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Introduction 

This report will be focused on modern technology. During the report the use of modern technology will be discussed and the importance of digital skills in the workplace explained., In addition explain why modern technology is important at the workplace. This report will also explain safety and security measures on social media and evidence of own online presence. Discuss how social media is supporting marketing, information gathering, communicate through Facebook. 

Definition of Digital skills 

“Computer literacy is the narrowest digital concept, emphasising the technical use of computers and software, while internet literacy adds the considerations and ability to function successfully in networked media environments.”

Digital skills are the use of digital technology, being aware of how to use and access the files on Google Drive how to receive and send emails, how to use web conferencing as this could be very beneficial for the workplace. Having the knowledge and ability in digital skills has a positive impact on your job career as this is vital in the workplace and benefits the company to have employees with these skills. 

[bookmark: _Hlk523640848]Ecorys UK: Department for business innovation & skills. (2016).  [online] Available from: https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/492889/DCMSDigitalSkillsReportJan2016.pdf (Accessed 13 August 2018).

Evaluating the effectiveness of the use of modern technologies

Use of modern technology is good and vital in the workplaces, it is faster, quicker and easier to communicate. It is cost effective and responding time is a lot quicker especially when communicating in places that are far such as different countries. 
Sitting in your own pace you are now able to do online shopping, make appointments with your GP or dentist etc. Contact your children’s school via email whilst you are at work, no need to take expensive flights and book hotels as web conferencing is now at hand and in your own comfort and cost effective to companies and businesses.  

Communication through social media has made things far more cost effective, you can do presentations over a web conference have meeting, job interview, you can make calls through WhatsApp, video calls through Messenger, Skype and web conferencing. 
Web conferencing is essential for the workplace. 
 
[bookmark: _Hlk523640901]Technology 1 Web based email: Advantages / Convenience / Disadvantage 
‘webmail you can access remotely from different locations which is extremely convenient, it is vital for business and in the workplace, when accessed you will have all emails generally stored. Having access remotely helps keep the business and work flow moving. Some large webmail providers offer you unlimited storage, therefore you do not have to delete and messages to clear up storage space. 

Webmail account is cost effective, some companies will also offer premium service at no cost. 

Disadvantage to have a webmail account is that you will not always find the name you require for the company name as it may already have been taken.’


[bookmark: _Hlk523694202]Winston B. (2018) Advantage and disadvantage of webmail [online]. Available from: https://www.techwalla.com (Accessed 2 September 2018). 

Technology 2 web-based conferencing: Advantage / Disadvantage 
‘Web based conferencing allows you to host online meetings you can also record the online meeting, share spreadsheets, slides, presentations, job interviews, business deals and much more. It is very convenient and cost effective to have a web-based account. You can access this remotely and can have access whilst on holiday, working from home, office or abroad. There is no limit to how many times you use the account.’

Around 1,000 people can join a conference call and could last around 6 hours, after 6 hours call may get dropped but you can reconnect immediately as there is no restrictions to the number of calls made. 

‘There is a potential security risk and the system could become very vulnerable to attacks by hackers. Hackers may exploit the web conferencing and join the web conferencing system to get entry in to the system.’

[bookmark: _Hlk523695460]Organise conference calls with 1000 callers – completely free. (2018).  [online] Available from: https//: www.freeconferencecall.com (Accessed 2 September 2018). 

Web conferencing research centre: Disadvantages of web conferencing. (2006). Available from: http://24-7-ebiz.com/web-conferencing/Disadvantages_of_Web_Conferencing.html (3 September 2018)
[bookmark: _Hlk523641109]The importance of digital skills in the workplace
The importance of digital skills in the workplace is that it is a lot faster quicker, cost effective, receiving and responding times are in minutes instead of days and weeks. 
Saves the companies money i.e. no flights or hotels to book web conferencing is the key, things can be resolved in a matter of minutes and saves the company outgoings. 

Businesses operate far better when they use technology appropriately. You can customise files when they are digital such as user agreements and contract templates. Communication is immediate with email and you can send and receive response in a very short period. 
Using online forms, it makes it more convenient for customers to e-fill forms and send back requested information.’
“This information makes it possible for a sales team to manage prospects and solidify client relationships effectively.”

Leonard. K. (2018) Chron: Benefits of technology in business [online]. Available from: https://smallbusiness.chron.com/benefits-technology-business-336.html (Accessed 3 September 2018). 

