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Introduction 
The aim of this report is to analyse the importance of modern technologies at the workplace. It will define the positive and negative sides if modern technologies and its effectiveness in nowadays work area. The report will explore social media as a tool for marketing, information gathering and communication. A personal online presence will be shown and level of usage will also be measured and described.
Importance of modern technologies at the workplace 
“We use technology on a daily basis to accomplish specific tasks or interests. Modern technology or evolved technology at times may replace previously used technology due to its increased benefits or newfound popularity”. (Ramey, 2012). Modern technologies are being utilized as a part of relatively every company to achieve particular tasks. Technology has changed the way we work and it has brought some fan to work, it diminishes on human errors which can be caused by an excessive amount of work or stress. Business advances like PCs, tablets, social networks, virtual meeting software and customer management applications have evacuated work environment limits and have likewise encouraged in the development of data at the workplace, which accelerates quick decision making. However, usage of modern technologies at the workplace has its own positive and negative sides.
More and more businesses use variety of business communication technologies to change the way their representatives cooperate and impact while at work. Employees can use different communication tools to interact or exchange information at work and to create business ideas that can help the growth of the company. Internet technology can be used to promote online or interact and exchange information with employers from different organizations worldwide.  Modern technologies also improve Human Recourses Management. It outdoes the recruiting and hiring process, as well as helps advertise jobs. Technologies save time and ease the whole process. The use of modern technologies has dispensed with space and time limits. It allows us to work from anywhere at any time by being able to share information and data in real time, without physically being at a meeting or conference. 
Modern technologies have their bad impact in the workplace as well. It can cause not only distraction at work and affect the employee’s productivity, but also make many workers lose their business solving skills by using modern technologies for simple tasks without putting their brains at work. Another big minus of technologies is that it affects the workplace relationships. More and more employees communicate using cell phones, text messages or email which eliminates face to face communication. This leads to workers becoming more closed and get covered into their work which can be very harmful for a business. 



Assessing the effectiveness of the use of modern technologies
Email /electronic mail/
According to Dictionary.com, Email is “a system for sending messages from one individual to another via telecommunications links Between computers or terminals using dedicated software. E-Mail  has become one of the most widely used aspects of the Internet, because it provides a means of mass communication to almost anywhere in the world at high speed”. It has significantly affected the working environment since the late 1990s. Some of the impacts of email at work are positive, while others degraded the face to face communication. Email is an effective way to exchange information when time is not limited. However, when time is of the essence, choosing email over making a phone call or talking to someone in person is less effective approach.
 Email has helped employees interact without the need of personal conversation. It also allows companies to communicate and exchange information globally. Unfortunately, sending an email takes out the chance for prompt criticism, including nonverbal reactions, from the beneficiary. 
The overuse of email diminishes the adequacy and effectiveness in correspondence. Email overload is a developing issue for many businesses. Employees are so overpowered with email that they disregard other important work obligations and duties. Managers who invest excessive energy reading and answering emails have less time to mentor, prepare and rouse their employees. 
Yahoo mail vs Gmail
Two of the biggest Email providers are Yahoo mail and Gmail, which is also known as Google mail. Both have very different approach. Yahoo packs as much data as could reasonably be expected into its main page, containing news and latest information from social network sites. On the other hand, Gmail has basic and extremely minimal approach by directly guiding you to your inbox.
 Another basic capacity is in checking the spam folder. Google mail has the better filter as Yahoo mail tends to miss some spam or wrongly sends a legitimate email to the spam folder.
 Another distinction between Yahoo mail and Gmail is what you get for free. Email sending is very clear as it just advances the messages it receives to an email address that you have given. POP is a convention that gives you chance to utilize and alternative email customer to send your emails, like Outlook and Thunderbird. You get both for free in Gmail, yet, you have to buy it in Yahoo Mail Plus which is a paid upgrade to Yahoo Mail. 
Being the older of the two email administrators, it is reasonable why Yahoo has a larger number of client than Gmail. In any case, with its basic interface and superb complimentary service, Gmail is rapidly making progress.
My recommendations
I use both Email providers, however, I find Gmail more suitable and convenient for my needs. I think that the basic approach and the wider options it provides for free. 
Smart devices
As Techopedia says, “A smart device, as the name suggests, is an electronic gadget that is able to connect, share and interact with its user and other smart devices. Although usually small in size, smart devices typically have the computing power of a few gigabytes”. Different kinds of smart devices are smartphones, tablets and other personal electronics. Smartphones have turned into an invariable means of communication, we use them everywhere, even in the workplace. In fact, in many companies, smartphones are an imperative instrument for business communication. Amid the past decade smartphones use has developed essentially, empowering business owners to watch the advantages, as well as the disadvantages of this technology. 
Smartphones can be very useful when it comes to work. They increase productivity because of various business related apps, like email, social networking and calculators, which can make employees work more efficiently. Another advantage of smartphones in the workplace is the mobility. Having a smartphone allows you to work from home which saves time and money to employers. 
On the other hand, smartphones can be a distraction for the employees. They can cause additional mistakes in the workplace as well. Spending too much time texting, playing games or browsing the social media can have a high impact on worker’s productivity. 
iOS vs Android


