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[bookmark: _Toc534992281]Introduction

Digital skills are most dominant workplace skills since the development of technology has made research process a lot different than before. In the early age, researchers used to gather data using questionnaire, interview schedule and then processed data manually. But with the advancement of technology in the present time, methods of data collection have changed. so, changes in the data analysis and interpretation process are now normal. The communication system has changed to a great extent. People are now using email and social media to communicate with the next table colleague. In this context of digitalization, digital skills play a vital in the organizational workplace in order to manage organizational functions like handling official matters requiring numeric data handling experience. This report is going to examine different communication system using in the modern workplace. In the latter part of this report, appropriate research methods will be applied in an organizational context with reference to Marks and Spencer.

[bookmark: _Toc534992283]Examining modern workplace communications systems, including email and social networking.

The advancement of technology, communication system in the workplace has also changed. Digitalization of workplace has shaped and reshaped the communication system. Technology use has increased enormously by both employees and employers. Employers now recruit by posting advertisement on the internet and interested candidates apply via email or social media. Different types of medium are used in order to communicate in the workplace. “Modern communication system is largely based on technology and people can now communicate with anyone in the world without any hazard”. (Rai, & Rai, 2009). Using your mobile phone, you can contact your friends and family worldwide. Your device will make you aware of any security issues that you may come across. Different types of medium consisting modern communication system are examined below.



Email:
Electronic mail is the most used medium for communicating in the workplace. Organizations like Marks and Spencer uses email as the official digital medium for communication. Though different scholars have explained the use of email differently. Some say that email can weaken the communication process because there is a possible chance of leakage of information. Other scholars have justified the use of email and stated several advantages of using email. The most important issues they highlighted was timeliness. “Emails are faster and helps to reach to the other end in the fastest possible time” (Overton, 2008). As it is stated by Overton, it shows how efficient emailing is and how we do not have to do anything manually like writing up a letter and sending it off which takes several days to receive.
Previously, organizations had to rely on mailing system which required a considerable time to reach to the receiving end. Email allows top-down, bottom-up or lateral communication system by which the efficiency of an organization increases considerably. In the context of Marks and Spencer, E-mail plays a vital role in the organization’s communication process and it enables Marks and Spencer to be flexible in the workplace. “Social media is a reliable source for analyzing customers’ taste and changes that occur over time” (Tapscott, 2009). It shows what customers are mainly interested in buying and employers can look to improve on making things better. Email is the formal means of communication in marks and Spencer and social media plays a vital role in determining the extent of digital advertisement the organization is going to follow.

Social media: 
Social media is the only factor that touched almost all sectors. There is no one who is directly or indirectly involved in the social media network. Social media like Facebook, Twitter, Instagram are the most prominent and people in the workplace use social media to be connected to each other such as WhatsApp forming a group chat to communicate with your colleagues. “Most of the scholars think that social media can hamper workplace efficiency instead of fostering it” (Schallmo & Williams, 2013). Workplace communication process can be fostered by social media, but people are more likely to use social media for their personal use. In the organizational context of Marks and Spencer, it is quite difficult for top-level managers to communicate with the subordinates using social media network because people who are connected to the social media network are mostly friends. Social is not a formal medium of workplace communication process whereas email is a formal medium of the workplace communication process. Social media is an effective medium for marketing and Marks and Spencer advertises using a social media network.
In the modern workplace, social media is seen from a commercial point of view and business organizations use social media network as a medium of marketing. In another medium of marketing, it requires a considerable amount of money to reach the target group whereas social media as has made it easy for business organizations to advertise and reach more customers at a short span of time. In the modern workplace, there is multiple uses of the social media network. Sometimes customers feedback is collected through social media network. Multiple uses of the social network in the workplace have increased dramatically. People are now very familiar with the use of social media and digital technologies as well (Storsul & Stuedahl, 2007). 
Different companies and business organizations use social media as a business promotion. Social media is used by most of the people which makes it a medium to reach a wide range of customers and service users. Business organizations post promotional offers on their Facebook page so that they can reach more customers in an economic way. Other methods of marketing require a considerable amount of money. Using resources in communicating promotional offers makes it difficult for the business organization to maintain the quality of the product. Using social media as a way of communicating promotional offers makes it easier for a business organization to promote business in different situations. 

