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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 communication within the workplace, creating their own professional online presence to illustrate and evidence this research
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                                     Introduction:
Technology is a vastly used term in this modern era. Technology refers to the knowledge dealing with applied science or engineering. It is also referring to the scientific knowledge which is used for practical purposes. Technology is methods, devices, and systems that have a huge impact on our lives. In our daily lives, we use technology to achieve our objectives faster and accurately. Technology related to our lives in a way that we cannot live without technology. Technology is helping us in lots of ways. It is very important to carefully ensure the uses of technologies because we all know that using technology properly helps to create the more efficient and create more success for the personnel of the association. And lastly there is some appropriate security, legal and ethical issues are provided, and which is very important to maintain properly. Besides, it is very important to ensure that provide proper securing of the organization’s account. 







[bookmark: _Toc522650231][bookmark: _Toc522836132]Task 1:  
[bookmark: _Toc522647534][bookmark: _Toc522650146]Use of technology (including mobile devices) to improve workplace efficiency and employability
Technology: Technology is a vastly used term in this modern era. Technology refers to the knowledge dealing with applied science or engineering. It is also referring to the scientific knowledge which is used for practical purposes. Technology is methods, devices, and systems that have a huge impact on our lives. In our daily lives, we use technology to achieve our objectives faster and accurately. 
Modern Technology: Modern technology refers to the updated version of the technology which we have in the old era. The technology is the same but the benefit has increased over the ages. In the workplace now people updated their technology so that the productivity and the speed of their work increases. 
There are many tools and applications are used in the workplace to increase the efficiency of the workplace and employability (Technology, 2013). Now the businesses use web-based email, cloud storage, web conferencing, Tablets and mobile and office application to do many tasks and solve various problems. Two of the technologies that are used in the workplace to increase the efficiency is given below along with their usefulness in the workplace:
Web-Based Email: One of the effective tools that are commonly used nowadays in web-based email. We can send text, pictures, different types of files by attaching it to the email. Email is free to use but the charges of the internet provider are applicable. There are many emailing servers available which can be used to send and receive emails.  In the organization, the employees can send soft copies of the report, planning, files and documents to the upper management very easily. From the vast variety of choices, gmail.com and yahoo.com are the most popular ones (The impact of academic research on industrial performance, 2003). They both provide the email service along with lots of benefits. Because of the email service employees do not have to communicate physically and can save time. 
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Figure 1: Gmail sign in page 	(www.gmail.com)
Compare and contrast between the two-email service:
	Service provider
	Charge
	Space limit of mail
	Attachment spaces

	Gmail
	Free
	15 GB
	25 MB (It can be increased to 99 MB)

	Yahoo mail
	Free
	1 TB
	25 MB



Cloud file Storage: Files and documents are the most important thing that the human being is keeping it stored (Marcovitz, H. 2007). But in terms of arranging a huge number of files there comes a lot of problems. We do not have unlimited space to save all the files and we cannot arrange the files and documents properly. The soft copies of the files can be saved and keep in different places without cost. But if the computer or the hard disks or memory card crashes, then the files, documents and everything in it disappear. So, to solve the problem of crashing and losing data, the modern technology has given us cloud storage which can save files and lower the risk of losing data and information (Gradmann, S. 2011). But the cloud storage comes with limited space and if someone needs to have a lot of space then they have to upgrade to the premium membership of the service provider for more space. Among the various cloud storage, Google Drive, Dropbox, and one drive are very popular because of their friendly user interface. The companies can easily save their files on the risk-free cloud storage without spending more money in saving the important data and information. 



Compare and contrast between Dropbox and Google Drive:
	Service name 
	provider/ domain
	Free storage
	Paid storage