[bookmark: _Hlk523641190]Benefits of using tablet at work place with any concerns, illustrate with examples relate it to workplace 

‘Businesses are taking major steps towards the new world of integrating digital tablets in to the workplace.’ 
It is easier to carry them around in the workplace or out of the workplace when working from home or away. The disadvantage is that the battery could run out whilst working on it or you could be on an important task or email a wen conference call and that will not be very professional for the company. 

[bookmark: _Hlk523772208]Meister, J., Kaganer, E., & Von feldt, R. (2011). 2011: The year of the media tablet as a learning tool. T + D, 65(4), 28-29,31. 


[bookmark: _Hlk523641293]Compare two providers (e.g.: Google drive vs One drive) 

£1.99 per month 100GB storage
Google Drive

“Google Docs integration
Many third-party apps
In-app collaborations
Strong customer support
Weak file-sharing security
No private encryption options
No block-level sync
Cheaper options

£1.99 per month 50GB storage 
One Drive: Great family plan
Good for collaboration
Fast sync
No server-side encryption
Only 30 days of versioning
10GB file size limit”

‘After comparing the two providers Google drive has far better storage than One Drive. Google Drive has 50% extra storage than One Drive at the same cost per month. 
Google Drive storage has 15GB free on a monthly plan and One Drive gas 5GB for free on a monthly plan that is 10GB more with Google Drive when you compare.’ 

[bookmark: _Hlk523774172]Gildred. J. (2018) Cloudwards: Google drive vs one drive: Which one is better? [online]. Available from: https://www.cloudwards.net/google-drive-vs-onedrive/ (Accessed 3 September 2018). 
 



[bookmark: _Hlk523641357]Your Recommendations

My recommendations would be Google Drive as it has free Gmail account, it also has 50% extra storage at the same price as One drive. Google Drive also has strong customer support. 
Modern technology is much more convenient as you can access from anywhere as long as you have internet access. 
[bookmark: _Hlk523641385] Exploring social media as a tool 

Facebook marketing is creating a business page through Facebook, you can also download an app called Pages manager which allows you to keep track of messages through that app and see the reviews left by the customers. You can advertise through the normal page on Facebook join selling groups and through pages manager. 
Information is gathered when you leave your posts as public, people can also communicate with you when your visible-on Facebook, people can message you via messenger to send you a private message or comment on your pots. Facebook and not hidden through settings. 

Information is also gathered when posts are liked, apps are downloaded, quizzes are taken on Facebook. Organisations send you friend requests for you to like comment, they have offers online when their posts are liked they can access your account, phone numbers and basic details. 

Ikea is using Facebook to advertise themselves and to gain the attention of customers. Sainsburys, Tesco etc they all 
[bookmark: _Hlk523641785]Safety and security measure on social media 

One click of a button in an email could go wrong if sent to wrong recipient, this could leak personal data in a matter of minutes. 
Although it is the companies’ responsibility to ensure that the security systems are installed, to prevent any information leaking, yet emails are very beneficial for the workplace but unfortunately, they could get attacked by hackers by malicious and fraudulent attacks, and if you do not have the system installed for the spam the spam emails will overwhelm your inbox.

Most frequent email security threats are malware, unauthorised malicious access,
Virus could spread through email attachments, spam and phishing. To ensure that the safety and security is in place install good software’s to prevent virus, attacks by hackers, spam emails and personal and customers personal data leaking.  
Evidence of own professional online presence 

My Facebook page: 

[image: ]

[online]. Available from: https://www.facebook.com/uzma.maliks.7 (Accessed 3 September 2018) 




My Twitter page:  

[image: ]

[online]. Available from: https://twitter.com/Uzma63376055 (Accessed 3 September 2018) 
 

My LinkedIn page: 

 [image: ]

[online]. Available from: https://www.linkedin.com/in/uzma-awan-b7868b156/ (Accessed 3 September 2018) 

Conclusion
This report explains the importance of digital skills in the workplace, and how crucial they are in the workplace nowadays. Businesses now save money by using digital technology to communicate with customers, business partners, employees, employers etc. 
Having the knowledge and ability of creating own business pages, which helps for the workplace to have this understanding and skill.  This report also explains the differences between the two providers of Google Drive and One Drive. 
Advantages and disadvantages of the technologies have been explained. It is important to have the knowledge of why digital skills is important in the workplace and how it can benefit companies and its employees. Effectiveness use of modern technology has also been explained. 













[bookmark: _Hlk523780617][bookmark: _GoBack]
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