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Digital skills and research methods are important in all organisations. 
Task: Students will write a report of 2,000 words, which evaluates the effectiveness of the use of modern technologies within the workplace and explore social media as a tool for marketing, information gathering and within the workplace, creating their own professional online presence to illustrate and evidence this research. Considerations and examples used in the given answers should be related to the context of health and social care when possible


Introduction
This report will evaluate the effectiveness of the use of modern technologies within the workplace. During the report social media will be explored as a tool for marketing, information gathering and within the workplace.

Part 1: Evaluate the appropriate use of technology (including mobile devices) to improve workplace efficiency and employability
The two types of technology that will be looked at are tablets and smartphones (mobile devices) and Microsoft Office applications online (in the cloud). 
Mobile devices allow people to make contact instantly with other people even when they are not close to each other. Smartphones in particular allow people to be constantly connected and constantly available to others (Duck and McMahan in Maund, Schriek and Tinkler, 2017).  As people have access to constant connections to others, this has allowed people to be in contact with others more often than in the past and it helps to keeps relationships going. This supports workplace efficiency as colleagues are easily able to keep in touch with each other and instantly exchange information which is urgent or important to their role. A difficulty that might come about from using mobile devices is that when people text or contact another person on a smartphone, they may have an expectation of an immediate response. If this does not happen then they may feel that they are being ignored or that the person that has received the message is not placing importance on the contact from the sender. With regards to employability, mobile devices help employability as it connects an employee or job seeker to education, workforce training and development, and job opportunities (Raftree and Martin, 2013). Tablets can be useful to access applications and documents stored online. A tablet can also be used to easily write reports quickly or to note down information and view documents. A benefit of a smartphone over a tablet is that it has many of the features of a tablet, but you can also stay in contact by telephones and texts. Texting is very important as the frequency of texting is increasing as a preferred method of contact (Duck and McMahan in Maund, Schriek and Tinkler, 2017).
Office applications online can be used in the workplace to store, edit and create documents including Word documents and spreadsheets online. If there is a shared online account that employees can access, this can help workplace efficiency as employees can easily access records and documents that have been stored online. Research conducted by IDC identified that having Microsoft Office skills was rated as number 4 on the top required skills list for high opportunity occupations, therefore being able to be able to use office applications  could increase employability (Cushing and Gantz, 2016).


Part 2: Demonstrate appropriate use of technology and its applications in the workplace
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To explore social media as a tool for marketing, information gathering and within the workplace, I created my own professional online presence to illustrate and evidence this research. I used the LinkedIn social network and Twitter social network to create my professional online presence.
LinkedIn can be used as a professional marketing tool as I would use it to market myself to potential employers. By listing my employment history as well as my skills and experience I can demonstrate why I would be a good candidate for a job in a health and social care role. This will help with developing my employability as when I have completed my academic studies I will also be able to list my qualification as evidence that I have developed my professional skills by gaining a qualification in the health and social care sector.  LinkedIn can be used to research company information and key influencers in the health and social care sector (Sheffield Hallam University, 2014). By doing this I can identify the skills that are valuable in health and social care, and can use this information to identify gaps in my knowledge and experience and develop in those areas to improve my employability. 
Twitter and Facebook can be used for information gathering as I can research companies by viewing their social media accounts to get more information about them and how they interact with their customers and employees. I can also use social media as a tool to get in contact with companies to find out more about them and ask them about job vacancies. Some employers will use social media to research who they employ before offering them a job to gain an impression about you and what is important to you. An employer might not want to employ you if they feel that your social media postings might compromise the professional image of their business, or if your social media presences gives the impression that you are uncooperative or unhelpful (Morgan, 2017).   By keeping my social media accounts professional, not using offensive language or provocative comments and keeping my online presence as appropriate and respectful I will be able to show that I am an good candidate for a job and acceptable to a company that I would like to work for.
An advantage to using social media in the workplace is that you can stay in touch and up to date with your employers and team members easily and at any time. You can also use social media to look at your competitors and compare how they use social media to promote their business. Also it is free to set up basic social media pages although LinkedIn have a premium offer which there a fee is for. It would be useful to use social media in the workplace to keep in touch with customers and keep them up to date with any changes to the company or special events. By using social media you can promote your business to connect to new potential customers.
A disadvantage to using social media is that there is not face to face communication. Research has shown that in communication, people tend to use the nonverbal cues to a higher percentage than the words being spoken to understand a message (Griffiths and Dunham, 2015 in Maund, Schriek and Tinkler, 2017). When using written posts you would need to be careful with your wording and posts as without nonverbal cues such as body language, facial expression as well as tone of voice, a reader might interpret a message differently than how it was intended.
There are also disadvantages in relation to personal and professional security. Social media accounts which use your real name and list your employment history and personal information can be used for identity theft. It is important to be careful about the amount of information that you put on social media and consider the privacy settings to make sure that more information is not disclosed to the general public than you would feel comfortable with.
The network that I prefer is LinkedIn. I prefer this social network as the focus is on professional networking. I would feel less comfortable with listing my full personal details on a network like Facebook or Twitter as there has been lots of news reports about how personal information has been mishandled on Facebook in the past (Badshah, 2018) . With Twitter anyone can set up an account and identity is not verified, therefore you cannot always be sure about who is viewing your information. Also, Facebook and Twitter appear to be more about social networking on a social level rather than a professional level.

Conclusion:
In conclusion, part one of this report has looked at how smartphones, tablets and Online Office can be used to improve work place efficiency and employability. 
Part two of this report has looked at how social media can be used in the workplace. To demonstrate research in this area, accounts were created on the Twitter social networking site and LinkedIn professional social networking site. The advantages and disadvantages to using social media in the workplace were considered.
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