
[image: ]



Student Name: GODWIN MACKY NDAYE, ID No-1708622
Module Name: DIGITAL SKILLS AND RESEARCH METHODES
Module number: BSMK-4003
Module Tutor: MR ZOOK

INTRODUCTION
Living in the 21st century human life is connected to technology, everywhere people go, on the bus, plane, car, tube, shops, school… there is technology. Everything in education, work, sport for example machines, researches… technology is the key for an efficient and fast response. This can show how the actual world needs technology. This report will focus on evaluating the effectiveness of the use of modern technologies within the workplace, then will be exploring social media as a tool for marketing, information gathering and communication within a workplace and finally will create a professional online presence to illustrate and evidence this research.

Effectiveness of the use of modern technologies in the workplace.
Technology can be very beneficial in every workplace. To save time and energy, designed Software programmes are available to help businesses to achieve work tasks in due time. Major changes and a lot progress have taken place in the workplace over the years, the evolution in the usage of information technology at work, many industries have gone global, organizational restructuring, changes in work contracts and worktime arrangement have completely transformed the wildlife of work in many organizations. The workforce itself is diversifying, with an increase in female participation, a growing number of dual-earner couples and older workers. 
Technology is used in almost every company to accomplished detailed tasks. This has changed the way work is done, things are now done in an appropriate, fast and secure way than it was before. For examples in some countries files were written on papers with a pen, saved in a place where there was a big chance to be lost or destroyed by an incident and never be retrieved again. There was a lot of frustration and mistakes were made too, but the use of Technology has brought some fan at work. A lot of mistakes or errors done by people have been reduced which were caused by too much work and stress.
Business technologies like computers, tablets, social networks, virtual meeting software, accounting software, customer management applications, and so much more have removed workplace boundaries and they have also simplified in the movement of information at the workplace which accelerates quick decision making at your workplace. (Use of Technology, 2018)
Even his high importance at workplace, Technology has advantages and disadvantages. Below are some detailed points explaining how technology can be of great use at your workplace and how it can also be a problem.
 Advantages of Technology in the Workplace
1. Improves communication:
Many businesses are using various business communication technologies to change the way their employees interact and communicate while at work. Employees can use various communication tools to interact or exchange information at work. For example, employees from different departments in a company can use text messaging services or video conferencing tools like Skype to share and exchange information. Virtual communication tools like Skype can be used to share screens and this can help workers to share projects while in different departments, the same application can be used to support group decision making. Also, communication technologies can be used in the customer service department to serve customers on time. (Use of Technology, 2018)
 
2. Encourages Innovation and Creativity:
Workers can use different business technologies to create innovative business ideas which can be used in business growth and expansion. Many companies create technological challenges and reward employees who come up with creative ideas using technology. Employees can use internet technology to innovate ways of promoting a business online. Social enterprise networks like Yammer.com can be used by employees to socialize and interact with other creative employees from different organizations, this interaction will result into information exchange and it also encourages brain storming on various work-related issues. (Use of Technology, 2018)
 
3. Improves on Human Resource Management: 
Technology in the workplace can change the way human resource managers do their job. It improves on the process of screening, recruiting and hiring new employees. Many human resource managers are using internet to advertise job openings. Targeted candidates will be in position to apply for these positions online by submitting their resumes to the human resource manager. The all process saves time and it makes the human resource managers work easier. Technology can also be used to track performance and productivity of each employee at work. Once employees are aware that they are being monitored, their productivity will increase. (Use of Technology, 2018)
 
4. Saves Time: 
Technology can be used to automate various tasks at work, this automation will guarantee efficiency and will also increase on production at work. The use of computers to accomplish specific tasks at work creates room of making corrections on instant and it also reduces on human errors. Using databases to capture and store information can facilitate quick decision making at work. Employees can easily access business information via one single database; this information can be edited and saved for later use. Use of internal networks at the workplace can help in sharing of gadgets like printers and scanners, so employees do not have to move to different departments to share technological tools. (Use of Technology, 2018)
 
5. Creates Mobility: 
The use of internet and computers to work has eliminated space and time boundaries. Employees can work from anywhere at any time, this mobility makes employees stay in control of their jobs. Technological tools like virtual meeting applications save us time, we don’t have to be in meetings physically, yet information and data will be shared in real-time. For example, a mobile workforce management software allows field workers to access real-time work order information when they’re on the job. (Use of Technology, 2018)
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6. Causes Distraction at Work: 
Technology can disturb employees at work in so many ways. The use of social networks at work can cause so much distraction and it affects the productivity of employees. Some companies have decided to block access to specific websites like Facebook, Twitter and YouTube, because of the unlimited distraction they cause. Other business technologies which cause distraction at work include smartphones, computers and virtual meeting applications like Skype. (Use of Technology, 2018)

7. High Maintenance costs: 
It is expensive to buy technology, but it is also costly to maintain it. Many small businesses cannot afford the cost of hiring a full-time technical person, so they resort to monthly tech contractors who charge them for work done. If business technology tools like computers are not well maintained, their performance will decrease and the process of buying new computers or any other business technology can even be more expensive. (Use of Technology, 2018)
 