Exploring the use of web-based and mobile applications within the workplace
In the modern workplace, various types of technologies are used in order to simplify the workplace tasks. Web-based information collection has become a common practice in the modern workplace. The use of mobile and web-based applications in the workplace has increased an organization like marks and Spencer uses several mobile-based applications for simplifying services to their customers.
Web-based application: 
The use of web-based application has increased enormously. Employees can check the rate of market share using web-based application. Information such as liquidity of money, competitors net income and share market price can be gathered from web-based applications. Applications like Excel are considered as the most helpful application in the workplace. 
Previously, sales and accounts were managed manually, and employees had to write down all the report regarding the purchase. But now data entry has become very easy and by clicking on the computer, all the records can be stored for further use. Use of different web-based apps such as STATA or SPSS helps reducing workplace complexity to a great extent. Using web-based applications in the workplace reduces stress and increases the level of efficiency (Ober, 2009). This shows that nowadays using technology is easier and quicker which causes fewer issues than manually. 
Mobile applications: 
The mobile application provides employees with the opportunity to explore new methods of delivering services to customers. Previously, people had to come to the shop for getting anything they wanted but in the modern world, all a customer must do is clicking on the mobile application and order online. There is plenty of mobile-based application that helps in the workplace.
In the contemporary world, business organizations make the best use of technologies. Marks and Spencer have their app in the play store where you can shop from. Service Process Simplification (SPS) is the new way of delivering services to the customers. Employees within the organization use different apps in order to bring ease to the workplace. “Apps like bar code scanner helps employees to check the validity of the product and customers too can use such apps to check if the product is fresh or old” (Fitzgerald, 2013). As quoted by Fitzgerald, I believe this is a great idea because companies will be saving a lot of money for not buying equipment to scan items to check for validity. whereas, if you just use your phone it would be cheaper and more efficient.

iCloud/ Dropbox & the differences between them: 
iCloud is a secure service system provided by Apple Company which securely stores its users’ personal documents, music, apps in the recognized devices only. iCloud is famous for its security system and people all over the world relies on iCloud for storing their personal files which is backed up and safe.  
Dropbox is a file hosting service system which is operated by the American software company Dropbox, Inc. Dropbox offers a wide range of services to its users including cloud storage which enables its users to store their personal file in cloud storage.
The main difference between these lies in the security system and target groups. iCloud focuses on getting response from a specific section of the society which makes them exclusive and expensive as well. Dropbox on the other hand is more economical and deals with a wide range of people. People tend to use iCloud because of its privacy concerns. iCloud secures the potential information of an organization and Dropbox provides economical offers so that everyone can avail to use Dropbox. iCloud is only used within apple users only whereas drobox can be downloaded on any smart phones including apple.
In this case, Dropbox is best suited for organizations who need economical storage solution and iCloud will serve the purpose of organizations who needs to have the most secured cloud storage.

[bookmark: _Toc534992285]Developing awareness of legal, ethical and security issues and the ethical implications of gathering information within the context of data protection.

Gathering information regarding business and business environment is limited by data protection. Business organizations like Marks and Spencer gathers different types of information in order to run the business. But there are some issues that need to be considered while gathering information. Various issues of gathering information are discussed below.
Legal issues:
[bookmark: _GoBack]Legal issues are imposed by the government of UK. Data protection act-1998 which was revised in 2018 as Data Protection Act-2018. According to this act, business organizations cannot gather personal data of other business organizations. If any organization violates the Data Protection Act -1998, they will be subject to punishment based on the intensity of the crime. If Marks and Spencer collect any personal data of any individual customers without his or her consent, then the organization may find it difficult to get customers’ attraction. Implications of gathering data outside the legal boundary can be devastating Marks and Spencer because according to the Data Protection Act -1998, collecting personal data will consider as punishable offense (Aula & Heinonen, 2016).
Security issues: 
There are several security issues associated with the data collection process. Gathering information of one organization should not hamper the security of others or else there is a possibility of clash between these two organizations. If Marks and Spencer collect data regarding the operations of Tesco, sensitive information may be on the wrong hand and security of these two organizations will be at stake.
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[bookmark: _Toc534992286]Conclusion

Based on the discussion, there are several skills and abilities that an individual requires to be a manager in the workplace. It is also seen in this report that the modern organizational workplace has changed the way people used to communicate with each other. Instead of using a letter, people now prefer email and use social media network in order to maintain communication. Business organizations have taken the full advantage out of technological advancement. Marks and Spencer have their own online website from which customer choose their desired product and order it. Customers are now using digital way of payment instead to traditional ways where customers had to come to the outlet for shopping. I have shown how technology has improved now and why it is more efficient and the differences it makes than the past. With the advancement of technology, data collection, process, and interpretation method has also changed.  
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