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[bookmark: _Toc53323713][bookmark: _Toc456901517]What has been the impact of 21st Century Technologies on the modern workplace?

This assignment will aim to discover how social media and modern technologies have impacted the current workplace.
[bookmark: _Toc53323714]Research the use of modern technologies and social media generally
During my secondary research I discovered that the use of modern technologies in the workplace has become fundamental to success. Nowadays everything is stored electronically. From policies, staff details, wages, bank accounts, audits to customer feedback, customer details and ordering stock. Everything must also be kept backed up. Some of the things that can be used for back up of files and information are cloud storage, drop box and one drive. These are online sites on the internet that are used to store a digital copy of a file, meaning if a hard drive is destroyed or broken beyond repair, there is always a back up copy of files and the work can never be lost.
Drop boxes and One drives are an easy way to safely share information between people without having to use physical copies or USBs. Each person has a password and log in and work can be shared easily and safely between them.
Recently, resulting from the coronavirus pandemic, the workplace in general has had a change in direction. Previously, most office workers were expected to attend an office and work specific working hours. However, since the pandemic began and there was no other choice but for these employees to work from home, attitudes have changed with benefits presenting themselves to both employers and employees alike. 
One large benefit to employees working from home is the removal of having to travel to and from work. Caulfield (2015) created a study showing the benefits and value of working from home in terms of travel time saved and concluded a huge advantage to working from home regarding the necessity of traveling.
Another advantage to working from home is the flexibility and freedom it has given employees, especially parents with young children in nursery or school. 
Employers can still monitor their employees with work related platforms that their employers have to log in too on devices from home, without having the overheads associated with the physical presence in the office. This saves employers a lot of money in office rental, heating, electric, phone bills, Wi-Fi bills and the like.
Also, a recent study by Rupietta and Beckmann (2018) found that working from home had a significantly positive effect on employee productivity and work effort, and that a large part of this came from the internal motivation from having been given the freedom to work responsibly at home. 
Employees and employers can also still hold meetings and web conferences, with the many different software’s including skype, face time, zoom and WhatsApp video.
Communication is also easy with WhatsApp which is private and encrypted and allows the use of group chats or private chats, it is free when connected to Wi-Fi and very easy to use.
There are also specific workplace apps, that are quickly becoming more popular and more in demand as working from home is happening more and more. They can be used for time management and attendance, scheduling meetings and shift management.
These are especially popular with those born between 1980 and 2000, who have been raised on social media and expect more flexible work environments (Cengage, 2012) 
There are also other ways that modern technology has affected our lives. Mostly subconsciously, we tend to have many loyalties when online. Many people will only use one web browser, search engine or a hand full of online shops. This is due to them being tried and tested and we automatically go straight to them without considering other options.
However, despite this loyalty, introductory offers are nearly always better than what is available to current loyal customers. For example, I have been in a contract with Sky for my television and broadband for over 10 years. I currently pay £78 a month. When searching the sky website, as a new customer, I could receive the exact same package for £59 a month. This is a huge difference and shows to me that Sky as a business and brand are more interested and hold it far more importantly to receive new customers compared to retaining current ones.

There are many advantages to any business using social media. Although it takes a lot of time to monitor and keep active, it is free advertisement. Different social media also has different ways of advertising and can be used in different ways. Razvan et al (2018) States that each platform customises based on preference and user activity and their conclusions highlight the main trends related to increasing the success rate of advertisements, by using social media and by choosing the most appropriate platforms. 
The business can be promoted, and information about customer services and goods can be given to potential and existing customers. It is also a way to attract new customers and build stronger relationships with existing customers.
It has a broad reach, is personal, fast, easy and has an ability to target specific customer groups.
However, there are some disadvantages of social media. There are a few hurdles any business must consider before exploring the world of social media advertisement. Although as an advantage you can reach millions of potential customers at the click of a button, there is always the risk  that the wrong kind of information is given and will spread faster that any positive, for example a bad review or misinformation. One bad review can undo thousands of good ones, so it is important to monitor any social media outlets daily and defuse any potentially threatening situations as fast as possible. 
Balaji et al (2016) uses their investigations to explain the negative impact negative word of mouth on social media has on businesses. Including brand image, purchasing intensions, undesirable long-term actions, and publishing crisis. They can also play a huge decisive role in customer choice. 
It could also be a large waste of time and money if not sustained, monitored and checked frequently enough. 
There is also the legislation to consider. The data protection act, GDPR and online monitoring legislation must always be adhered to.

