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Part one :
Demonstrate the ability to evaluate the appropriate use of modern technology to improve workplace efficiency and employability , supported by criteria leading to an evaluation 
Every place is using technology in order to make the work easier. Due to the advancement of technology, it has become easier to work as the process has just simplified.
The technology has become so advanced that the work which earlier was completed in days is now being done within a blink of an eye.
The work without technology is nearly impossible in today’s time. This is because the workload has increased and that workload can only be catered on time with the help of advanced technology. The technology in the workplace is important due to the following reasons:

Importance of Technology in the Workplace
The work is done within no time:
The technology helps in doing work with the pace unimaginable. Provided the technology must be used in a positive manner. This is because after all, it is technically not the human brain. So it can stop working at any time. The work by the computers is done in a jiffy which is a boon to humankind.
The work is done in coordination:
Due to the technology, it has become possible to connect one department with other. It is just the Wi-Fi services which help in increased connectivity. Earlier it was not possible, but now everything one can think is possible.
The manufacturing department can contact the advertising, production, planning department with just a single click of a button. If the workplaces do not make use of the technology, their work may come to a standstill. So, to prevent that one has to make use of the technology.
Reduces the mental stress of the employees:
The work is divided to a larger extent when technology is used. This helps the employees. Their mental stress is reduced which is again good for the company itself.
The employees are able to pay attention to the important aspects which help the company to grow.
Also, the work quality of employees improves as they work in the less tensed environment. When work is divided, less tension, more efficiency in work and the output automatically is appreciable.




Make Your Business More Efficient
At its most basic level, technology allows you and your employees to be more productive and efficient. Whether you’re using a word processing program that allows you to edit with ease or an electronic bookkeeping system that pulls data at the touch of a keystroke, technology makes life easier. You can schedule sales calls and appointments, track employee time, and perform many tedious tasks that once took hours in only minutes.
Ensure Computational Accuracy
When it comes to business, you can’t stay in business if you don’t have the numbers right. Modern spreadsheets like Excel, with its hundreds of computational formulas, help ensure accuracy. Accounting programs like QuickBooks allow you to accurately keep inventory, make and record sales, manage and pay bills, and handle payroll. Consider the time and cost once required to compile financial information. Now, your books can be regularly maintained in a software program and your financial statements can be generated in moments.
Be Competitive In the Marketplace
Whatever product or service you provide, you need to compete. Your competitors use technology, so you need to as well. The internet allows you to do more than just stay neck and neck with other businesses; it can push you ahead. Use digital marketing to promote your company and online sales tools to sell across the street and across the globe. Embrace Customer Relationship Management (CRM) systems that allow you to track what your customers do and like. Wouldn’t it be great if you could target the right customer at the right time in the consumer journey so they turn to you instead of a competitor? You can with technology.
Be Industry Relevant
Regardless of your industry or profession, there is technology honed to make what you do easier. If you work in health care, there are countless technologies that save lives, protect patient privacy rights, and make sure providers get paid through insurance. If you’re a farmer, engineering marvels and robotics will help you maintain crops and improve yield. For a composer, there’s Pro Tools, a digital audio recording system. A teacher who is looking to impact the next generation of great thinkers won’t be able to do it without technology.
Communicate More Effectively
Whether you instant message or use Slack with a co-worker across the hall or Skype with clients across the ocean, technology has made connecting in real time easier than ever. Follow up that voice or FaceTime call with an email to recap and clarify. Connect on LinkedIn to network interoffice and interindustry. Use Facebook, Instagram and Twitter to communicate directly with your customers. Create and promote your brand and get your message directly to the consumer.

