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1. [bookmark: _Toc100411222]Introduction
Education, work, communication, culture, and the economy are just a few areas in which technology plays a vital role in our daily lives. So, its impact on the workplace is unavoidable. Years earlier, the expansion of the business is limited by numerous obstacles, including language, distance, weather, culture, etc. But, with technological improvements happening in the workplace, organizations started to expand swiftly and efficiently. More consumers can be attracted, and thus, higher levels of growth can be achieved using the most recent developments in technology, such as video conferencing, virtual offices, social networks, etc.
Technology bridges the burden-stretching chasm and provides us with ever-improving innovations that elevate our intellects to new heights. "Workplace technology is a portion of the technology applied in the workplace, where utilizing technology makes it easier for the management team." At the workplace, technology means communicating with colleagues, getting all your reports via software, communicating with others through various social media types, sharing projects, utilizing multiple software, and much more. Staying out of touch with the modern world at the workplace means avoiding technology (Morgan, 2020).
Recruitment managers can target prospective candidates using digital advertising technology, such as tracking the most visited websites by candidates. They can use various technologies, including screening tools and personality evaluations, to determine whether a candidate is a good fit for the organization.
2. [bookmark: _Toc100411223]Overview of the types of digital technology used in the workplace
Document management
To make data about employees, customers, operations, and marketing more easily accessible and provide more timely insights; it is essential to organize this data. The ideal approach to handle information is using a cloud-based document management solution. They also serve other uses besides managing data. For example, employees may use them as adaptable learning platforms to get the knowledge they need when they need it. In addition, these systems' powerful search capabilities have made it simple to locate any file in the organization. Employees may also cooperate effortlessly across various sorts of data.
The robustness of today's document management systems also extends to analyzing all types of organized data.
Work management
Automation of processes is a fundamental prerequisite for firms aiming to be nimbler. Identifying and automating routine operations in each department may save a significant amount of time and resources. Automated technology should allow you to construct workflows with the most significant degree of freedom possible while maintaining strict control over who may see what.
Employees should conduct planning, coordination, management, and execution of work. If you want your employees to be productive, you can no longer depend on providing them with essential tools like email, word processing, PowerPoint, and spreadsheets. 
Teams should be able to gather, plan, execute, troubleshoot, and assess their project's outcomes with ease using simple tools for work management. These criteria may be addressed by various services, including chat, email, phone, and video conversations, meeting solutions, file sharing, etc. Internal networking and task management should be made as simple as possible for employees using these solutions.
Maximizing functionality may need using a variety of tools. Determining factors such as how much functionality is needed in a single tool should be a top priority for decision-makers. Minimizing tab flipping and the need for contextual talks saves money and increases productivity among employees.
Cybersecurity
Since data breaches have become more of a concern, IT administrators have continually been attempting to enhance security while allowing broader freedom for employees to push their digital boundaries flexibly. All cloud-based solutions come pre-configured with some level of cybersecurity. Cloud storage has now eclipsed on-premises storage in data of security.
Both the interior and external sides of the wall may be breached. Internal breaches may be avoided by defining and establishing limitations.
External virus infections are most often spread through email phishing scams. Data security breaches may be significantly reduced by instilling a sense of accountability in employees and training on best practices.
3. [bookmark: _Toc100411224]How has Covid-19 increased the use of technology in the workplace?
When Covid-19 struck, it triggered societal upheavals throughout the globe. Governments introduced legislation banning big gatherings of people, in-person company operations, and encouraging people to work from home as much as possible reasonably promptly. Due to the internet, small enterprises and educational institutions alike began seeking ways to function remotely. They employed a range of collaboration platforms and video conferencing technologies to keep in contact with their co-workers, clients, and students while working from home offices.
Using technology in the workplace was becoming increasingly vital even before the outbreak. Businesses saw technology as a tool to better interact with their customers and a method of introducing automation and speeding up operations. When non-essential business meetings were forced to be discontinued due to businesses about the new coronavirus, this adoption was increased even more quickly. As a result, organizations have turned to cutting-edge digital solutions to enable their employees to work from home and provide excellent customer support.
Increasingly, digital operations have a dual function in today's firms, serving both the public and the internal staff. Without the option of getting together, many professional organizations and educational people were compelled to develop new methods of facilitating communication, work, and the completion of tasks while working independently from one another. At the same time, customers have indicated a desire for services that involve little or no touch with actual people and advocated for remote or at least contact-limited operations from a customer-facing standpoint.
Many people's work lives have been transformed by COVID-19, which has resulted in historic numbers of people losing their jobs, many people working from home for the first time, and many people learning to cope with new work limits, duties, and hazards. To better understand how technology is changing work in the pandemic economy, some examples taken from different organizations have been reported below:
· Hand-washing habits among hospital employees may be monitored using sensors implanted in badges. "Other firms have developed new monitoring technologies or wearable devices that vibrate when a worker approaches within six feet of another employee. Companies like Amazon and Ford have already begun monitoring worker distances using tools like camera-enabled tracking and wearable devices that record position and closeness".
· Certain companies may modify existing work processes to reduce the risk of virus exposure for employees or consumers. For example, some organizations may combine new capabilities into current a new "touchless" face recognition tools for security officers in scheduling and time-clock applications.
