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Digital skill

[bookmark: _Toc503545339]Introduction:

In current world of technological advancement having knowledge about digital tools of communicate and promote one business is must. Without digital skill the progress and advancement of an organization or an individual is bound to be limping and progress at a much slower pace. The use of modern technology at workplace is vital to increase work efficiency and enhance productivity. Use of modern technology at workplace has brought brighter outcome and accuracy at work reducing the time required for the task. Be it operational or functional the use of modern technology and having digital skill boosts progress of any individual or organization.  
In current business world the use of technology in communication is very common and modern technology has been adding to the progress day by day.  Use of modern technology at workplace facilitates individual to certain facility to work efficiently and when it comes to communication in this digital world the instruments and avenues for communication are well classified and vast. In the following stages of the paper we will examine few tools for effective communication in this current digital world to understand why one should acquire the skill to leverage advantage and on the alter part we will discuss on how the social media can be used as a marketing, information gathering and communication within workplace.

[bookmark: _Toc503545340]Use of modern technology in workplace:

[bookmark: _Toc503545341]Cloud file storage – Storage/sharing of Data
For storing information in the days of ledger and tally separate facility/room to store business data  were vigilant but thanks to modern technology for helping us avail use of that facility for other business purpose as such data in be easily stored in Card ships as small as few centimeters or even in in thin air or the web. Cloud file storage is one of such facility that enables user to store data in the web and access the data anywhere in the globe using the internet. This enables availability to avail immense information without carrying anything. This facility is available for money and free with limited storage facility and having the skill to utilize it to improve work is an added advantage.

[bookmark: _Toc503545342]Email/ Webmail - Communication with another user
Email or webmail is an instrument to communicate with another person over the internet only both the person should have the facility to access web. Even though the communication is not real time and pace f the communication might be dependent on the mail server being used but still the time for communication is much less and incur less cost compared to fax or telephonic conversation. Email enables communication much convenient and sharing electronic files or document of small size with another person over the internet. Email or webmail facilities are available in both paid and nonpaid on the internet and one should take leverage through use of this tool. Companies have their own webmail services to assure communication more authentic to the receiver. Though this facility does not provide the chance of sharing large files but makes communication faster and much cheaper assuring the security level of communication.

[bookmark: _Toc503545343]Instant messaging tools – Instant communication 
Instant messaging software such as Skype, Whatsapp etc. enables users to instantly communicate and share information over the web or even have a video conversation with another user using the same facility. With the introduction of such instant messaging software communication has become more fast and almost ‘zero’ time consuming. Though sharing large files is a bit complex and does not provide much convenience for the same but it allows communication to be real time and provision of making video calling (individual and group) has made virtual meeting and conferences possible without being gathered in the same place. 

[bookmark: _Toc503545344]Social media sites – communication to social network
Social media is one of place to meet people in current world and the contribution of social media in mass communication is undeniable. One can reach people outside their geographical boundary. Social media has provided the opportunity to communicate and share information across web to anyone in the globe. It not only allows individual to build network but also allows companies to reach out to its targeted audience in much easier way. Although the authentication of this communication system is sometimes questioned as the security level of these sites are often found to be at the compromising level. This being accessible to common mass without much requirement it is more convenient and cost savvy when it comes to promotion comparing with other digital media for communication. Being easily accessible by common mass the feedback of the target audience is also easier to collect through such social media sites. Also in case where one wants to acquire some information about a specific company or individual they can always check the social media page of that respective identity to acquire information that is shared in the social media page. Like instant messaging some social media provides the facility to instantly message and make video calls but the convenience level is comparatively a bit low then instant messaging softwares.

[bookmark: _Toc503545345]Social media as a tool for marketing, information gathering and communication within workplace

Today’s world has been shaped recently by the mass use of social media. The social media has linked the whole world in such a fine line where the communication has become much easier than ever. The news and information are more rectified nowadays because of social media. Social media has become an integral part of people’s daily life. The boundary of communication has been demolished by mass usage of social media. For an example: Twitter is social media platform. There was a time it is impossible to reach the president of USA but through twitter anybody can massage him and if it is interesting enough, it will caught the eye of that person. Social media is changing the norm of the world. Dissolving the distance in just one click and creating a culture of one world. There are different social media platform available throughout the world. Among them facebook, twitter etc. are most used social media platform. There are social media available for speraete and specific purpose as well. For an example: 500px is a social media platform for photogrphers only and Linkedin is a professional networking social media sight. 