[bookmark: _Toc53323715]Explore the use of modern technologies and social media in own workplace 
My own workplace, a private Dental practice in Cardiff, uses and relies on an array of modern technologies and social media daily. 
Our main dental specific system is called software of excellence and is used for everything to do with patient care. All patient files are stored on here including patient information, medical histories, tooth charting, treatment plans and finances. We also use it to book appointments, process payments and send appointment reminders. It is connected to our main practice email, so all inquiries are grouped together by patient, making all information very quick and easy to find. It is highly secure, runs off our main server and is backed up with our online storage cloud twice a day.
Regarding social media, I discovered during my primary research that it is our main form of advertisement and is checked daily and monitored by an outside advertisement company and my practice manager. All posts are continually checked to be within copyright laws and GDPR.
We compiled quantitative data through the use of patient questionnaires, and we discovered that the most relied upon form of reviews from the general public is google reviews, so we run a monthly competition in which the patients are in with a chance of winning a prize. These prizes range from a spa weekend, to a Christmas hamper and £200 of their next treatment. They enter our competition by leaving us a 5-star rating and review on google. This has proved to be very successful as we are now highly rated on google and are told frequently by new patients that they joined the practice because of the good reviews.
The social media that we use in my workplace is primarily Facebook and Instagram. We use these platforms solely for advertisement and engaging with current and potential patients. We upload patient testimonies and before and after treatment pictures, whilst displaying our practice phone number and address and how to get in contact with us. We also use the direct messages for patient enquires which are then forwarded to our main practice email which are screened daily and responded to by our practice manager and reception team.
During a recent survey we have discovered that 88% of our new patients attending the practice for new patient exams and consultations heard about us from our social media accounts or google reviews. This is a staggering amount and clearly shows the impact that social media has on business profits. 

	What social media is used in my current workplace?
	What is it used for?
	What else could it be used for?

	Google
	Google reviews
General information – practice phone number, address, email etc
	Practice information, patient testimonies, before and after pictures

	Facebook
	Advertisement, initial appointment booking, Patient testimonies, reviews
	General oral hygiene advice, management of restorations, effect of Covid 19 on the practice and future changes

	Instagram
	Advertisement, initial appointment booking, Patient testimonies, reviews
	General oral hygiene advice, management of restorations, effect of Covid 19 on the practice and future changes

	Email
	Patient correspondence and updates, appointment reminders
	Patient testimonies, reviews, surveys (questionnaires on any suggestions patients have for us to improve)

	Phone
	Appointment arrangement and reminders, general correspondence with patients
	Used for purpose

	Text
	Appointment reminders
	Surveys

	WhatsApp
	Staff groups
	Patients with questions

	Practice website
	General information and approximate price list for treatments
	Information on changes implemented during lock down

	One drive
	Back up of all dental software and files
	Used for purpose

	Software of excellence (and relating digital imagery software for diagnostic radiographs)
	Dental Programme- management of booking, patient files including all relevant medically histories, tooth charting, treatment plans, finances etc and software to load and save dental radiographs
	Used for purpose



Above is a table showing the social media and technologies we use in my workplace, how it is used and what else it could be used for. 
I will now create a gap analysis table to compare if we are using our social media platforms and technologies to their full potential for the business. It will show what we are currently using our social media for, and if we could improve how we use them.
	Social Media
	Now
	Where we want to be

	Google
	5
	10

	Facebook
	8
	10

	Instagram
	8
	10

	Email
	8
	10

	Phone
	10
	10

	Text
	5
	10

	WhatsApp
	3
	10

	Practice Website
	7
	10

	One drive
	10
	10

	Software of excellence
	10
	10



This gap analysis table shows that there is room for improvement. The lowest scored is WhatsApp, which is currently used for group chats within the staff. Although we have multiple different chats for different things, for example a complete group one for social outings and general chat, a clinical team group, a nurses group and another nurses and dentists group, we could use it for patient queries and triaging which would save valuable chair time. This would be beneficial as it is encrypted and secure, which would ensure patient details stay confidential, and can be turned offline outside of working hours. We could also use some general expansion of all our other social media services, to give the patients as much information and get as much feedback as possible to enable us to improve the service patients get. Especially whilst we are working through the pandemic resulting in a lot of changes to what patients expect a dental appointment to be. It is clear that social media is a very important tool for advertisement and general patient and staff communication in my workplace.
[bookmark: _Toc53323716]LinkedIn Profile
For this assignment, I created a LinkedIn profile. Below is a screenshot of my basic completed profile.

