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In this assignment, I will be researching the use of digital technology in the workplace and looking into the use of social media in the workplace. This will help me identify what other technology may benefit the industry I work in.
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In the kind of business that I work for, they use a range of modern technologies in the workplace that are used for different reasons and all do different jobs. As a server you would use what we call  I-serve. These are used to store and send information to the bar team to prepare drinks for the allocated table and we also have functions to send specific orders without having to key in manual messages which would take up extra time at a table. We also have all the full menus stored on the I-serves so that we can digitally log all orders and change any specifics that a guest would ask for or any changes. We have the full allergen menu stored on there to and all the up to date allergens. This is helpful for the kitchen as it will notify them of anyone in the restaurant that has an allergy as we class this as a high risk order and need to take extra care in how we handle serving this guest as missing something or getting orders wrong could be a huge disaster. We can also use the I-serves to scan any vouchers codes that a guest might have on their smart phone. We have backup till points around the restaurant these are used mainly if there was a problem with the I-serves with technical faults as this can sometimes happen so we would have to have a call out engineer to come out and restore or update any out of date software on them. So, we would use the till points until they were available to use again. On the tills we can do exactly what we would do on the I-serves and print out and guest bills. We also use the till points to log on to our shifts and log back off at the end and clocking off for any breaks.
 The kitchen team have digital monitors in the kitchen that tells them exactly what is expected of an order and what number table it was for and notifies each section of the kitchen of their different jobs to do. So, there would be three different monitors and main meals would go to one of the monitors. Starters and sides would go to monitor two and monitor three all desserts would go through to that this is a great help and helps orders not to get mixed up or the kitchen staff being confused. We can also recall orders after they have been cleared if there were ever any problems to see who was at fault.  At the front of the restaurant we have a till point which is used to cash off any cash payments that we would receive. We use mobile card readers to take to tables to take and card payments from guests. The card readers can break a bill down which gives the guests the option to spilt bills as this is quite common when friends eat out. We also have at the door when guests arrive a laptop that is used for guest that have previously booked we would be able to see the name of the guest and their contact details and time of booking and for the number of guests and if they needed and special requirements like a high chair or wheel chair access. We also take details of walk in guests that have not booked and store them as this has been essential with the COVID pandemic so that we can track and trace anyone who have visited us. All guests that book with us are automatically added to our marketing so that they would receive any offers or promotions via email or text message unless they opted out.
When I started working for my company it was a lot more difficult and costly for the business as we used pens and note pads to take any orders from guests. This would regularly be costly to the business, as mistakes were made from reading the notes from servers, that are not easy to read so this would cause loss of money if orders were sent back to be remade. We would also use a diary to write in any bookings and often this didn’t work as we would often have double bookings where guests would ring up as we didn’t have an online booking system then and people would forget bookings in the diary. The new technology has proven to make our service more efficient and is cost effective as quicker service means more customers can come and dine with us with at their own leisure as they can check our availability and menus online.
Different industries use various technology to suit their business. I asked 10 people who are in different industries, what technology they use. These are listed below. After the feedback was reviewed, it was clear that a mobile phone was the most used in the workplace closely followed by the laptop. With how fast the world is growing and moving with these digital mobile devices they are always at hand when needed.