Benefits of Technology in the Workplace:
The technology provides the number of benefits to the human as well as his or her professional work. Some of the benefits are as follows:
1. More connectivity:
Now it is the technology which rules in the workplace. Not actually just the workplace but also at home. The technology has connected the people from one corner of the world to another corner.
If the office is in India and the client is from America, it makes no big issue at all, because one can contact each other even sitting miles away through the technology. So, the technology has connected people from every nook and corner of the world.
2. The work has reduced allot:
Half of the work is now done by the technology used in the companies or the workplace. Like computers in the IT sectors, the robotic machines in the factories or the manufacturing hub and so on.
The work is done by them which reduces the pressure in the mind of an individual. Earlier the work from pin to an elephant has to be done by the laborers only but now it has been divided.
3. The work is more accurate and persistence:
The work done by machines is accurate. Every product manufactured is the same. Every entry in the computers goes right and even the computers are able to check the grammar of its own. You just write something, the spellings and the grammar gets checked automatically.
So, the technology has also made the work of writers very easy. So from this, we come to know that the technology is not only helping one section of the society but is assisting others also at the same time.
4. One can even work without going to the office:
The person does not need to go to the office. Just sit at home, get your computers with you, have the internet connection and you can work from home.
But do not use it in a wrong way. In case of emergencies, it is the boon for everyone as the person need not be present in the office. You just need a good connectivity.
5. More work in less time can be done:
The work we use to do in hours now can be done within no time. This is only possible with the help of technology. The advancement in technology has not just made a human being advanced but also the style of working has got an immense change. The people have become smarter and intelligent with the use of advanced technology.
6. Time and energy are saved:
The time and the energy is saved when the technology is used for the work. the computers just help in completing the task with a single click and that’s the best thing about the technologies. One can save a lot of time to do other tasks in life.
So, the above mentioned are some of the advantages of technology in the workplace provides. That is the reason why today every single task is done through the advanced and smart technology.
Cons of Technology in the Workplace:
Every coin has two sides, so does the technology. If there are advantages that it provides then no one can deny the cons also. Some of the disadvantages are as follows:
1. It makes a person lazy:
A person becomes lazy when he or she knows that the work will be done by the technology installed. He works in a leisure manner thinking that everything will be fine and perfect. But this is not the case always. Effects of technology person, after all, it does only what it is made of and nothing more than that.
2. Fewer employment opportunities are there:
The people get fewer jobs just because most of the work is done by the machines and the robots. There is no need left for the human to work, robots work in the more efficient manner than humans, which produce greater results at the end of the day. Due to this thinking only, many people are left unemployed and reel under the poverty.
3. Huge losses if the technology fails to work properly:
There is never a lifetime guarantee for any machine. It can go waste anytime, even if it is branded. So, in such a case the company has to bear huge losses. The whole manufacturing process halts, along with it the work of other departments also comes to a standstill. This way the companies has to go from the really tough situation.
4. What human can do, a machine can never do:
A machine can never perform as well as a human can. This is because the human can use his or her brain and machine cannot. No novelty is brought into the product as the machine produces the same stuff again and again. But human can do brainstorming and get a new featured product every possible time. so, this way humans are far better than the technology.
5. The human talent gets lost:
The manual work is more appreciated than the machine work. Also, the manual work requires more hard work which ultimately produces great work at the end of the day. When a person completely depends on the technology at work, he or she becomes dependent on it fully, without realizing that time never waits for anyone. So, for this reason, also it is better not to make use of excess technology.
6. The lack of understanding:
The understanding among individual is affected. This is due to the lack of conversation. If the client is far away from you then it is not possible to connect face to face. One can only know through skype or any other technology. So, it leads to less understanding.
Security in online learning refers to protection from malicious or accidental misuse of resources in online learning (Adams & Blandford, 2003; Neumann, 1994). Previous literature indicates that security has three basic requirements: confidentiality, integrity, and availability (Adams & Blandford, 2003; Serb, Defta, Iacob, & Apetrei, 2013; Weippl & Ebner, 2008). Confidentiality refers to the protecting of sensitive information from being accessed by unauthorized persons (Serb, Defta, Iacob, & Apetrei, 2013; Adams & Blandford, 2003) and the absence of unauthorized disclosure of information (Weippl & Ebner, 2008). Since there are a large number of users in any online learning environment (among them students, visitors, instructors, tutors, and administrators), both a login system and a strong delimitation marking registered users and user groups are needed to safeguard the access to the appropriate user (Serb, Defta, Iacob, & Apetrei, 2013). In order to protect personal information, security safeguards such as authentication and encryption are usually implemented. Integrity, a critical element of security, refers to “the protection of data from intentional or accidental unauthorized changes” (Serb, Defta, Iacob, & Apetrei, 2013) and “the absence of improper system alterations” (Weippl & Ebner, 2008).
Besides, of the security risks inherent in the Internet, the development of new learning technologies such as Web 2.0 and social media have allowed for many new security breaches and a much larger security impact (Adams & Blandford, 2003; He, 2012). The amount of malicious content and the number of cyber-attacks on these new Web applications is rapidly increasing in both frequency and sophistication. Nowadays, many instructors are using social media sites such as Tumblr, Facebook, Wikis, online forums, and Twitter to support collaborative learning in their online courses (He, 2011; Camarero, Rodríguez, & José, 2012; Patel et al., 2012).
Security policies and mechanisms in online  must support authentication, authorization, confidentiality, and accountability (Cardenas & Sanchez, 2005; Agulla, Rifon, Castro, & Mateo, 2008). Authentication refers to the validation of a person’s identity before the access is assigned. Authorization defines what rights and services a person can access after the authentication process is passed. Confidentiality means that some specific information or data cannot be disclosed to anyone who is not authorized.