[bookmark: _Toc503545346]As a marketing tool 
Social media as a marketing tool is one of the biggest source if not the best. As the social media is free to use, the mass people are able to use them. The availability of the internet makes this situation more smoother. So, a huge number of people are connected themsalves with the social media. The social medias are nowadays using algorithms which detects the likes and dislikes of a certain user. Based on their preferences the social media expose a certain number of advertising to them. And with the proper advertising tool it is now more easier than ever to find out the potential customer and turned them to the loyal one. This is how, the most critical part of the business activity, marketing are being done. With the help of the social media the customer reach is most easier than ever. The customer retention depends on the activity being done by the compaby afterwards. This is too can easily be done by the use of social media. A perfact marketing stratery revolving the use of social media can turn an ordinary business into a sustainable one. 
Below are some of the activities that can be done by the social media with zero effort and maximum people reach. 
[bookmark: _Toc503545347]Company profile 
Company can build their profile in the social media platform. They can later marketize it in order to create a brand image. Company profile is an important aspect of the company’s existence. The more enhance the profile is the more it is trustworthy among the people. Company can create ad update their profile in alignment of the customer’s demand. 

[bookmark: _Toc503545348]Access to associations
Social media opens the opportunity to reach out maximum number of people with minimal effort. It is much more easier to find similar interest group across the community through their online presence. There is a neumerous example where even a movement took place with the help of social media interaction. Similar goes in case of the company situations. One can easily find the same line of service providers and despite having a professional conflict they share a common perspective. Through the use of social media they can easily form association among them. 
[bookmark: _Toc503545349]Target advertising 
This is one of main use of social media in perspective of the business. Company wants to reach mass number of people for their offered product. The social media’s are updating their algorithms once in a while in order to maintain the ongoing deamand. For an example: Facebook recently has incorporated an strategy where mini advertisement appears right in the middle of video. In this case the user has two choice, either watch the video or leave it. Because of the shorter length the user usually choose to watch that advertisement. 
[bookmark: _Toc503545350]Social awareness 
Companies can use the social platform as a cause of raising social awareness. It helps the companies in numerous ways. Firstly, the company can show what they truly care for the community, people who are in distress position gets the different benefits, company can engage their customer base with those activities which in turns makes them loyal and last but not he least it helps to upgrade the companies brand image. 

[bookmark: _Toc503545351]Information Gathering 
Social media is a great platform of gathering correct information. People tend to use their most intimate behavior in social media which lets others to realize the true nature.  In order to find out the right information social media is the best place. By following a series of certain strategies, the right information can be obtained. Information sharing is another key aspect. Following are the two most effective way to filter information. 
[bookmark: _Toc503545352]Forum 
Forum is usually a space where people discuss about an issue. In forum people usually ask question and seek answer for a specific topic. Forum is great source of information. Very important and tricky information often available in forums. 
[bookmark: _Toc503545353]Group 
Group is a platform where people join for a common cause of agendas or interest. By looking the at the types of groups a person is involved with tells a lot of things about his likes and preferences. 

[bookmark: _Toc503545354]Communication
Social media has revolutionized the means of communication. It not only speeds up the communication in a ridiculously easy way but also made it affordable to the common people. Below are the common communication facilities that can be obtain from the social media. 
[bookmark: _Toc503545355]Instant massaging
Social media has introduced the idea of instant massaging. Instant massaging has replaced the old types of massaging like mail and electronic mail. Even for an email people from one end going through a series of uncertainty. But the instant massaging makes the massaging system as much easy as it seems two parties is having a real-time conversation. The handheld mobile device facilitated this facility.
[bookmark: _Toc503545356]Group conversation
Group conversation is another important criterion of instant massaging. People can have a virtual meeting through the use of group conversation. 
[bookmark: _Toc503545357]Group Status 
Decision making has become much easier nowadays, thanks to the social media. Different workgroup nowadays forms a group and execute their work. There are certain options in the group status (i.e. notice) that tracks who has seen the massage. This create a sense of liability and the team lagers no longer enjoys the opportunity of bragging about not being informed.  


[bookmark: _Toc503545358]Conclusion 
To conclude it can be express that, the usage of digital skills in workplace is number one criteria which affect the productivity of the company. The mass use of social media, easier access of smart devices and availability of internet has open the door of the world. If an organizations still reluctant to update themselves with the change, the only fate they are awaiting for, being perished. Digital skill must be incorporated in the workplace with the latest and continuously updated manner. 
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