












DIGITAL SKILLS AND RESEARCH METHODS


Executive summary
The current report highlights importance of social media and smart phones as well as tablets in workplace. Email is basically used for the purpose of sending official letters which contain useful information related to business process of an organization. In case of conducting meeting, senior managers take advantage of web based mail for the purpose of incorporating all employees. Smart phones are used effectively in workplace of the organization for the purpose of improving communication level between field workers and management group of the organization. Face book assists in interacting with different people of world due to which senior managers of an organization can be able to establish strong communication. Twitter assists in creating brand awareness as well as monitoring latest trends in market. LinkedIn is an appropriate platform of finding new clients as well as employees for the workplace. Moreover, it gives opportunities to a jobseeker in gathering details information regarding company and getting job in developed organization. 
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[bookmark: _Toc533610270]Introduction 
In modern day, application of digital technology is an essential factor regarding the organisational operations. This study is intending to evaluate the role of digital technology considering web-based email and tablets. Along with that, it will also highlight the use of social media in the context of workplace as well as job seeking.
[bookmark: _Toc533610271]LO1
[bookmark: _Toc533610272]1.1 Importance of web based email in workplace
Web based email has provided vast opportunities to the Unit 9 company in establishing quick communication with employees and senior managers. Therefore, it assists in diminishing time taken for communicating with senior members and customers. As per views of Ratanatharathorn, and Pichler (2016, p.72), email is basically used for the purpose of sending official letters which contain useful information related to business process of an organization. In case of conducting meeting, senior managers take advantage of web based mail for the purpose of incorporating all employees (influenced by Pignata et al. 2015, p.163). Along with that, with the aid of web based email, important messages can be sent to individual employee working in different department within the company. From the following point of view, it can be demonstrated that, web based mail has given opportunities to the organization in concerning all employees regarding quick arrangement of important meeting. As opined by Pignata et al. (2015, p.161), an important notice related to remuneration of employees and arrangement of holiday program both can be sent through web based email. Thus, it assists in concerning stakeholders of the company including customers and employees for taking quick action regarding the specific information. 
Moreover, web based email has changed the communication system of Unit 9 due to establishing communication immediately with stakeholders. As opined by Ratanatharathorn, and Pichler (2016, p.72), email plays significant role in communicating with internal stakeholders as well as international customers. One single message related to business process and financial data can be sent to international stakeholders of the company within short period (influenced by Pignata et al. 2015, p.163). Therefore, it ensures less time for the purpose of communicating with business partners. In the following context, Ratanatharathorn, and Pichler (2016, p.72) stated that, use of web based mail in different digital media used organizations has given opportunity to reduce less amount for the purpose of informing to other people living in outside area of a country. 
[bookmark: _Toc533610273]1.2 Workplace improvement with the aid of web based email
With the help of web based email, important messages can be sent to individual employee working in different department within the company. Email allows senior managers of the company to send multiple messages at a time to stakeholders due to which business process of the organization has been improved significantly. As asserted by Ratanatharathorn, and Pichler (2016, p.72), email is basically used for the purpose of sending official letters which contain useful information related to business process of an organization. Apart from that, web based email has changed formal conversation with customers and other stakeholders as a quick and easy one. As per views of Pignata et al. (2015, p.161), Due to contacting with employees working in different department of the organization, senior managers can be able to take strategic decision in case of facing challenging situation such as higher competition regarding price factor.
In case of conducting meeting immediately, web based email has provided vast opportunity to senior managers for the purpose of sending message to employees.
[bookmark: _Toc533610274]1.3 Importance of tablets and smart phones in workplace
Use of tablets in workplace of an organization ensures appropriate representation regarding specific topic and easy carry as compared to laptops. As per views of Derks et al. (2014, p.75), tablets can be used in workplace for the purpose of improving workforce mobility as well as representing important information in front of senior members. Along with that, tablets allow employees to access quickly of strategic and important information regarding business process and financial data of Unit 9. 
Smart phones are used effectively in workplace of the organization for the purpose of improving communication level between field workers and management group of the organization. As opined by Derks et al. (2015, p.163), field workers can communicate with management group of an organization by video conferencing through smart phones. Use of Smartphone in the workplace allows employees to directly contact with customers and reviewing feedbacks related to business process of the organization. Advantages of smart phones are related to flexibility in workplace due to reducing working time. Disadvantages of smart phones are also engaged with increasing time spent rather than focusing on job (influenced by Derks et al. 2014, p.75). 