 1 Mobile Phone 
 2 Tablet
 3 Pc
 4 Till
 5 Printer
 6 Laptops

Mobile phones were used more these are used for many different reasons for work mainly being for communication within the workplace. They are used for teams to have a work what’s app group so that they can group chat regarding many different work-related reasons. For example, swapping shifts, getting cover for others that cannot make work for whatever reason. Phones are also used for the business social media posting offers and promotions that are coming up. They are also used for personal reasons for contacting work or home in emergencies. In my place of work, we also use our mobile phones for our own work app team plan to check our schedule online and book in any holidays or time off we would need and swapping shifts.
Tablets are a handheld device that does what a computer would do but with having this mobile with you is a time efficient way to work faster. These are used for searching products if not available to order online. They are also used for social media purposes within the business to promote or research feedback left from guests which helps and reply to any positive or negative feedback.
Pc’s are used by companies that wouldn’t use tills for example a call centre would use a pc which would have software installed securely to protect peoples personal details this would enable the caller to be able to take payments over the telephone when a customer wanted to pay for products or services. 
Tills are used to hold cash safely for businesses that take cash payments. The till would register any cash payments that were made into the till throughout the working day. Then would automatically add up all cash payments and card payments that were taken and give you a log off receipt of exactly how much should be in the till to then move to the safe. Tills are secure you would have to have the relevant training and have your own unique key that Is assigned to the workers name so that only you can use it. Everything that you do is automatically logged and can be viewed by a manager if any till discrepancies occurred. In my place of work each worker would have an individual logoff receipt that would tell us exactly how much cash we individually as workers have taken throughout the day. A manager would have an overall end session report after we have all logged off our shifts and then have to make sure the till was holding the correct amount of cash that was on the report and bank it to the safe.
Laptops are mobile devices that are used for business reasons such as online booking diary. Storing guests details and social media purposes. Mangers often use these to look on their employee’s social media sites to check they are acting within the workers guidelines and not talking about work related problems or private matters on their social media. This can lead to instant dismissal if this is found by a manger. Laptops are password protected as they are mobile devices and can easily be misplaced lost or stolen. With a password any data stored cannot be accessed.
Printers are used to print off any paperwork that we would need for the day. For example, cleaning rotas for toilet, bar, or kitchen checks. We also print off posters for tables that cannot be used due to the current situation with covid 19 we have a number of tables that cannot be used to make sure that we are keeping with the government guidelines with social distancing. If something is not working, we would print off a notice to hang in view of guests to make them aware of this. With the current pandemic we try not to use our reusable menus and print off disposable ones so that once the guest has looked at the menu, we would dispose of them. So, having a printer have become something that have been very useful in our workplace recently. 
Once a year we have a tech engineer come into the business to examine and check over each digital item and update new software to help keep them up to date and in excellent working order. Once they were all serviced, they would be labelled with a new date, so we were aware when a new service was due. 
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One of the digital items that my place of work does not use that I believe could often make our job easier especially on busy shifts, are guest pagers. These are used by a few other restaurants that work well for workers when trying to seat guests waiting for a table to become free. These are small digital devices that when activated flash and vibrate. This would then let the guest know that their table is ready if they have been put on a wait list so that they could make their way to the host point where the server would be waiting ready to seat the guests at their table. As often guests are put on a wait list that come to the restaurant and have not pre booked a table. And quite often the guest might wander off and go to the toilets or outside so they are not found when their table is ready so the table would be allocated to the next name on the list. This is a problem and I believe these devices would be an asset to the business and help the business improve the table sitting service.

The Data, Information, Knowledge and Wisdom (DIKW) pyramid represents the relationship between Wisdom Knowledge Information and Data.      
Bernstein (2009), revisits DIKW linking those concepts together of stages of a single development process. He states concepts of DIKW are the building blocks library and information science. Ackoff (1989) was a researcher specializing in operations research and organization theory with his approach.
Data in his terms are the product of observations and are of no value until they are processed into a usable form to become information.  Information is contained in answers to questions.  Knowledge, the next layer, further refines information by making “possible the transformation of information into instructions.  It makes control of a system possible”
[image: See the source image]Ackoff (1989)


