leader can assign roles to other employees and they can then send it easily to one another through group messaging. 
[bookmark: _Toc500352661]
[bookmark: _Toc500352662]Conclusion
Modern technology is useful in the workplace because it helps to make work easier. The use of email, smartphones and tablets and social media apps like Facebook, Twitter and Linked In helps employees to communicate with each other outside office hours. This means they can share files, documents, presentations with each other quickly and easily. Having Facebook, Twitter and Linked in creates a professional online presence allowing you to communicate with a large amount of people and will help to market and promote your products which will increase sales because you will have more customers. Using social media and modern technology is useful as employees can work from home which means they will be more comfortable and can work from wherever they are meaning, they can get work completed quick and easily. 
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