Student Name: Yvonne Swain
Student ID: 2028519
Module Code: BMSW4003
Lecturer: Rebecca Stewart
Module Name: Digital Skills and Research Methods
[bookmark: _Int_NXrONAcD]Individual Report: The importance of digital skills when applying for a job




Table of Contents
Title page................................................................................................................................1
Table of Contents……………………………….............………….............................................2
INTRODUCTION…………………….......………......................................................................3
MAIN BODY
· An overview of the types of digital technology used when recruiting staff..................4
· How has Covid-19 increased the use of technology when recruiting staff?................5
· What are the benefits of using digital technology in the workplace?........................6/7
· What are the disadvantages of using digital technology in the workplace?.............7/8
CONCLUSION........................................................................................................................9
REFERENCES......................................................................................................................10            


INTRODUCTION

The purpose of this report is to discover the importance of digital skills when applying for a job. Firstly, the report will look at what types of digital technology tools that are available to help with the recruitment of staff and the sorting and selection of appropriate candidates for job positions within a company. Then looking at the Covid-19 pandemic and the disruption it has had on people’s lives, it will see what effect this has had on companies and how this has increased the use of digital technology when recruiting staff. Digital skills are becoming more recognised and sought after in the workplace and employers will want current and future employees to have these skills to move forward within their company in a rapidly developing technical world. With all this impact of modern technology, there are many benefits of using digital technology in the workplace but there can be disadvantages too, and this report will look at some of these in detail and then conclude on all the results found at the end of report. 



MAIN BODY

An overview of the types of digital technology used when recruiting staff

Using digital technology is quite common now when companies decide to recruit staff and there are various methods involved in the process. Job adverts can be created by employers using a computer and then advertised on the internet via various career sites, newspapers, and social media platforms. Online application forms can then be filled out by job hunters and sent straight to employers through emails. Companies will store candidates’ information that have applied for available job positions on databases, so they have all their details to hand and ready for the selection process. When the time comes to interview the candidates, they can be conducted through Video conferencing via a Smartphone, Tablet, or PC. Various online assessments and tests could also be used in the selection process and during interviews (BBC, 2022). Most of the recruiting tools are aimed are aimed to automate the recruitment process and the repetitive, tedious tasks that inevitably go along with it (Kuzmane, 2022).
Facebook, Twitter, and LinkedIn are terrific ways to recruit qualified staff, as potential job candidates for job openings can be identified and directly contacted through these platforms. Also, photos, and videos of day-to-day life and events of a company can give an insight into the company’s culture.
Zoom is a convenient and free video conferencing tool used for online video interviews and is easy to use and effective with high quality audio, video, screen sharing and recording with transcriptions.
Workable Is an all-in-one easy to use recruiting software consisting of tools for the whole recruiting process from posting and promoting job vacancies, sourcing candidates with a built-in candidate search engine, screening candidates’ resumes, and scheduling interviews via Smartphone.
Test Candidates has a full suite of candidate assessment tools which has a variety of test levels to suit various job role circumstances. Instant results are given when candidates complete their assessment which is very convenient and saves a lot of time. 


How has Covid-19 increased the use of technology when recruiting staff?
The Covid-19 pandemic has created a lot of disruption and uncertainty in people’s lives and along with it an impact on job availability and recruitment that can be challenging for some employers. The restriction on travel and meeting people outside of their own household halted in person interviews. Instead, employers have had to revert to using virtual recruiting which fortunately benefits from being efficient and time saving for both the candidate and employer.
 The pandemic has profoundly changed the world of work, particularly recruitment and hiring (European Labour Authority, 2021). Since Covid-19 recruiters have had to adapt fast and learn new ways of working as constant changes in strategy and trends develop. Many employers have changed to flexible working patterns and no longer rely on local candidates due to the increase in hybrid working. This results in access to many more candidates in wider areas and allows recruiters more choice in finding the perfect candidate. 
The uncertainty the pandemic has caused has made people more aware of where they choose to work and are opting for more established bigger companies in the hope of a more secure and stable job. Digital innovation has boosted the recruitment process and 94% of HR professionals say using a recruitment software has positively impacted their hiring process (J.P. Medved, 2015). Investing in technology that is appropriate for recruiting staff is especially important in succeeding to attract the right candidates for the job. Some IT recruitment methods that were successful before the Covid-19 pandemic may not be satisfactory in 2022. Recruiters need to keep up with current and future technology changes and trends when hiring new candidates. 
One of the newer trends that has emerged is the use of AI (Artificial Intelligence) and Automation. This works by machine learning that shortlists candidates and automates the recruitment tasks process. This process is cost-effective, improves the quality of hiring, and save time and does all this without having to work in the office. AI is becoming one of the most popular technology trends used by recruiters in of 2022. 


