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[bookmark: _Toc520979067]Smart Technology in the Workplace
[bookmark: _Toc520979068]Introduction
Today, technology advancements, have managed to find their way in many workplaces. Many organisations have also seen the need of incorporating technological devices and practises in their tasks, and enjoyed the benefits attached to them. So far, smart technologies have been able to shape and change the face of numerous offices. Such can be evident in the way technology has impacted on the behaviours of employees, their performance as well as the operations of organisations. For this reason, there have emerged numerous technology options which businesses can use to make their operations effective as they try to achieve reasonable shares within their competitive markets. Although it has been argued that smart technology may come along with some disadvantages, there is a lot to celebrate about them being part of any workplace set up. This report will discuss the usefulness of such technologies in the workplace. 
[bookmark: _Toc520979069]Task 1
[bookmark: _Toc520979070]Evaluation Of  The Appropriate Use  Of  Technology  To  Improve  Workplace Efficiency And Employability
For any organisation willing to advance technology within their workplaces, there are so many options in the market to choose from. The choice may depend on their usefulness to the business and the extent that it is able to meet the different needs that the company may be possessing. Therefore, it is prudent for one to have proper knowledge of the kind of impacts the smart technology option that they will adopt would have on their business. This section will assess some of the options and their utility within the workplace. 
[bookmark: _Toc520979071]Tablets and Smartphones
For quite a time now, the use of tablets and smartphones has become so common in many workplaces. The devices have mainly been preferred due to their mobility and ease to use by most of employees. Several providers have also come up with different models of devices with deferent applications to match the needs of organisations (Moran, Hawkes and Gayar 2010). Samsung and apple products are some of the products commonly used in many workplaces. Below are some benefits associated with the use of smartphones and tablets.
They offer instant access to information. Organisations have information flowing regarding their operations. Employees need to remain updated on their roles and what they need to achieve within a specified time. In some cases, changes may be initiated, and some employees may have their duties changed to match current demands. With the tablets and smartphones, the staff are able to access this information in real time and adhere to it accordingly. 
Helps reduce administrative costs. The devices enable the administration to easily communicate with the other employees using applications installed in them. With this, the management is able to save any costs which would be used to organise meetings and other communication channels which would trigger some expenditure for the business. 
Improves customer experiences. Customers have a better encounters with organisations which apply technology in their services. With this, operations are done in fast and more convenient ways, which is appealing to customer who are able to receive their services more efficiently (Gray 2013). For instance, it is easy to organise and retrieve customer database for the employees, which saves time when they visit a company for various needs. 
Advanced note taking during meetings. Whenever an organisation holds a meeting with its employees, important information is shared. Smartphones and tablets offer the employees better platforms for them to note down any important information discussed. The devices are equipped with appropriate applications which enable the users to organise and save their documents for future reference. 

The devises also increase staff employability. Currently, most of organisations desire to associate themselves with individuals who are able to use such devises. Therefore, any job seeker with such capability stands a better chance of securing a job with organisations which embrace technology in their operations. Additionally, more job vacancies have also emerged, as specialists are also required to manage networking of the devises at work places. 

[bookmark: _Toc520979072]Cloud File Storage
 	Cloud file storage entails storing o data in online remote servers which can be accessed through the internet. With this, an institution is able to create, modify, save and share their information with their stakeholders at any given time. Access and sharing of the cloud files is highly controlled and monitored by the responsible administrators to ensure the safety of data. This is also a smart technology option which comes with a lot of benefits.
Offers backup for workplace information. In many instances, office devices may breakdown and destroy mass data, which may result to a lot of inconveniences. With the use of cloud file storage, businesses are able to have a packages they can always fetch their data. The storage also prevents organisational information from any malicious manipulation as the files are under strict monitoring and only authorised individuals have access to them.
Flexible accessibility. Internet enabled devices such as laptops, smartphones and tablets have become so useful in accessing cloud files. With this, individuals are able to access the files from any location, unlike the local storage with is confined to specific locations and devices. In addition, data remains the same regardless of the devices used, because the updates are done online (Spinuzzi 2015). All the users are therefore able to access the latest figures related to their organisation. 