4. [bookmark: _Toc100411225]What are the benefits of using digital technology?
Technology in the workplace cannot be overstated; no office would be complete without it. People no longer need to go to work because of the ease they may interact through email, social media, and cloud storage. Here are the specifics regarding the relevance of technology in the workplace:
Efficiency & employability: 
Technology is required by any business to be efficient and increase its employees' employability. Business organizations use technology to save time and money. The computerized framework is employed to arrive at the correct costs and incomes. The invention reduces human errors, stock employment, generation, HR, costings, and administrative programming, allowing workers to work more productively (Cottrell, 2019).
Easy communication:
 Using technology in the workplace is a sensible financial way. When a company operates from a single focus point, all stakeholders must be heard. As a result, making phone calls wasn't the only option available at the time, according to reports. For this reason, it is necessary to use video meetings, email, and messaging apps like WhatsApp, Facebook Messenger, and Skype, among others, to communicate with co-workers as quickly as possible. When a business needs to speak with suppliers, partners, investors, customers, or various other parties, the primary method of secure correspondence is email. Time management in the workplace can be improved by dragging and dropping records into a message. When it comes to communication, web conferencing over a mobile phone is the easiest method.
Increase performability & teamwork: 
Workplace technology finds the worker's ideal because they all dependably converse with one other via the interpersonal organization (Gibbs, 2012). When employees aren't in the organization, interpersonal organizations engage in informal communication by exchanging photographs, visiting, and planning events of all kinds. Long-distance interpersonal communication boosts the representative's performance by offering everyone a firm grasp and network. The association allows well-functioning preparation offices, award programs for top representatives, excitement offices, and courses.
Makes Creative & Innovative: 
The use of technology in the workplace encourages employees to be innovative and creative, ultimately strengthening the firm's goals. The firm can also benefit from its expansion in a more advantageous location. Employees may utilize the internet to learn about what's happening in the world, and they can collaborate with other members of their team to come up with fresh ideas for the company (Cottrell, 2011).
5. [bookmark: _Toc100411226]What are the disadvantages of using digital technology? 
"Employee destruction through workplace technology the use of technology in the workplace has some disadvantages; technology reduces the weight and makes work more viable and cost-effective; it also continues to be associated with long-range informal communication destinations and encourages participation when a representative is exhausted at work”  (Tuckman, 2012). Technology. In any case, it's harmful to the workplace to prioritize informal organization above formal work. Too much time spent on social media might seriously affect how well you manage your time at work. Some employees conversing with their friends and family members while at work is considered bad manners and disrupts workflow.
Guidelines & security policies: Although the regulations of various social media types vary, it has a significant negative impact on a company when competitors utilize images or videos without providing any credit or permission (Tuckman, 2012). Anyone may see the company's most recent photos on Facebook, Twitter, or LinkedIn, and competitors can devise their strategies and make more reasonable offers based on those plans. There are no appropriate rules & security systems for these unlawful jobs.
Hacking: Programmers continually seek techniques to hack the PC, social record, mail account, or other access that may impair the association. An outsider may access individual and professional data in seconds; thus, safeguarding it from a hacker association requires even the most straightforward precautions. If you maintain a high-security framework to filter spam mail and unsafe URLs transmitted to the association, you may discover potentially damaging connections.
Support and Security Issues:
Tablet computers, for example, are underappreciated in the office. Tablet computers, despite their portability, need the same level of support and security as desktop or laptop computers. Security breaches and data loss may be prevented by observing how your employees use these mobile devices, which hold crucial information about your business. This demands more IT security and support. If your employees are inexperienced with the device, further training or support services will be required to educate the employee and safeguard the pricey device and the networks it's attached to.
Costs:
The cost of technology has never been low. It is pricey to acquire, but the maintenance and upkeep of technology create a lot of the expenses for your organization. It appears as if you must update your software every few months, and not only do you have to pay for the product, but you also must train and educate your staff on the newest revisions. Performance and productivity may substantially fall as employees acclimatize to new systems. For those less than technologically savvy, transitioning to new technology can be highly time-consuming.
[bookmark: _Toc100411227]Conclusion
 Hence, it has been proved that digital technology in the workplace has many benefits if used correctly and with proper guidance. Using technology at the workplace means communicating with co-workers, obtaining all your reports through software, communicating with others via social media, and communicating projects using a variety of applications, among other types, and employing at a workplace where technology is prevalent means being cut off from the rest of society (Morgan, 2020).
 It is better to take advantage of the technologies invented to create a collaborative and flexible working environment. Technology will inevitably become more pervasive in the workforce since it positively impacts individual worker productivity and the efficiency of the entire workforce (Kitaboo, 2019). 
As technology becomes more pervasive in the workplace, there is no way to ignore its presence. While there are numerous disadvantages to this trend, it is here to stay, so why not make the most of it and concentrate on all the positives it offers? Highly motivated employees who can do excellent work regularly characterize a successful and productive workplace. Finding cost-effective and time-efficient solutions is a key to keeping employers and employees satisfied.
[bookmark: _Toc100411228]
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