Part two :
Demonstrate appropriate use of social media and its applications in the workplace , through the creation of own professional online presence on Linkedln , supported by evidence  

Evolution in technology is bringing a paradigm shift in the logistics market segment. The online world is prevailing, and among consumers it’s become habitual to have everything at fingertips. Logistic companies today are striving to deliver products anywhere between three days and five days, quicker the better. The daily evolution of technology has led to increased productivity, lower costs, and fewer errors in the supply chain. Technology is striking every sector of the logistic segment.
Though conventional tracking devices powered by Radio Frequency Identification (RFID) tags and bar codes remain relevant, innovations in mobile and satellite technology make it a piece of cake to provide real-time coverage of shipments across the globe. Also, the Internet of Things (IoT) has opened a new world of opportunities for logistics and supply chains. Lower costs and risks are the two main advantages of using IoT devices in the logistics business. Although IoT devices have been in the picture for a while now, they continue evolving and impacting the future of logistics, giving more accurate in-transit transparency and better delivery of products.
The next important development in the logistic market is technology that helps determine the location of products after they have been dispatched. Gone are the days of lengthy log reports, printed maps and hundreds of phone calls to manage a delivery. Modern GPS solutions allow companies to manage logistics and help in automated route planning. This also increases efficiency by improving driver safety and performance, and by lowering administrative resources and costs. Modern GPS solutions also minimize the risk of theft. Customer service is also improved thanks to real-time tracking of delivery vehicles and accurate delivery estimates via updated traffic updates.
GPS accuracy has increased drastically during the past decade. GPS not only displays a vehicle’s location, but also allows GPS-based fleet management systems. It allows managers to create geo-fences to prevent vehicles from moving past set location markers. Fleet management systems also optimize route planning using real-time data and help track driver hours. Another useful feature of these systems is called smart fuel control. Logistics companies can now monitor speeding, rash driving and acceleration, abrupt and harsh braking, and other activities to improve safety and lower fuel consumption.
Another pillar of a good logistic service infrastructure is customer service. In this age, almost everyone is connected through social media. There are over 326 million social media users in India alone. So many social media users can help optimize operations in the logistics industry. Social media has always been the easiest and most convenient platform to reach consumers employed in all kinds of businesses. The logistics sector can use it do so as well. Social media can be used to convey urgent information, industry news, and customers' responses and reviews quickly in a fast-paced world. This helps increase customer retention by providing hassle-free communication with end consumers.
Unlike earlier when customers had no clue where a shipment was, today because of technology they can receive regular updates as part of their social media feed. A customer can know almost to the exact minute when a shipment is arriving, eliminating nearly all the ambiguity that made logistics cumbersome and irksome in the past. As a result of being able to receive constant updates on the location of their shipment, trust between consumers and shippers has increased. This has made many companies re-think their business models such as logistics plays a more central role in it.    
The time we are living in should be referred to as the golden age of technology. It is the responsibility of new-age logistics ventures to embrace the futuristic developments in their domain. This is necessary for them to remain updated, enhance efficiency, to remain competitive in the market. Technology is indeed changing the future of the logistic market segment today.

