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Introduction 

Globalisation has become a very familiar word nowadays. Everyone is talking about 

globalisation and digital world. We can see the blessing of globalisation around us. 

Technological revolution has made this globalisation possible (Raish and Rimland, 2016). 

Specifically speaking, internet is the heart of digital world or globalisation. However, this 

module is about the understanding of digital technologies and their uses in the workplace to 

collect data, disseminate information, make communication, and to advertise the product or 

services. The proper knowledge of this module will help us to influence sustainable 

development. Sustainable development is a condition where the present or existing generation 

can get maximum benefits from the activities they do without hampering the benefits of 

upcoming generation (van Deursen and Mossberger, 2018). So, in the following section, I will 

show how the technology can be used to improve workplace efficiency of people and to 

achieve the objective of people and organisation. 



Digital skill and its importance 

 

Digital skill refers to the skill related to the information technology. Broadly speaking, digital 

skills refer to the skills about the use of information technology to gather information, make 

communication, disseminate information, advertise the product or service and to improve the 

efficiency in the workplace (van Deursen and Mossberger, 2018). Everyone should have basic 

knowledge about the use of digital technology. Some most common technologies which are 

used in the workplace are internet, e-mail and social media. Basic knowledge of these 

technologies helps people to perform their day to day activities in more effective and efficient 

ways (Woolf, 2014). So, it is important to have a proper understanding of the digital 

technologies to improve both organisational and personal performance. 



Technologies within the workplace 

 

Different technologies are used by both the people and the organisation to improve their 

performance and to achieve their performance in the best possible way. Some of the most 

common technologies used in workplace are tablets, computer, internet, mobile and other 

communication tools (Rontos, Nagopoulos and Flora, 2014). Again, email and social media 

occupy a major portion of communication in the workplace. Moreover, some other web-based 

and mobile-based applications such as-Skype, twitter, and facebook are used in workplace to 

perform their daily activities or communication. These technologies are the best mode of 

communication. They reduce both time and cost for the people and organisation. So, let’s see 

the effectiveness of the uses of technologies in the workplace. 

Improve the movement of information 

Technology improves the communication system of an organisation. Through the use of 

social media, internet, and e-mail people can share their views and knowledge with other 

people within a short period of time. It also provides horisontal and vertical communication 

within the organisation (Woolf, 2014). For example, vertical communication improves the 

sharing of information between the employee and the employers. On the other hand, 



horisontal communication build communication between the functional units of the 

organisation. So, these activities improve information flow and decision making of the 

company. 

Support innovation 

Again, the use of internet and other modern technologies support innovation within the 

organisation. For example, the use of MIS, DSS, DBMS and artificial intelligence through 

computer helps the people to make right decision and improve their performance (Rontos, 

Nagopoulos and Flora, 2014). So, the use of technology helps the innovation within the 

company. 

Improve information processing 

Use of the modern technology in the workplace improves the information processing of the 

people (Spiesia, 2017). It helps to identify the sources of problems, gather information to 

solve those problem from different sources, analyse the information and disseminate the 

information to the right place.  

Support decision making 

Digital technology support immediate decision making for the company. We can explain this 

issue with a real-life example. We can consider a multinational company who have subsidiary 

in remote place or foreign country (Nickoson and Sheridan, 2012). So, it is not possible for 

top management to visit the place of subsidiary to solve its problems every times. So, through 

the use of internet, computer and social media top management can solve the problem of 

subsidiary by providing information relating to its problem. 

Reduce cost and save time 

Finally, technology in the workplace reduces time of communication, information processing 

and decision making. Again, the technology has helped the organisation to replace people 

with the technology (Spiesia, 2017). For example, before the invention of computer people 

would keep data or information manually. Which was time-consuming and would require 



more people to record the data. But the use of computer and other technologies has reduced 

such cost and saved the time of people and organisation. 

E-mail as a marketing, information gathering and communication 

tool 

 

E-mail is an electronic messaging system. When the people use the internet and computer to 

send message to other people in a formal way then email is used. This mode of 

communication is used almost by all the business people for formal communication (Nussaci, 

2017). Through e-mail, people can send text, image and other attachments. However, 

nowadays email is widely used as mode of marketing and information gathering beside that of 

communication.  

Email as marketing tools 

The use of e-mail as a marketing tool provides the following benefits which are not provided 

by other modes of marketing. 



 

Figure: Benefits of email marketing 

• Measurable- The effectiveness of email marketing is measurable which is not 

possible in case of traditional marketing system (Harhai, Krueger and Maccaferri, 

2017). For example, we can see how many people are responding to our message or 

marketing activities in email. But it cannot be seen in case of newspaper or TV 

advertisement. 

• Sharable- Again, the email can be shared with other people or as much people as we 

want. It reduces the time of making different message for different people (Nussaci, 

2017). It is easily shareable with other people. 

• Flexible design- There is no complexity in the use of email. One can use email simply 

by browsing internet and email software.  

• Scalable- Email is scalable, which refers that the size of the email can be any form 

based on the objective or the information of the users (Nickoson and Sheridan, 2012). 

But it may not be possible in other modes. 

• Cost-effective- Finally, email is cost effective. Same email can be send to many 

people which is less costly. But other modes of marketing require higher cost based on 

the contents and characteristics of advertisement (Spiesia, 2017). 
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These are the basic opportunities provided by email. 