8. Makes employees lazy: 
Since most tasks are automated by technology, many employees become lazy at work, technology kills their creativity and skills. Simple tasks like calculating sales and tracking inventory are being done with computers, so you will find that employees do not put their brains at work, they can’t solve high-end business problems because a computer or software will do it with no challenge. (Use of Technology, 2018)
 
9. Affects Workplace Relationships:
Employees communicate via cell phones, text messages, email or virtual video conferencing tools. This type of communication technology eliminates face-to-face communication. Interpersonal communications are important in building workplace relationships because employees will get a chance to know each other in person, sometimes they can even share non-work-related information, this type of interaction is killed by communication technology tools. Employees become more reserved and self-centred; they get buried into their work which can be of great harm to a business. (Use of Technology, 2018)

10. It’s Risky: 
Though we like the advantages that come with technology at work, it also tends to be risky, especially when it comes to data security. All employees in important decision-making positions will need access to private business information; this can pose as a threat, because it can be very difficult to monitor the usage and privacy of this information. Many employees come with flash drives at work, so they can transfer critical business information and use it for their own personal gains. (Use of Technology, 2018)
Let talk about two innovations of technology that has changed the workplace
A. Smartphones 
a cellular phone equipped with various additional features and services, as text messaging, information storage, and Internet access (Collinsdictionary.com, 2018).
BENEFIT OF USING SMARTPHONE 
· Can be carried easily even put in a pocket
· Keep connected anywhere that cover the network
· Can still be in control with business by using voicing or by email, or use other internet resources on the phone
· Payment can be done over the phone Record the Moment
· Most smartphones now come with embedded cameras and microphones, enabling us to capture images, video and audio without a separate device, wherever we are. With a GPS-enabled camera smartphone, for example, you can take pictures of a holiday and plot them on a map. Smartphones make it possible to capture those memorable and important moments in a pocket-sized device, whether you're witnessing a breaking news story or watching a gig by your favourite band.
· 
· Keep in Touch:
· Most smartphones come with social network functionality built in, which allowed people to keep in touch with friends or relatives on Twitter, Facebook, Google+, Instagram, Foursquare and numerous services. With a smartphone it is easy and fast to send friends your location, to let them know when you're at a particular place, allows you to share a moment with hundreds of friends instantly, allows you to join in a hashtag conversation based around an event or conference, and much more besides. Of course, you can check up on the activities of your friends at the same time as well. (Itstillworks.com, 2018)

· Stay Productive
· A smartphone isn't all about fun and games – it improves productivity as well. Moments that would otherwise have been lost on the train or the bus can be used to check for and respond to emails, analyse charts, read reports and process data. The major smartphone platforms come with apps capable of opening documents, spreadsheets and databases. While creating content isn't easy on such a small device, you can use a smartphone to keep in touch with the office and cast your eye over the newest messages and files. With a GPS-enabled smartphone running a maps app, getting from point A to point B is much easier. (Itstillworks.com, 2018)
· Read, Watch, Listen

· Smartphones have grown to become music and video players as well. They enable you to listen to audiobooks or your favourite music, watch video clips, TV shows and movies, and read e-books. If you have your smartphone with you, you'll never be bored, and many apps — such as Spotify, Netflix and the Kindle app – allow you to sync you’re watching, reading and listening with your desktop computer, laptop or other devices automatically, which means you can quickly pick up where you left off last time. (Itstillworks.com, 2018) 

B. iCloud 

iCloud is an online service provided by Apple. It provides an email account, online storage, and backup services. It also allows to share data among devices, such as Macs, iPhones, and iPads.
Below is a list of features included with iCloud:

B.1 Mail 
    An email account that can be automatically configured on Apple devices and accessed via Apple's webmail interface; iCloud email addresses end with mac.com, me.com, or icloud.com.
Contacts – your address book is stored in the cloud and can be synced across your all your devices.
Calendar – you can store one or more calendars online and sync the events across your all your devices.
Photos – Apple's Photo Stream automatically stores your recently captured photos in iCloud. You can also use iCloud Photo Library to store all your images on iCloud and sync them across your devices.

B.2 iCloud Drive

 An online storage area where you can save and download all types of files.

B.3 Notes
 
you can write down records on one device and access them on another one.

B.4 Reminders
 
When a reminder is set on one device, it will show up on all devices connected to your iCloud account.

B.5 Find My iPhone

 A service that allows you to locate all your Apple devices, such as your iPhone, iPad, or MacBook.
Several Apple applications support iCloud, meaning you can save a document from one device and open and edit it on another one. For example, you can create a presentation using Apple Keynote on an iMac, save it in iCloud, then open it on your iPad later. The primary apps that support iCloud include Pages (word processing documents), Numbers (spreadsheets), and Keynote (presentations). iCloud includes web-based versions of these applications as well.
Apple's iCloud service is free to use and can be accessed using an Apple ID on any supported device. If you need additional online storage, you can purchase extra storage space for a monthly fee. (Techterms.com, 2018)
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