Figure 1: importance of tablets and smart phones
(Source: influenced by Derks et al. 2014, p.75)
[bookmark: _Toc533610275]1.4 Comparison   between smart phones and tablets and web based mail

	Factors
	Smart phones and tablets 
	Web based mail

	Main function
	· These are mainly used for swift and efficient communication.
	· It is mainly used for informal communication purposes.

	Internet
	· Internet facility can be availed through all smart phones and tablets.
	· Internet facility is required for availing web based email facility.

	Broadcast
	· Video and audio broadcast facility is done at a small scale.
	· Web based emails often serve as the broadcast platforms of large scale web based seminars.

	Evidence
	· These are effectively used as evidence in the long run (Derks et al. 2014, p.74)
	· It can be utilized as valuable evidence in the long run.

	Importance 
	· It is widely used in the workplace for making quick communication and increasing productivity.
	· It can be delivered to a large number of persons at the same time for distributing certain messages.

	Drawbacks
	· Smartphone and tablets are often seen to create misunderstanding among employees. Addiction of smartphones creates distraction from work.
	· Web based email facility generates a huge expenditure for the company. There is also high risk of leakage of confidential information.

	Communication mode
	· The information gathered through smart phones and tablets create face to face discussion among persons, often generating rumours.
	· The communication is done mainly to distribute official letters and circulars of organization.



Table 1: Table of comparison between smart phones and web based mails
(Source: As influenced by Derks et al. 2015, p.160)
The smart phones and tablets are mainly used for swift communication purposes in workplaces. As mentioned by Derks et al. (2015, p.161), it is mainly used for conveniently deliver information among the workers. On the other hand, web based mails are mainly utilized by the management to distribute official orders and circulars to all the employees at different levels. Smartphone and tablets provide the scope utilizing internet facility. In contrary, there is a risk of leakage of information through web based emails. It is also a highly expensive process.
[bookmark: _Toc533610276]LO2
[bookmark: _Toc533610277]2.1 Most appropriate social media for jobseeker
Twitter is an appropriate social media platform for job seekers as it is a useful platform to monitor the organisations. Different organisations use this platform for their brand awareness and to share information about the company. Job seekers can easily get information from Twitter through monitoring the tweets of the organisation as Twitter profile is less personal. Along with that, it also helps a job seeker to keep up with the current events, recruitments for career building. 
[bookmark: _Toc533610278]2.2 Importance of social media in business 
Social media is a tool that gives a global platform for marketing of a product of an organisation. As stated by Ellison et al. (2015, p.105), social networking site helps to enhance communication with the customers and also helps to understand the requirements of the customers. Unit 9 uses Facebook, Twitter and LinkedIn as their online platform to partner with the advertising agencies. This social media platform is also used to satisfy the customers Along with that, the social platform is also used by Unit 9 to gain feedback and to enhance their brand image. Nowadays social media is used by different age groups and this is a plus point for the marketing of different services of Unit9. As stated by Gerbaudo (2018, p.21), social media can be used for brand awareness and to monitor the requirements of the customers.  
Along with that, this platform helps Unit9 to target the customers and market penetration. According to Qi and Chau (2016, p.23), social media usage helps to enhance the product quality according to the requirements of the customers. Apart from that, it also helps to understand the market trends and to design new strategies of marketing in social media. According to Leftheriotis and Giannakos (2014, p.135), social media can be easily targeted by the third party for the violation of personal and professional security, there are chances of leakage of information by the competitors or other people.