[image: Graphical user interface, text, website

Description automatically generated]After setting up an account, adding my person information and a photograph, and setting my notifications to my chosen category of job advertisement, I ended with this basic profile. I was then given the options to grow my profile, add information about myself, search the advertised jobs and to build my network by adding people with the same occupation as me. I also had the options of following groups and hashtags that would be beneficial for notifications. I then deleted the profile as I am happy in my current employment, but it will be worthwhile to keep in mind for the future if I would like a change of job.

[bookmark: _Toc53323717][bookmark: _Toc456901523]Research LinkedIn and other social media platforms to enhance networking and career prospects
Social media platforms can be incredibly useful for enhancing networking and career development. They can also be detrimental if used carelessly or unprofessionally. LinkedIn.com uses the metric that with a completed profile, the candidate is 40 times more likely to be found when companies compile searches of the database. LinkedIn.com (2015). Although this clearly gives a huge advantage, other social media platforms that are based on a more friendly and personal outlook, although fun, can be damaging to career prospects if viewed by potential employers, and should be carefully monitored and used with caution.
I will now compare LinkedIn to Facebook, which is another very popular social media platform.
There are many benefits to using Facebook regarding networking. Facebook allows a person to draw on resources from other members of the networks to which he or she belongs. These resources can take the form of useful information, personal relationships and employment connections. Ellison et al (2007). However, it can be quite dangerous to employees as the person cannot have complete control of their profile. It is possible to be tagged by other people on your friends list without any control or monitoring, which can be damaging to a professional reputation if something offensive is posted. This in turn could put potential employers off. For professional reasons, a post should never be written or shared on Facebook that could offend. It stores and records every post and goes back to when it was created, people and opinions change, and it is all recorded for anyone to find and see. Face book is very personal and for professional employees should be monitored continually.
The purpose of LinkedIn is solely for career development and progression. Its aim is for the candidate to create a profile with which they can then use to network within their field and apply for potential employment. It is completely professional and is different to other social media as you create the profile that you want potential employers to see. Before applying for a position, LinkedIn allows candidates to research a company before applying for a position. Due to this, applicants know who works at the organization and whether the job seeker shares any connections with the person posting the job. Mcabe (2017) Furthermore, you can connect with past colleagues, tutors, employers, previously networked people in your industry and anyone you feel that would be helpful for your career progression. This creates a network of people that are all relevant in your line of work and could potentially help with your future employment.
To compare, LinkedIn is far more beneficial to career development and professional networking than Facebook as its purpose is solely for employment and job advertisement. However, it cannot be overlooked that Facebook, although it can be detrimental if not used cautiously, can also be incredibly useful for networking.
[bookmark: _Toc53323718]Research the impact social media has on recruitment and job retainment
Although social media is seen to be a social and personal thing, it can affect the workplace and employment. A person represents their place of work, and it can be easily forgotten when interacting with friends and family. However, posting anything negative about the workplace or employers can result in instant dismissal, and this must always be kept in mind when using these platforms, especially for people with high powered, medical or educational jobs.
We must always consider our online reputation. If you google yourself there is a high chance that your Facebook profile or other social media profiles will be at the top of the list. It must always be considered that employers or potential employers can gain easy access to these profiles, and what is on them can easily affect future job prospects.
Managing reputations used to be much simpler, with face to face body language, actions and words being the forefront of first impressions. Nowadays, our online reputation must always be considered. Photographs from nights out or hen or stag weekends, could be especially harmful. Along with mentioning political, religious, controversial or ethical views that may offend an entire group of people would not be welcome or even tolerated by future employers looking for somebody to represent their business. Opinions change along with people, and when it is online it is there forever. Along with what we post ourselves, is must also be considered the harm of other people “tagging” us in posts and pictures alike that will then show up on our profiles. This must all be managed and maintained to keep our online reputations as close to ourselves as possible.
The fact that vast personal experiences are now shared by a staggering number of people on social media should also be thought of when considering future or current employer. 
Although there are many benefits of social media, there are also as many detriments. Personal experiences that used to be kept private are now shown publicly. Grief, divorce, arguments with family, spouses and friends are all there for anyone to see. There is also the huge issue of personal safety being affected with the use of “tagging” away from home and letting potential intruders know that your home is empty for a certain amount of time. Identity fraud, personal details being stolen, invasion of privacy, and the risk of somebody else creating a fake profile with your name, details and pictures.