Email as information gathering tool 

Again, the email can be used to collect information from different sources or within the 

organisation. If a company has many branches or subsidiaries in different locations or 

countries then it can use email to gather any information (Van Deursen, 2016). Again, it can 

share information with other people through email. Top management can use email to gather 

information from the lower employee. 

Email as communication tool 

As I have explained that it is the formal mode of communication within any organisation. 

This system is used by any business people in a simple way without any complexity. It offers 

different facilities to the communicators (Cox et al., 2013). They can share image, text and 

other documents through email. Which is sharable within a short period of time. Again, the 

receivers can send their feedback immediately through email. 



Social media as a marketing, information gathering and 

communication tool 

 

The term social media can be defined as the media which are used to make communication 

with various people and to share views and opinions. Different types of social media can be 

seen around us. The most common social media are facebook, twitter, LinkedIn, Instagram, 

YouTube, Google plus and so on (Harhai, Krueger and Maccaferri, 2017). They offers text, 

voice and some other modes of communication. Besides that of communication these media 

are now the methods of marketing, information gathering and sharing view. 

Social media as marketing tool 

Now, we can see different types of advertisement when we use social media. Social media 

marketing may be earned, paid and owned.  



 

Figure: Social media marketing 

Today, most of the people use social media as a means of communication and passing their 

free time. So, this is one of the most effective sources of marketing (Van Deursen, 2016). The 

following stages are followed in social media marketing. 

• Identifying the social media to be used  

• Identifying the current and potential customers 

• Analysing the success factors or matrix 

• Developing and designing the content 

• Ensuring effective management of the media 

• Monitoring and optimising 

Social media as information gathering 

Again, we can see that one people provide post in the social media and other people put 

comments on that post. So, this is a way of collecting information. Now, almost all of the 



organisation have social media account where they give update of their product or service and 

people put their opinion of the post of the company (Hamburg, 2017). So, it is a source of 

information collection. 

Social media as communication tool 

Social media is one of the most important way of informal communication. Even it is 

becoming the formal way of communication few times. People use social media to share their 

views, opinions and to get news and information (Puolakanaho and Latvala, 2017). It has 

become a way of proving news to the people. So, this is an important source of 

communication. 

Own online presence in social media 

Facebook 

 

Link: https://www.facebook.com/profile.php?id=100021426495439 

LinkedIn 

https://www.facebook.com/profile.php?id=100021426495439


 

Link: https://www.linkedin.com/feed/ 

Twitter 

 

Link: https://twitter.com/MrTomJohn1 

These are my social media account which I will use in the workplace. These media will 

enable me to perform my duties in more effective and efficient way and to achieve the goal of 

the organisation. 

https://www.linkedin.com/feed/
https://twitter.com/MrTomJohn1


 

 

 

 

Conclusion 

In summary, it can be said that all the people must have basic knowledge about the modern 

technology and its use. People must be effective in using email and social media to gather 

information, share information and advertise their product or service. The effective use of 

these techniques will enable an individual to achieve his/her objectives and to contribute to 

the organisation (Puolakanaho and Latvala, 2017).  

 

 

 

 

 

 

 

 

 



References 

A. Cox, R., Kovacs, D., Resnick-Sellen, R., Rubinstein, A. and Smith, J. (2013). Metastatic 

Metadata: Transferring Digital Skills and Digital Comfort at UMass Amherst. Research 

Library Issues, (283), pp.31-35. 

B. Hamburg, I. (2017). Digital Skills For Eco-Innovative Entrepreneurship. Advances in 

Social Sciences Research Journal, 4(14). 

C. Harhai, M., Krueger, J. and Maccaferri, J. (2017). Past Events, Current Teens, Future 

Skills: Producing Digital Oral History. Pennsylvania Libraries: Research & Practice, 

5(1), pp.42-56. 

D. McBurney, D. and White, T. (2013). Research methods. Belmont, CA: Wadsworth 

Cengage Learning. 

E. Nickoson, L. and Sheridan, M. (2012). Writing studies research in practice. Carbondale: 

Southern Illinois University Press. 

F. Nussaci, A. (2017). Technological Skills and Initial Teacher Training. International 

Journal of Digital Literacy and Digital Competence, 8(3), pp.39-54. 

G. Puolakanaho, A. and Latvala, J. (2017). Embedding preschool assessment methods into 

digital learning games to predict early reading skills. Human Technology, 13(2), pp.216-

236. 

H. Raish, V. and Rimland, E. (2016). Employer Perceptions of Critical Information Literacy 

Skills and Digital Badges. College & Research Libraries, 77(1), pp.87-113. 

I. Rontos, K., Nagopoulos, N. and Flora, T. (2014). Social Elites and New Communication 

Methods/Information Technologies: The Digital Divide. Archives of Business Research, 

2(5), pp.29-46. 

J. Spiesia, V. (2017). Jobs and skills in the digital economy. OECD Observer. 

K. Van Deursen, A. (2016). Digital skills. [Place of publication not identified]: Palgrave 

Macmillan. 

L. van Deursen, A. and Mossberger, K. (2018). Any Thing for Anyone? A New Digital 

Divide in Internet-of-Things Skills. Policy & Internet. 

M. Woolf, J. (2014). Integrating Research Skills Training into Non-Research Methods 

Courses. Collected Essays on Learning and Teaching, 7(1), p.76. 