Most user choose their new smartphone by taking into account its technical features. They have preferences for the display size, the processor power and the RAM. However, the positive and negative emotions of using the smart device depend on the operating system. Without any doubt, the leading operating systems(OSs) in the smartphone world are iOS, used exclusively in Apple’s phones, and Android, which can be found in thousands of gadget like tablet and accessories. 
Undoubtedly, the price of the phone is the first thing most users pay attention to. Smartphones made by Apple are normally more expensive than Android. Although the price difference between the two providers is getting lower, Android is definitely the cheaper choice. 
Another feature that catches user’s eyes when choosing a smart device is the interface. However, the display quality depends on the software as well. Android manufacturers are normally using their own personal interface, while all Apple producers use the same iOS without making additional updates.
 IPhone are most popular in USA, where the business has firm rules over measures against leakage of information. That is why Apple tries to meet the requirements by creating more flexible mechanisms for updating the operational system and the option not to store customer’s data on their own servers. Android based phones also try to upgrade the security, however, the fact that almost everyone can write applications for the operating system of Google remains risky. 
When it comes to applications and personal upgrades, Android is a definite leader. The operating system itself is created around the idea that the customer can choose between full-featured and paid applications. On the other hand, iOS also provides those features but they are relatively limited. 
My recommendations
In summary, both smartphone providers have their positive and negative sides and it all depends on user’s personal choice and requirements. However, I personally prefer Android because I like its interface and choice of free applications more than IPhone. 
Examining social media as a tool for marketing, information gathering and communication
Social media is forms of electronic communication, such as websites for social networking and microblogging, through which users create online communities to share information, ideas, personal messages, and other content, such as videos (Merrian-Webster,2018).
Social media as a tool for marketing
Social media is an easy and convenient tool of marketing for businesses to create a strong online presence and interact with customers. It gives the opportunity to start conversations, form business partnerships and to win new potential clients. 

http://www.jifftech.com/social-media-marketing-jodhpur/ 


Social media as a tool of gathering information
Social media is the quickest and cheapest tool for information gathering. Being able to share images and news in social media allows businesses to promote their product worldwide and to do researches of the products popularity and demand among customers. It gives clear and accurate forecast based on client’s likes, comments and feedbacks.


https://reachpublicrelations.wordpress.com/ 

Social media as a tool of communication
Social media has become central part of the way we communicate. Its online networks convey a solid and persuasive voice, and there is much to be picked up from connecting straightforwardly with individuals through these channels- whether that be to read articles, to coordinate with colleagues, or even just to stay in touch with family and friends.  


https://researchleap.com/analysis-b-2-c-social-media-communication-germany/ 

Exploring Facebook as a social media
Facebook is a social media platform that can be used for both personal and business purpose. When used for business it allows you to communicate with your target market, as well as share and update them with the latest products information. However, as a personal use, Facebook gives you the chance to stay connected with your friends and family, share posts, comment and easily communicate with them for free.
Facebook as a tool of marketing
Many small businesses choose Facebook as a marketing tool to popularize and grow their business and to increase the number of their customers. The platform can be used to promote products easily. Another effective use of the platform is the quick and easy posting and sharing with potential clients. Facebook is free to use which makes it one of the most popular social media tools amongst businesses. 

https://www.google.co.uk/search?q=facebook+as+marketing+tool&rlz=1C1EJFA_enBG793BG793&source=lnms&tbm=isch&sa=X&ved=0ahUKEwim8rqvvuzcAhW0gVwKHQKUDIcQ_AUICigB&biw=1366&bih=582#imgrc=BVeoI__PA49QNM: 

Facebook as a tool of gathering information 
Facebook is among the most popular social media tools when it comes to information gathering. It can be used to do all kind of product researches. It also shows customer’s feedbacks, comment and preferences. Moreover, it gives the chance to see products popularity by the number of its likes and dislikes. Facebook is one of the most populate and effective platforms for promoting products and gathering information.

https://www.facebook.com/MetroUK/ 


Facebook as a tool of communication
Facebook is and easy and free way to communicate with people around the world no matter whether it is for personal or business use. The platform offers free messages, calls and communicating trough comments. The tool is global and it is easy to communicate effectively with potential clients through updates worldwide.

https://emergentbydesign.com/2011/05/25/facebook-the-social-accelerator/ 

Evidence of my online presence

Facebook 


https://www.facebook.com/succaria

Instagram 


https://www.instagram.com/ioana.succaria/?hl=en

Twitter 


https://twitter.com/succaria
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