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INTRODUCTION 

 
Digital is the electronic technology which helps in storing, generating and processing data. It includes binary digits like 0 and 1 (Jara and et. al., 2015). On the other hand skills is the ability of a person to perform a specific task within the given amount of energy and time. For example, some of the basic skills are teamwork, self motivation, leadership etc. human being requires many skills to perform a job because without it work cannot be performed well. Apart from this, research is the systematic performance of activities to reach at some conclusion. It is increase the knowledge of person, culture and society. In this report method to improve student’s digital skills in workplace has been discussed, some contemporary techniques will be discussed to improve the efficiency of workplace. Other than these ranges of information sources will also be analysed (Robinson and et. al., 2015). 

P1. Contemporary techniques to improve workplace efficiency and employability

There are number of techniques available which organisation can use to improve the efficiency and employability of the company. These techniques are important for the company as it help them to plan a smooth functioning of the operations. Every organisation is different as well the employees are also very different, so these methods or techniques are based on the basis of these factors. It is important for the firm to make available all useful performance tools to their employees. Some of the techniques which companies can use for improving their workplace efficiency and employability. 
       Avoid excessive micromanagement- Having large number management is not good for the company because it makes employees uncomfortable which directly affect the productivity of the company.  This make employees feel like they do not have any importance in the company and their opinion doesn’t matter to them. This reduced the employability of the employees by declining their performance. Over management give reverse i.e. instead of encouraging employees to give their best this micromanagement will reduce the morale of employees and force them to perform poor.  For example if employees discuss any important information among them reach to some conclusion, after that they plan to discuss it with the top manner for making some changes in it. But manager does not allow them to discuss it the top manager because according to manager their idea is irrelevant to the company. This will create dissatisfaction among employees and demotivated them from performing good sources to get the information in very detail (Carretero, Vuorikari and Punie, 2017).
· Cut down meetings- There are several meetings take place in the organisation which is not very much relevant. It distracts the employees from their productive works they are performing. These unnecessary meeting are required to cut down so that time can be saved because this distraction will only reduce the productivity. For example if sales team is busy in making their target plans and in between, top manager held a meeting and make it compulsory for all the departments to attend it. This will distract the sales department from their important work they were doing which in return reduces their performance and take a lot more time to make that plan (Siddiq, Scherer and Tondeur, 2016). 
Technology- Technology also plays an important role in the organisation for improving their overall performance as well as for bringing efficiency is the company. Technology is changing very rapidly which is making life of people very easy to perform their functions. Technology brings efficiency in performance and help the company to produce quality products. These qualities help the organisation to attract many customers for their items and in return to this company earn more profits as well as their sales get increased. 
Training- Training also play an important role in efficiently performance of the company. Trained employees perform in the favour of company while untrained does not know how to do a job.  

P2. range of information sources

Information sources are the are the people, place or thing from which data can be collected or information can be obtained. Information are also available in variety of forms which is completely dependent on the requirement of material. These information sources are divided into different categories like primary, secondary, tertiary and so on. These sources are also available in the form of physical as well as the online and audio form. Books and journals are some other. These range are very much helpful while conducting any research. 
DOCUMENTARY SOURCES- These documents are genially published and in recorded form. Documentary sources are further divided into three different sources of information. That are-: 
· Primary source- primary sources are the original information that is which is conducted by the investigators themselves.  It is related to the new information which get shared for the first time. This information is collected for the first time which is relevant to the event for which it has been collected. Some of the examples of primary sources related to the print are diaries, letters, speeches, patents, photographs, newspaper articles, journal articles, theses and dissertation, survey research, original documents etc. in the form of electronic, information sources are internet, email communication, interviews, video recording, audio recording, web sites etc. other sources are artefacts and work of art. 
Sampling method: There are basically two types of sampling namely probability and non-probability. According to the workplace topic, non-probability method will be used and with the help of this, 40 respondents will be taken into consideration. 

	Questionnaire

Q1) Are you have knowledge about the Brexit? 

a) Yes 

b) No 

Q2) What are the Negative impact of Brexit on employees working in the hospitality industry? 

a) Less earning opportunities

b) Diminish growth of hospitality sector 

Q3) What are the Positive impact of Brexit on employees working in the hospitality industry? 

a) Opportunity to start own business 

b) Government support 

Q4) What are the ways through which negative effect of Brexit can be overcome? 