Using  the Blakeslee (2004) CRAAP test I have ensured the information I have researched is
Currency
Relevance
Authority
Accuracy
Purpose
Using reports or books that have been published is a credible source to use for research.
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In my own workplace we use social media to promote any offers and promotions that we would have on. We would post our offers for the public to see and pass on to family and friends. We often change our offers and have a few running at the same time as different people have different preferences to what they like. So, we try to think of all our types of guest that dine with us as we know as a business what people like as we can see what is popular with our guests. We also have a change of menu three times a year so when this happens. We would post to our social media and our online app a 50% discount on melas for guests to come in and try our new menu. This offer would only be on for the first few days of the new menu launching. We would then hope for guests’ feedback to be posted on our social media for other diners to view. We use Instagram and Facebook for our promoting which has been successful for the business. We post photos of our food plated up ready to go out to guests and our desserts which very often sells itself from the photos posted guests new and old come in asking for what I in the photo they are showing us. Some offers we would promote sometimes but not very often would not be that successful so we would just trial the offer first and if it were not as successful as others. we would not use it again. We also use social media to screen for possible new employees when the business was looking to take on extra staff. This would usually be around the summer school holidays and Christmas as they are the busiest times of year.
My place of work has a policy that if any of our employees would be found to be negative towards any other employee or towards the business on a social media site or found to leave negative reviews on any of our social medias. It could lead to disciplinary action taken against you or instant dismissal and a ban from using the business in the future depending on how serious the matter was or damage your behaviour may have cost the business. If an employee had a problem with the workplace they could approach a manager and ask for a private meeting with them to resolve this matter in an appropriate way or send in an email of complaint and have this dealt with the correct way.
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I have created a LinkedIn profile (see Appendix 1) to seek new career opportunities. When creating a LinkedIn profile, you are required to input information about yourself and previous work experience and skills that you have. I have always worked in hospitality and catering.  This filters  the advertised jobs that would be more suitable for me. It helps businesses seek out potential new employees in the catering industry and it created notifications for me about new job opportunities in the area I selected I would be available to work. 
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Duermyer (2019) believes LinkedIn is valuable for career and business professionals as it helps build relationships with potential clients, partners, and customers. The network is used by over 65 million people all over the globe to network their careers and businesses. The social platform is used by people looking for new career paths or for building relationships with potential clients or partners. It is ideal for freelancers and home-based business owners to help their business grow and stay connected with the world. The social network has members from a massive range of different industries.  It is also used for finding new candidates for job roles. People add to their accounts all their past and present experiences and what jobs they are suitable for. Some personal details about themselves to give an idea of the kind of person they are. People add there CVS to their profiles and any qualifications and grades they have from college and university. This makes it easy for others to see what kind of vacancies you are experienced for which makes it much easier for employees to find the right candidates they are looking for and can then contact you for further information and set up interviews.  LinkedIn also has advertising but not as big as any other social network site like Facebook or Instagram has. 
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 I have a personal Instagram account (see Appendix 2). Instagram is a social media site that is used for many different reasons. Some use Instagram to post stories, photos and videos about their own personal life including their families and what they do. They share their memories with all their followers from holidays to birthdays Christmas they also share stories daily of their day to day life of everything they do they share their whole life for people to see. Other people only share with their followers what they would like them to see and keep their private life away from social media to prevent any kind of criminal activity against them. As this have been known to happen when people post and boast about their extravagant lives for the wrong kind of people to see. Instagram is also used hugely for marketing and online retailing. It is used by small businesses selling everything from jewellery, all ranges of clothing and cosmetics, perfume hundreds of different small businesses use the site for business reasons not just pleasure. The site is also used by all the high street shops and big fashion designer brands like Gucci, Chanel, and louis Vuitton. They all use Instagram to post all their new fashions ranges or offers. According to Clement (2019) in June 2018 Instagram had reached 1 billion monthly active users which was up from 800 million from September 2017. The Instagram site is one of the most used social media apps worldwide. According to the article 41 percent of users are 24 years old or younger Instagram is one of the top 2 used social media sites along with Facebook. Facebook is another popular social media site used all over the globe. Facebook was founded in 2004 and has an average of 2.7 billion monthly active users and thought to be the biggest social media site in the world. I do not have a Facebook profile myself. In my opinion I find that it is more hassle than it is worth and can cause a lot of trouble and have be known to ruin relationships. Facebook is like Instagram, but you can do a lot more on Facebook. People update daily statuses onto their pages that other people can leave comments and talk back and forth to each other. You can share photos and videos as you would on Instagram. You would add all your personal details and relationship status so people would know who you are in a relationship with. On birthdays your friends  get a notification so you will have birthday wishes posted onto your page. People use Facebook to keep in touch with family around the world as you can  A few of my friends have Facebook and find that the marketing is very good you can buy and sell on there or even advertise your business.





[bookmark: _Toc52999976]Conclusion
In this assignment I have researched digital skills in own workplace. I have looked at all the digital items that we use and have gone through everything that we use them for and what works best for the workplace. I have also realised that we can use them for more than what their currently used for and will be sharing what I have come up with to the to help make some changes that I think can improve some problem areas. I have also researched different types of social media and come to realise how much impact this has on the workplace for potential new employees and how it is monitored for current employees. 
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