Figure 1: Importance of social media in business
(Source: influenced by to Qi and Chau 2016, p.23)
[bookmark: _Toc533610279]2.3 Use of LinkedIn in the workplace 
LinkedIn is a social platform that helps to create professional portfolio of an individual. As stated by Zide et al. (2014, p.591), social networking sites are the tools for gathering information about the potential and talented employees. Along with that, it also stated that LinkedIn profiles help to identify the right talent for a company. LinkedIn profiles of the employees help the HRM of Unit 9 to identify the right talent for their company. As Unit9 is related to different areas like films, games, virtual reality and digital technology, LinkedIn helps them to interact with the directors and writers for communication. Along with that, it also helps them plan their workforce for the productivity of the company as they are specialized in innovation of software engineers, gaming experts and so on. The LinkedIn is also a useful platform for gathering knowledge and information about the competitors of the organisation. As stated by Sigala and Chalkiti (2015, p.45), social media helps to identify the creativity and the knowledge of the employees.
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[bookmark: _Toc533610280]2.4 Use of Twitter in workplace 
Twitter is a useful platform to create brand awareness, to monitor latest trends, and to boost the website of the organisation. As stated by Ellison et al. (2015, p.107), social media platform is used to share the knowledge and information of the organisations. Unit9 is using this platform for the marketing of the services. Along with that, this also helps the organisation to provide different information regarding recruitment and current events. On the other hand, this platform also helps the organisation to get instant feedback about the products and services and also to follow the current market trends. The main disadvantage of this platform is that this Twitter profile is less personal; competitor gets access to the information of the company which can be a major threat for Uni9. 
[bookmark: _Toc533610281]2.5 Advantages and disadvantages of Face book in workplace
Advantages- Face book is a platform which is beneficial for building professional relationship with persons inside and outside the organizations. Business scopes , new ways of thinking and ideas are availed through productive discussions with a large of people. As mentioned by Mark et al. (2014, p.1084), Face book is beneficial for reducing the stress level of employees in the workplace. The employees are able to take occasional breaks whenever they want without going to break room or chatting with co-workers. These occasional breaks are helpful to increase the energy level of employees and significantly enhance their attentiveness to work. 
Disadvantages- Facebook is responsible for reducing the attentiveness of a large number of employees. Many of them are seen to neglect their daily functions. As a result, the work ethics is disobeyed and the overall work culture is damaged. 
[bookmark: _Toc533610282]2.6 Use of social media and personal security
Facebook, twitter and LinkedIn are widely used for storing and generating large scale of information of the companies. The cloud storage facility helps the management access a large amount of information at any time. The storage is totally online. This facility eliminates the risk of losing valuable information and tedious task of manually managing the data. The employees are also able to access the information related to their professional matters conveniently (Westerman et al. 2014, p.182). Facebook assists in ensuring cyber security within the organization due to strengthening security system and protecting all informative data related to financial condition of the company.
However, there is risk of leakage of information. The platforms such as face book, LinkedIn, twitter make the company data vulnerable. Hackers often steal the data and use the same for personal interests. This poses a serious threat before the aspect of company confidentiality. Thus implementation of social media in workplace could also create challenge for the organisation regarding disclose of its strategies as well as mistakes and scandals. This also considers the soft data of the company regarding its financial situations and market statics.  
[bookmark: _Toc533610283]Conclusion 
Thus it can be concluded that implementation of digital technology has significant effect on the organisational performance. This study has highlighted the efficiency of digital technology to improve organisational performance. Along with that, it has also highlighted the role of social media in the context of individual interest of job seeking as well as operational performance of the organisation.
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Appendix 1: changes in business process by using facebook
[image: ]

(Source:http://facebook-unblock.blogspot.com/2013/03/the-importance-of-facebook-for-local.html)
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