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[bookmark: _Toc58250691][bookmark: _Toc456901517]What has been the impact of 21st Century Technologies on the modern workplace?
The 21st century workplace has modernised and is greatly reliant of three areas of the new modern technology we use every day. These are mobile devices, Wi-Fi connection and Cloud storage and access. 
Mobile devices are used by nearly everyone and can be used nearly anywhere and everywhere. They do often rely on connection to a Wi-Fi source or access to mobile data, but again with expanding technology and current enrolment of 5G networking this is becoming easier and easier to have access to. Work related files are now readily available through Cloud storage and so can be accessed anywhere from the mobile device. This creates less need for offices or office computers as each individual can access the apps and files, they need through the Cloud storage. 
Arguably this has in turn improved productivity and workflow of many businesses, increased methods and channels of communication between companies and their employees as well as to their clients and customers. There is less need for larger office spaces, designated spaces for filing, and so fewer staff is needed to run a business which in turn helps increase profits and pay.









[bookmark: _Toc58250692]Evaluate the appropriate use of modern technologies and social media in the workplace generally 
Modern technologies and social media within the workplace are something that is increasing all the time in the 21st century. Modern technology allows us to have access to social media nearly everywhere we go, and so it is ideal for businesses to use this as a platform to show off their business and skills. 
In recent times, thanks to the COVID-19 pandemic, a lot of businesses and workplaces have had to move onto modern technology in order to keep their businesses going through lockdown and furlough schemes. Without the use of modern technology many businesses would have had to close, however thanks to technology being more and more obtainable and easier to use, many businesses were able to continue trading and communicating via messaging services and social media platforms when their physical offices were forced to close.
Social media marketing helps promote a name, business, and brand through advertisement of services and goods across their platforms. It allows feedback to be displayed for others to see, thus giving proof of successful works, while also reaches out to new customers that may not have been reached should the advertisement not be on such a broad service. The ability to communicate personally through these social media platforms helps build stronger relationships between the business and their clients and customers and thus can expand the businesses horizons and create even more beneficial feedback for the business, as well as trust and confidence within the company. 
Advantages of using social media and modern technologies in the workplace generally is that it is more often free or has very low cost to manage and advertise your business. It can also reach millions of people should you want it to or can reach target locations or groups depending on the business’ preference. It is also fast and easy to use, whether that be using for social media advertisement or using the internet for business related tasks. Social media can be used to message potential clients personally and can feel more personal than emails. 
Disadvantages or risks of using social media and modern technology is that it can sometimes be a lot of effort and time being placed into something where there is no0 guarantee of success or return. New businesses need to ensure they are using it correctly to ensure that they get from the experience what they need or want. While it is a positive that reviews are available for everyone to see, this can also be a risk in that negative reviews spread just as fast and far as the positive, and there is no way to take them down on some platforms. You can reach out to those who may have posted a negative comment or review and try and amend the grievance they may have, but it is still visible to other potential clients and customers. A further risk is that it is so important to ensure that compliance with copyright laws and data protection are followed as this can put yourself and your customers at risk and can have legal consequences. 


	











[bookmark: _Toc58250693]Explore the use of modern technologies and social media in own workplace 
Due to working for a company that doesn’t have a designated area of work or office, we are often remote working. We use a number of social media platforms for different areas of the business which help us successfully run the company. We do not have a specific app however due to the small scale of the business and the fact there are a minimal number of employees and thus far it has not been necessary or a requirement to develop an app. However, we use existing apps and internet sites on a day-to-day basis for different aspects of the job. 
Access to the internet is very important as these apps and sites require us to be connected via Wi-Fi or mobile data in order to fulfil different areas of the job. We communicate daily via WhatsApp to share plans for the day/week with one another, this is a quick and easy way for us all to communicate via message or video call if needed as we have a group chat designated for employees of the business and so also means we do not need to meet face to face to discuss what jobs will be done and when. A disadvantage to this is that if one of us is without signal or Wi-Fi connection then they may be out of the loop as to what is happening. In addition to this we can also then receive messages any time of day or night as it is linked with our personal mobile numbers, and so boundaries have been set with regards to working hours and weekends. 
Due to the modern technologies, we are able to access sites from which we order materials and tools and can see where the materials that we need are in the local area. We are able to purchase and pick up materials quickly and promptly without having to drive to and from different branches or stores to see if what we need is available, as we can see all this information readily available on our mobiles. This saves us time and increases our productivity. 
We use storage on the cloud through google drive to store and access quotes and material information for current, upcoming and previous jobs. This is password protected and so only we can access this as a company and are able to do so remotely from wherever we are providing we have connection to the internet or providing we have previously downloaded the file. This is a great aspect of modern technology in that it is ideal for smaller companies with remote workers who do not have a specific office or place of work where they have access to files or work on a computer. 
As a company we use social media platforms such as Facebook and Instagram to share images of our current works and progress pictures of jobs that we complete, with the permission of the customer. These platforms also allow us to message current and potential clients and customers through their messaging platforms. With the tools that are available through the Facebook app customers are able to review and comment on our services on our page, and so showing others our reputation and skills. We can advertise ourselves as a business on these platforms and reach customers we may not have purely based on word of mouth. By providing photos we show physical evidence of our work which is appealing to possible clients and customers as it helps them envisage the work they need doing and also shows a level of competence and trust that we can fulfil the needs of their work. 