Offers collaboration tools. It is quite hectic to share the same information and files to individuals using different devices by the use of local storages. Cloud storage offers users the ability to make only one update which applies to all the users. Such eliminates the stress and time wastage incurred in sharing the information with people in different departments and ranks within an organisation. 
Helps cut on costs. Cloud storage is cost effective, as it eliminates the costs incurred in maintaining manual backup tapes and external hard drives. Organisations are also able to cut on the costs of hiring extra IT experts to monitor their data. This is because cloud storage offers platforms where data can be stored under affordable costs and with guaranteed security. 
Space efficiency. Any work place deals with massive data which needs to be organised and stored appropriately. Cloud storage is characterised of limitless data storage spaces. Once data is moved to such storage, it does not have the physical presence in local hardware and devises. Such offers more space for the employees to store temporary and less vulnerable files in devise at their work places. 
[bookmark: _Toc520979073]Task 2
[bookmark: _Toc520979074]Social Networks at Workplace
 Many developments have occurred in organisations which have become more diversified. This has created the need for more communication channels where a company is able to share some of their information with their employees. To make this effective, social networks have become so popular and useful. Some of the commonly used social networks are Facebook, LinkedIn and twitter. Below are some images of my new linked in account which I can use to acquire new job opportunities. 
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Benefits of using social networks
Posting any new vacancies within the organisation. The networks are frequently used and information posted in these channels flows quite fast. Therefore, posting them offers interested parties chances to access and apply for positions that they best fit in.  The LinkedIn network is one of the commonly used channel for communicating any new job opportunities. The levels of interaction in the network is not too intense, which makes it perfect for any business to communicate some of its official matters (Archambault & Grudin, J., 2012). 
Communicating internal information to the employees. The human resource managers need to keep the other employees updated of any kind of changes relevant to their positions. The use of social network have proved to be effective channels for sharing such information. With this, the staff easily adopt to any updates as they are able to access them instantly when they are posted.  This helps save on time and makes allocation of any additional roles more effective.
Conveying of employee feedback. Organisations need to value their staff by requesting for their feedback regarding their work responsibilities and environments. This helps measure the levels of satisfaction that the employees have concerning their places of work. With the social networks, workers are allowed to post any concerns which they think are of importance to the management. Channels such as Facebook and twitter offer discussion platforms where responses can also be provided regarding any issue raised by the employees. They are also a sure way of communicating because instant replies are uniformly conveyed by the management to the subordinate workers. (Skeels & Grudin 2009)
They are tools for engaging employees. It is easier to engage employees using social networking than the regular use of emails. Such is possible because the staff can also see what views the colleagues have about any matter affecting their organisation. Through this, they feel their voice being treated with significance when they are encouraged to communicate. 
However, there may also be disadvantages associated with the use of social networks at workplaces. Some of these include
Harassment of co-workers. It is easy for a group of employees to come up with strategies of harassing their fellow workers on the social networks. Therefore, administrators should lay very strict guidelines on the kind of information which should be conveyed in the channels, which should be confined to work matters only (Heaney & Israel 2008).
[bookmark: _GoBack]Security breaches. The use of the networks open easy ways in which the security of an organisation can be breached through hacking and viruses. Such can expose some of the information confidential to an organisation to the wrong audience. 
Loss of productivity. Some of the employees may spent significant time at the channels for their own reasons while still at work. This may result to lowering of their production levels. To control this, businesses should come up with rules which govern the timing of when employees are allowed to access the channels within their work place. 
[bookmark: _Toc520979075]Conclusion.
The report is an evidence of the significance of smart technologies in the wok places. This was proved by the many advantages that companies are able to benefit while using some of the technology provisions for their operations. It is prudent for an organisation to try and establish the best channels which would best fit their set up, while solving the organisational needs. However, there are also some disadvantages which can closely be associated with the use of the smart technology. It is vital to put in place appropriate measures which would prevent their occurrence. Through this, technology would be a productive avenue for the advancement of many companies. 
[bookmark: _Toc520979076]
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