The most common platform for social media marketing in Logistics is Linkedin .
When it comes to the different social media channels, Linkedin offers by far the most target specific communication channels, especially regarding  jobs . Groups, company pages, subscriptions, profiles, and an advertising system similar to Google Ad Words allow work on various online marketing goals, such as branding, lead management, traffic, etc.
A professionally written LinkedIn profile allows you to create an online professional brand which can help open doors to opportunities and networks that you may not have been aware of without the help of social media.
LinkedIn gives you the ability to showcase your profile, expertise, recommendations and connections, not only is your profile the first professional impression of you when recruiters and employers use LinkedIn to search for candidates but it also demonstrates credibility in your industry and highlights your achievements. Many people still underestimate the importance of LinkedIn in their job search and are sometimes reluctant to embrace social media.
 LinkedIn allows you to have an online personal brand which makes you visible to key decision makers and recruiters. This means when your name is put into a search engine such as google, you have an online personal brand and you are appearing in search results. It’s for this reason you need to make sure you treat your LinkedIn profile in a similar way to your CV and you ensure what is on the profile is selling you in the best way possible.
Having a LinkedIn profile helps build trust with employers and recruiters as they can see your recommendations and connections and evidence of where you have added value.
Having a LinkedIn account also means that you can use the site to research companies, interviewers, recruiters, and hiring managers — this is helpful before submitting applications and researching who’s interviewing you and conducting interview research.
LinkedIn is a brilliant tool for researching organisations and people that work at them. You can use this to target people within your network that work for organisations that you really want to work for.
Olivian attached in appendix the link of his own Linkedln profile to demonstrate the importance of this website .
Swot analysis of Linkedln :
	Strengths 
	Weakness 
	Opportunities 
	Threats 

	-free version version ;
-easily distributed ;
-allows for personal branding;
-information can be easily added ;
	-can be seen as impersonal ;
-allows for spam messages ;
-the posts might not be beneficial for some candidatures ; 
	-growing number of users ; 
-available 24/7;
-can be found by recruiters ;
-mobile alerts can be set up ;
	-others can rate you negatively ;
-global competition ;
-can be a preference to have a printed work ;



Integrating information technology tools with logistics processes means that systems become an integral part of the logistics subsystems as well as being a platform for the rationalisation of logistics operations. All activities related to the computerisation of a courier company are aimed at integrating various subsystems in order to provide faster and more efficient flow of information .
Information and communication technologies use mainly the Internet, wireless networks, fixed and mobile telephony and electronic mass media, which include radio and satellite .
Some of the applications and programs used in logistics industry and their importance and usage :

	Applications /programs used 
	Importance 

	Microsoft word 
	The importance is to use in the written of letters or reading documents sent or received about work .

	Microsoft excel 
	The importance is to do the invoices to the payroll department .

	Yahoo email 
	The importance is to communicate , send and receive documents for work .

	Whatsapp   
	The importance of this application is to communicate with other drivers and to receive the rota weekly .

	Gps  application 
	Gps Truck Navigation is specified gps app for truck drivers to provide reliable and easy truck routing.

	Bank accouts applications 
	The  benefit of having a bank account is that you could also save time and money by paying your bills online using your bank account information. Stop wasting time paying bills in person and can keep track of the payments you made using online banking.




Appendix :

CRAAP ANALYSIS :
	CURRENCY 
	Digital skills and research methods assignment has been written in 30 days .

	RELEVANCE 
	The assignment describe the importance of using technology in workplace .

	AUTHOR 
	The author of the assignment is Olivian Majorant . Olivian is working in logistics and transportation and he applied to his workplace the purpose of the assignment .

	ACCURACY 
	Olivian has been used references accurate, websites, books and articles  in the description of using technology in his workplace .

	PURPOSE 
	The purpose of the assignment is to provide description of the use of technology and social media in workplace .



Olivian ‘s Linkedln profile :
https://www.linkedin.com/notifications/
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