	Dropbox
	Dropbox Inc.
	2 GB
	$9.99 for 100 GB per month

	Google Drive
	Microsoft
	15 GB
	$9.99 for 1 TB per month



[bookmark: _Toc522650232][bookmark: _Toc522836133]Task 2
[bookmark: _Toc522647536]Evaluating how social Media increases communication and helps in marketing and information gathering and their usage in the workplace
Nowadays social media has become a common tool to communicate with other and gather knowledge and information about the world. Social media has broken the boundaries of the world. Now all the people around the globe can communicate with others beyond their boundary very easily. Virtual becomes reality nowadays (Gifford, C. 2013). All we need internet access to communicate with others. Individuals have created their own community and where information and opinions of the individuals can be shared. More and more people nowadays joining the social media and communicating with each other. All the information of in the social media which is shared with the public, the organization can also access with a click of a button and gather information about the need and demand of the people. The organizations can also get feedback over the social media and which help them to identify their limitation and improve.
Social media has opened a new door to the virtual world where we can share opinions, express our feeling and many more (Burns, G. 2002). Marketing of products become very easy. Now the organization can promote their products very easily in the social media and make aware of their products to the general people. The business organization can attract and increase their customers by posting into the social media. The social media helps both customer and organization to know about their interests. In the workplace, the people can easily share their opinion about their responsibilities and influence other to try different methods of accomplishing a task. People who are looking for a job can take the help of the social media to communicate with the employers. 
[bookmark: _Toc522650233][bookmark: _Toc522836134]Task 3:
[bookmark: _Toc510910492][bookmark: _Toc522650234][bookmark: _Toc522836135]Part- A
[bookmark: _Toc510910493]Demonstrate appropriate use of technology and its applications in the workplace
[bookmark: _Hlk522457294]It is very important to carefully ensure the uses of technologies because we all know that using technology properly helps to create the more efficient and create more success for the personnel of the association. Organizations are always trying to engage with using all kind of social media to promote the updates of their organizations. They continuously update their new product and promote new consumers by uploading their pictures beside it also encourage other consumers too (Kotler, P. and Armstrong, G. 2014). Besides they as well as promote their new workers too. There are mainly 3 types of social media used by the organizations. These are: LinkedIn, Twitter and Facebook. Through this media, organization promote their organization and increase the efficiency in the workplace. Here briefly explain this:
LinkedIn: 
LinkedIn use for the promotes of the business world. Besides here we can see all sectors of the business and spread it. It is only one social media where the 1st priority and focus is the business and career. Here people try to make and enrich their business network and here joined all types of professionals from various sectors. Besides here also connected the professional from one country to another country (Jobber, D. and Ellis-Chadwick, F. 2016). As an organization using this sector for promoting their organization. 






Twitter: 
Twitter is a reliable and dependable basis for meeting evidence from the commercial administrations and persons. Several administrations consume their existence in Twitter intended for figure-hugging and create significant evidence around the association and its foodstuffs and connected broadcast of the administrations. They occasionally encourage their administrations by the representatives to make twit in Twitter (Ivancevich, J. and Konopaske, R. 2013) 

Facebook: 
It is the most popular social sector of all over the world. The almost maximum country uses this social media, though some of the countries create a burden to use this media because people use this and waste their time (Wolcott, H. 2013). As it is the most famous sector in the world, so the organizations also try to use this sector promoting their self. They create an advertisement for their products, circulating their job announcements and other related information of the organization and their business.
[image: ]
Figure 6: Facebook (www,facebook.com)
[bookmark: _Toc510910494][bookmark: _Toc522650235][bookmark: _Toc522836136]Part- B
[bookmark: _Toc510910495]Evaluating the possibilities for communication and collaboration in the workplace that use of these social networks might provide
The organizations are always trying to engage with using all kind of social media to promote the updates of their organizations. If communication is effective, then it also helps to create a network. Before we talk about three sectors of social media, Here the business professional explores their new business ides. They share their knowledge here. It helps to increase the efficiency and effectiveness of the organizations. When we connect with each other we can see one another’s post and it enriches our skills and abilities and innovation. Here people try to make and enrich their business network and here joined all types of professionals from various sectors. Besides here also connected the professional from one country to another country. As an organization using this sector for promoting their organization. Besides not only promoting they try to circulate new job vacancies for the new latent employers (Cartwright, S. 2017). Basically, it works just like a bridge to make communication between the association and the workers. Besides it also helps people to get a new job. Besides, the organization can hunt new employees from this media. 
[bookmark: _Toc510910496][bookmark: _Toc522650236][bookmark: _Toc522836137]Task 4:
[bookmark: _Toc510910497]Discussing any measures that might be appropriate to safeguard personal and professional security, legal, ethical issues
There is some appropriate security, legal and ethical issues are provided, and which is very important to maintain properly. Besides, it is very important to ensure that provide proper securing of the organization’s account (Capon, N. and Khan, S. 2015). Use proper security because in this time hacking is one of the most common issues is all over the world. So, every organization must use the proper specialists to make and ensure the security of this sectors. 
For this, it is important to appoint the IT specialist. Besides, there are very famous some software which can create a barrier to make a hack, so the organization also can use this for ensuring the proper and appropriate protection of the organization. Besides, it is very important to maintain the regular monitor properly and it helps to release from the risk. Because any wrong occurrence can create a negative impact and create a negative image of the organization.  So, the users always refrain to give any post or status which create a negative impact in the social media.



[bookmark: _Toc522650237][bookmark: _Toc522836138]Conclusion:
Nowadays social media has become a common tool to communicate with other and gather knowledge and information about the world. Social media has broken the boundaries of the world. Now all the people around the globe can communicate with others beyond their boundary very easily. Organizations are always trying to engage with using all kind of social media to promote the updates of their organizations. They continuously update their new product and promote new consumers by uploading their pictures beside it also encourage other consumers too. Besides they as well as promote their new workers too. There are mainly 3 types of social media used by the organizations. Use proper security because in this time hacking is one of the most common issues is all over the world. So, every organization must use the proper specialists to make and ensure the security of this sectors. 
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