What are the benefits of using digital technology in the workplace?
Efficient digital workplaces can benefit from:
· Improved Data Security
· Financial Savings
· Increased Revenue Streams
· Better Customer Experience
· Automation and Productivity
· Improved Staff Co-ordination
· Better Storage Solutions
· Improved Business Agility       
Digital technology has transformed our lives and it will continually do so in the future affecting the UK’s economic future, productivity, jobs, wage levels, national security, prosperity, geo-political standing, and ability to compete globally. Improving the availability of digital skills helps people improve their chances of gaining well paid, sustainable, and interesting jobs can increase the economic potential of businesses in all fields. Digital Compass sets out an aim for 80% of EU citizens aged 16 to 74 years old to have at least basic digital skills by 2030 (Eurostat, 2022).
Digital technology in the workplace is becoming the normal approach to getting work done and most digital tools can be accessed from anywhere at any time using internet and WIFI devices. From video conferencing tools, social media, and instant messaging apps, the working environment of every organisation uses digital tools every day to carry out their business needs. Digital workplaces use cloud-based applications which helps them collaborate on a global scale accessing any information they need from anywhere in the world. 
Technology is such an important part of the workplace now that it is critical in the success of any business. It makes businesses more efficient and productive from using electronic bookkeeping, scheduling appointments and tracking employee working times. Computer accuracy is important and using Excel and QuickBooks helps manage all the finance side of the business such as payroll, sales, and billing and saves a lot of time and costs. 
Communicating with clients and customers is easier thanks to platforms like Slack, Skype, LinkedIn, Instagram, and Facebook. Businesses can promote their brands and products directly to the consumer whether they are local or on the other side of the world. Estimates commissioned by the Government suggest that our approach to supporting and strengthening the digital economy could grow the UK tech sector’s annual gross value added (GVA) by an additional £41.5 billion by 2025, and create a further 678,000 jobs (GOV.UK, 2022).

What are the disadvantages of using digital technology in the workplace?
Listed below are some disadvantages: 
· Dependency on technology
· Social media Abuse
· Health issues
· Affects relationships at work
· Breaches in data security
· Constant upgrades and maintenance
Although technology is the forefront of most workplaces, there can be some disadvantages of using various forms of technology and how people use and rely on it. Instead of going to talk to another employee who is in another part of the building, the use of a phone or email is the choice often used by many. Some tasks that employees must do are made simpler with various software and automated systems that does not need to use their skills and creativity. Employees do not need to use their brains to solve problems like calculating sales and tracking inventories and this can encourage laziness. 
[bookmark: _Int_k2OgQ0Qy][bookmark: _Int_4AR2jiSX]Using social media in the workplace has benefits but a lot of the time it is used for personal use and can become addictive if not controlled. With all the features, topics, and adverts it can be hard to not use and can interfere with work commitments and productivity and cause problems in the workplace.
[bookmark: _Int_IBFOnpp1]Using computers can cause health issues if not used sensibly and correctly. Issues such as repetitive movement of the hand and arm from keyboard to mouse can lead to Carpal Tunnel Syndrome. Eye strain and the risk of CVS (computer vision syndrome) and headaches can occur from continuously staring at a bright computer screen for many hours without a break. Sitting for prolonged periods can cause circulation problems, obesity, excess body fat around the waist, increased blood pressure, and raised cholesterol. 
With the increasing use of mobile phones, email, and social media the loss of interpersonal communication skills is now commonplace in the working environment. Face to face communication has been replaced by technological devices and the experience of personal connection is being lost between work colleagues due to constant use of these ever-increasing ways of communicating. 
[bookmark: _Int_JI43GVMS][bookmark: _Int_HiEDsQ8g]The problem of data security in the workplace can cause an enormous number of problems if data is being breached by hackers. Cybercriminals are becoming sharper and more widespread as the digital world increases. Threats like cyberbullying, phishing, digital impersonation, malware, and ransomware are becoming more likely. Sensitive information can be obtained like customer's bank details, personal information like phone numbers, addresses, social security numbers and credit card details. A hacker could quite easily empty someone’s bank account from using card details and take on someone else identity. All this can happen if not enough security measures are implemented, and anti-virus software is not kept up to date. 
[bookmark: _Int_Y3fDI5ac]With technology constantly being updated and improved the need to upgrade equipment and software can be quite expensive and may involve retraining of employees so they can operate the new systems. This can affect productivity and profitability and some employees could struggle to understand the new applications which could then slow down performance. Ongoing costs will also occur due to maintenance fees which means more financial outlay for the business. The Cyber Security Breaches Survey results show that in the last 12 months, 39% of UK businesses identified a cyber-attack (Gov.UK, 2022).


Conclusion
[bookmark: _Int_QuFK2QzJ][bookmark: _Int_EO4xQRX1]This report has looked at the types of digital technology that is available and used when recruiting staff and has discovered that there are various methods now involved in the process. The tools used by employers make the selection of candidates easier and quicker with up-to-date devices, software, and applications. The occurrence of the Covid-19 pandemic brought about forced changes in the way employers recruit staff and introduced new ways of working both in the workplace and at home. With digital innovation and recent technology, the recruitment process has improved and is important in attracting the best candidates for available jobs. Looking at how technology has transformed our lives it is no surprise that this brings with it many benefits to working lives. But as discovered there can be some disadvantages of digital technology that could cause problems for people and businesses. It is about finding the right balance in the digital world and not losing sight of important personal and traditional ways of communicating with each other and taking care of our own health.
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