a) Prioritising of formulation workplace strategies

b) Commencement of new laws and regulation 


	Q1) Are you have knowledge about the Brexit? 
	Frequency 

	a) Yes 
	30

	b) No 
	10

	Q2) What are the Negative impact of Brexit on employees working in the hospitality industry? 
	Frequency 

	a) Less earning opportunities
	25

	b) Diminish growth of hospitality sector 
	15

	Q3) What are the Positive impact of Brexit on employees working in the hospitality industry? 
	Frequency 

	a) Opportunity to start own business 
	20

	b) Government support 
	20

	Q4) What are the ways through which negative effect of Brexit can be overcome? 
	Frequency 

	a) Prioritising of formulation workplace strategies
	15

	b) Commencement of new laws and regulation 
	20


Theme 1): knowledge about the Brexit

	Q1) Are you have knowledge about the Brexit? 
	Frequency 

	a) Yes 
	30

	b) No 
	10
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Interpretation: From the above given information, it has been concluded awareness about the Brexit among employees who are working in hospitality industry. In this 30 out of 40 respondents have knowledge whereas 10 are not aware.  

Theme 2): Negative impact of Brexit 

	Q2) What are the Negative impact of Brexit on employees working in the hospitality industry? 
	Frequency 

	a) Less earning opportunities
	25

	b) Diminish growth of hospitality sector 
	15
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Interpretation: From the above given data, it has been concluded, negative effect of Brexit on employees. 25 out 40 respondent has opinion as less earning opportunity is main impact whereas 15 respondents has view as diminish growth of hospitality sector is main impact. 

Theme 3): Positive impact of Brexit 

	Q3) What are the Positive impact of Brexit on employees working in the hospitality industry? 
	Frequency 

	a) Opportunity to start own business 
	20

	b) Government support 
	20
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Interpretation: From the above given data, it has been concluded, positive impact of Brexit on Bartender who are working in hospitality sector.  For this, respondents have equal chances for government support and opportunity to start own business is main positive impact. 

Theme 4): Ways to overcome negative impact 

	Q4) What are the ways through which negative effect of Brexit can be overcome? 
	Frequency 

	a) Prioritising of formulation workplace strategies
	15

	b) Commencement of new laws and regulation 
	20
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Interpretation: From the above given data, it has been concluded ways used by Bartender to overcome negative impact of Brexit on them. For this, 15 out of 40 respondents have opinion as Prioritising of formulation workplace strategies is best opinion whereas 20 respondents have view as  commencement of new laws and regulation is best way. 
· Secondary sources of information- These are the information which is not originally created by the investigator. These are already created by someone else which help the investigator to further conduct their research on the same topic. These sources describe, interpret, evaluate, comment and discuss. Secondary sources are the best information source because it minimizes the burden of the investigators. It include some sources like bibliographies, dictionaries, monographs, textbooks, websites, histories, commentaries, journal articles, biographical works, newspapers, magazines, books etc. these all the different sources which investigators can take help of. 
· Tertiary sources- tertiary sources are the mixture of primary as well as the secondary information. These data only provide an overview of the topic and does not considered to be acceptable (Livingstone and et. al., 2017). It just a terminology which provide references to the further reading. This gives a summarization to the already existing data. Some of the tertiary sources are chronologies, classifications, dictionaries, encyclopaedias, guidebooks and manuals; population registers statistics, fact books, abstracts, indexes, bibliographies, manuals and guidebooks.  
NON DOCUMENTORY SOURCES – These are the substantial part of communication in science and technology. This is important because it provide rare information which other source does not provide. It is further divided into -:
· Formal sources- These are the formal type of sources which include research organization, societies, industries, government department, universities, consultants etc. these are the very formal form of information sources which require a systematic procedure to conduct it. 
· Informal sources- These are the informal way of conducting the information, it include sources like conversation with colleges, visitors and attendance at professional meeting. These are  informal which do not have any systematic ways of conducting it. 

P3. Competence in workplace data handling

Supervisors try to manage employee’s performance in a good way so that they can accomplish the goals and objectives of the company. These competencies include one major part that is called performance management. It is related to developing skills of employees. Performance management include some competencies like planning work and setting goals, monitoring and measuring performance, developing the capacity, periodically rating performance, recognizing and rewarding.  Some of the important competencies in workplace that supervisors should adopt are- : 
· Communicating: This is the very first competency that supervisors of the organisation should have in them is that they are able to communicate properly to the employees. This is so because it will help the managers to convey their message properly and also help the employees to understand it appropriately. Company has to open doors for employees also to communicate their ideas and problems. There should be a two ways communication process so that decisions can be taken with every person’s involvement (Correa, 2016). 
Recognizing: Recognition is related to the appreciating employees for their good performance or for performing better in future. This increases the morale of the employees so that they always perform with this zeal. Recognition is important function of the organisation (Van Laar and et. al., 2017). 

CONCLUSION 

From the above report it has been concluded that digital and electronic technologies are important part of the organisation. It helps the companies to perform in a better way. While making this assignment I have learned some techniques which help in improving the company’s efficiency and profitability.  There is different type of information sources which investigators can use for conducting their research. 
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