The YouTube video “I know what you did 5 minutes ago” by Tom Scott is very interesting as it shows the ease of identity fraud using social media. He picks a random person on twitter and tries to find as much information about them as possible from his twitter and then Facebook account. In just a few minutes he knows his full name, date of birth, favourite football team, occupation, mother’s maiden name, where he lives and phone number. He then calls him live on stage to show how easy it is to take personal information from social media accounts set to public viewing. 
[bookmark: _Toc53323719]The importance of critical reading and integrity of research
Research is incredibly important in all academic learning. You cannot make a statement without backing up opinions and ideas with a credible source. The statement “Just because you have read it doesn’t mean it is true” is invaluable when collecting secondary data.
During my research for my assignment, I always use the C.R.A.A.P testing method. This method askes all the questions needed to decide whether my source is acceptable to use. Each letter represents a question that needs to be asked and provides a checklist to work against when searching for potential sources. It asks the question of currency. How current is this source? When was it written? Is the time frame acceptable for what I am trying to explain? Then reliability. How reliable is the source? Is there any outside influence that may sway the sources opinion or give a reason for a bias view? How accurate? Have I checked that the data I have acquired is accurate? Then authority. Does this author have the authority to be discussing the information they are? For example, would I take medical advise from a car mechanic? Or would I take plumbing advice from a dentist. The authority should always be checked. Finally, the purpose. What is the purpose of this source? Is it an advertisement or is the source bias due to any other factors? These questions should always be considered when critically reading.
To give an example of how I test my resources when researching information for my assignment, I will elaborate on one of my references from Rupietta and Beckmann (2018) and explain how I decided that this was a relevant and acceptable source to quote.
This study passed all the CRAAP testing that I have put it through to ensure it is significant to my research. It is current as it was developed in 2018. It is reliable as was published in a business review. It is accurate as the evidence is based on numerous different data research for academic researchers, all quoted and referenced correctly. They had the authority to give such information, as it was created for a business review article, and it has no hidden purpose. The information was given without any bias or advertisement, without any hidden assumptions or siding with either opinion. All statements within the article were backed up with further numerical data, research and references.
Collecting information within a business is extremely important to collect feedback from employees and customers alike. 
There are two different types of data, qualitative and quantitative. Quantitative data resounds around quantity. It involves numbers, questions like how often and how many, and is used to construct grafts and tables. Qualitative data focuses on the quality of the recordings. It is descriptive, not numerical, and usually involves opinions, attitudes and beliefs.
Primary collection methods are the collection of data collected by oneself. This is also called field research. The best form is a questionnaire which is extremely useful in collecting quantitative data. There should be a strict criterion when creating a questionnaire. It must be clear, simple, questions must be exactly what you need to know, and it must be polite and professional. A poorly designed questionnaire would be too long, inappropriately designed, and would have poor questions or layout.
Conducting interviews is a good way to collect qualitative data as it involves detailed information and discussing how people feel and their personal views.
Observation, although overlooked, can also be a very good method of obtaining primary data as it involves just watching and recording and gives invaluable information about consumer behaviour
It should also be considered when deciding which method to use, that a questionnaire gives a lot of information and all in the same format, making it very suitable to get the opinions of a large number of employees. On the other hand, interviews give detail that the person conducting the research may not have thought of. They can help discover how people feel about a new project, product or service.
Secondary source collection methods are data collected by others, also called field research. This is typically reading, and finding statistics, numbers, and opinions with authority to back up any claims made. The advantage of secondary research is that it can be a much better use of resources. Many data sets come from large well-designed surveys that an individual or small company could not have done independently. The disadvantages are that it can be difficult to find appropriate data, it may not have exactly what you need, and you may have to pay for access.
[bookmark: _Toc53323720]Conclusion
In conclusion I feel there are huge benefits to the workplace and employment prospects from the use of modern technology and social media. If used correctly and carefully, social media can be a great source of help and guidance in finding new prospective employers and advertising businesses. Modern technology then helps us by making our jobs easier, more organised and more productive in a cost-effective way. It can also have a great effect on the efficiency of running of a business.
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