[bookmark: _Toc58250694]How can Personal branding help YOU?
[bookmark: _Toc58250695]Your LinkedIn Profile to promote your Personal Brand
Below is the link to the pdf file of my LinkedIn profile. 
Profile.pdf
An image of the header of the profile can be viewed in appendix 1 of this assignment. 















[bookmark: _Toc58250696]Evaluate the value of other social media platforms to enhance networking and career prospects
There are many different platforms of social media that can be used to enhance networking and career prospects online. Each different platform has its own benefits and risks/disadvantages. 
LinkedIn is a social network used for and by professionals who can advertise themselves and their business at the same time. It is available for all business types, small and big, and helps professionals connect with one another on a shared platform. You are able to show off your professional experiences and achievements through your profile as well as advertise yourself for further career development to those that view your profile. This allows you to specifically reach out to other professionals and enhance career prospects through professional connections. 
Facebook is another main social media platform that is popular with businesses as it allows them to post photos and videos of their work and promote themselves and offers to followers and potential customers. It has a messaging platform that enables quick and easy communication between both parties and also allows customers to review the goods and services that they have received. 
Linked to Facebook is Instagram, which is primarily an image sharing platform but it more popular with the younger generation and so can be used to reach out to a younger demographic if needed. This also provides a messaging platform for quick and easy communication and can be used to promote goods and services. However, it does not have the layout to provide as much background information that Facebook, or LinkedIn can. 
YouTube can be used as a platform to store and share videos. These can be shared onto other social media platforms to help further advertise and show off goods and services that a business can provide. These videos can also be shared to websites such as Twitter, which is a micro blog service that allows account holders to send and receive short messages relating to their account or business. 
By doing this the business can reach the attention of more and more potential customers and clients that can be tailored to specific demographics if needs be. 
Companies can also use social media and modern technologies within their companies ensure fast and effective communication within the company and also allows a platform to share files and images related to work. 

















[bookmark: _Toc58250697]Examine the impact of Personal Branding on your own employability 
Personal branding shows potential customers and clients not only what your business is and what services it provides, but also shows them who you are as the person behind the business. Your image, skills, behaviour, reputation, beliefs and values are all important parts of your personal branding that in essence advertises who you are as an individual within the business. It helps create a good impression from the offset. Within personal branding you can show who you are now as well as put forward where you want to be in the future. Communicating values and beliefs to others to help further career and achieve personal goals is a large part of pushing forward your own personal branding. It needs to be remembered that individual values and beliefs vary from person to person and so this should be considered when putting ourselves forward as we may be perceived differently by different people for the same values. In order to be considered as a good candidate for employability you need to be considered as credible and consistent with your work, one way in which people can see this credibility and consistency is through online presence on social media where people can access other reviews and responses from others about you as a person and a business. It is important to remain professional at all times on all social media platforms, whether they be business related or purely personal as these can be viewed by others. Workplaces and potential clients can access these profiles and view your personal branding image from these profiles before making the decision to do business with you. Therefore, it is important to appear as credible and professional as it can seriously enhance your employability. Someone who is viewed as professional through their personal branding shows high levels of skill and knowledge in what they do and are fully credible and trustworthy in their business. All of this will then in turn build a good reputation with current and future employers and clients.  



[bookmark: _Toc58250698]Discuss personal and professional security and safety online.
With the movement to 21st century technology more and more people can be at risk of data breaches online. With the advance of smart technology also comes advance in hacking. Personal and professional information stored online is not immune from this and so needs to be protected by ourselves and by businesses that may hold any of our personal information. 
Data protection is a key and pivotable part of all businesses, and compliance must be made. Compliance with the law with regards to data protection is very important as otherwise it can put you and/or your customers at risk of data breaches. The GDPR act was brought in in April 2018, (General Data Protection Regulation) in order to protect personal data and privacy for individuals. 
When a business handles information from a client, they need to ensure that this information is not passed around and is in fact protected. This can be done through password protections and encryptions for access to apps and devices that may hold information. This also applied to any information kept on staff. 
All data must be kept secure and up to date, showing only accurate and needed information. Any individual has the right to request what information is held about them and request that their data be deleted. 
Businesses can also be at risk in that their numbers and addresses are advertised for all those on the internet to see. This is something that needs to be considered when running a business and why it can be smart to have separate personal and work addresses and mobiles. 
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