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Introduction:


Technology is the collection of techniques, methods, skills and processes used in the production of goods, services and scientific investigation. In modern age technology has a vast impact on every aspect in our day to day life. Without modern technology, we are unable to go a single moment either in personal life or business area. Modern technology has made the impossible into a possible matter. By using modern technology, we can save our precious time, save life, make more profit in business life. It also changed our lifestyle in many ways such as, choosing different kind of travelling mode, the way we shop as well. If we don’t have cash, we still be able to go shopping as most shop offers a credit which only be possible by the help of modern technology. Like every aspect of life technology has a massive impact on education sector. In previous years the teachers used to give lecture on blackboard and everything was verbally where most of the students was not clear about the lecture. But nowadays the lecture method is different, we can get a copy online, even the lecture video which is very positive way of delivering teaching lectures and it is most under stable by the students. 






Modern Technologies used in workplace:

In workplace, a lot of modern technologies are being used and here are the two technologies which I am going to discuss about:


Email:

Email is a way of passing message between people using electronic devices. Email was first known to people in 1960 and very limited people was using it. In the mid 1970, it was known to some of the people who was started to use it. In the old age the operative system was different as the sender and receiver had to be online in same time to send message, but now it is completely different as the sender and receiver don’t need to be online in same time to send message. The mail will automatically store in receiver’s inbox. According to (Reaney, 2012). ‘Email connects 85% of the world’.

In modern business life email has a massive role as without email most of the company cannot imagine their day to day communication. Most of the company use it for many purposes such as;





Marketing: 

Nowadays marketing has been easier than before as it is an easy and effective way of marketing through email. It also saves time and hassle for a company. Using email, a company can select their offer and sent it to several customers in same time. Also, a company can communicate with employees very easily using email. A company can create a website where the potential customer or old customer can sign up for getting every day or weekly about the offer of products directly by email, this is one of the best marketing strategy a company can use to grow their profile and profit up. According to (Rijn, 2017). The top email marketing trend for 2017 was below:
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Advantages of using email: 

In workplace, communication is very important as it plays a vital role and without communication it is hardly possible to work smoothly and peacefully. Nowadays employees of a company are very lucky that they can use email for communication. It is very easy and smooth to communicate with anyone by email regardless where they situated, they can be anywhere in the world. In workplace, it is very easy to contact with clients using email which is more flexible as well. That means they don’t need to do hours phone call to convince or contact with a client or leaving a voicemail to a client and wait for reply. Using email, we can send the message quickly and instantly. The cost of sending email is very low as it doesn’t need to do any postage or any other expense to send to the receiver. It is very easy to send an email as all we need to add a recipient, add subject, add the message and click to the send button. We can copy others on correspondence. Even blind copy someone (BCC) if we don't want the recipient of the email to know that we are sending it to another person. A large number of people can be copied and communicated with at the same time. By email it is possible to send attachments, photos and spreadsheets. Also, we can book an appointment with others dairy and wait for accept or decline as well. Sending email also removes the hassle to go to others office or clients just to deliver a message. Email can save the paper costs as we don’t need to use any paper to send an email. 


Disadvantages of using email:


Despite of lots of benefits of using email, there are some of the main disadvantages it has and this is the reality as we know every good thing has a bad thing. Sometimes employees at workplace can spend much time to check their own email while they should have done the work for their company. Also, the important documents of the company can be taken easily by an employee as they can send it to their own email and copy them. There are so many scammers who send odd email to anyone and they can collect their identity and personal data by this. Also, viruses can be sent by email which can cause a lot of money issues for a personal or a company. Misunderstanding can also happen if the message is not clear and untestable by the receiver. Everyone are not able to send email as to send email it needs an internet connection which everyone doesn’t have. Also, there is a massive disadvantage to use email as the information can easily go to wrong hand if the recipient is not selected correctly.










Skype:

Skype is a telecommunication application software product which provides voice call, video chat between computer, mobile phones, tablets via internet. Nowadays we can use skype on different smartwatches as well. It is getting used frequently for instant messaging in recent years. By using skype we can exchange digital documents such as, photos and others important pages. Most of the time skype is free to use but its cost credit when to make a call to mobile or landline. Skype was founded by Niklas Zennstrom and Janus Fiiris in 2003. The number of people use skype at the moment is 74,000,000. According to (Brain, 2016). here is a complete chart of skype statistics in recent years:


	Total number of Skype users
	74,000,000

	Average time spent on a Skype conversation
	27 minutes

	Number of time that active Skype users spend on Skype per month
	100 minutes

	Total percentage of small businesses that use Skype as primary communication service
	35%

	Number Skype enabled television sets
	50 million

	Number of iPhone Skype downloads per year
	11,500,000

	Number of people who have ever used Skype
	560 million

	Total percentage of Skype calls that are video to video
	40%

	Average spent yearly by a paying Skype user
	$96

	Skype revenue in 2010
	$406.2 million

	Number of monthly log-ins to Skype
	124 million

	Number of monthly paying Skype users
	8.1 million

	Amount of money spent by Microsoft to acquire Skype
	$8.5 billion


Advantages of Skype:

In modern age the skype is being used widely in workplace and so many company is vastly dependent on skype as the make conference using skype. Different users can get different facilities of skype but it depends on the version they download for and the service they choose for. Using this we can closely connect with our relatives even anywhere in the world. In workplace, the employees can be connected easily with the company by using skype. Using this a company can save a lot of expenses and hassles as they don’t need to travel if they use skype and they can directly contact with clients using video conferencing calls which is free. The revenue will increase of a company as well as people will always choose the most efficient way of getting in touch which is either for purchasing or closing a deal. Skype for Business enables us to replace or continue using our Legacy PBX until contract expiry, so phone bills are dramatically reduced. Nowadays a company can close a deal even to another country without even going there as they can conference each other by skype. The security system also being updated day by day. Skype is highly secured with end to end encryption.






Disadvantages of Skype:

As we know every single positive thing has a negative site and this is the reality. Skype for Business involves a cultural change in the way users communicate and collaborate. One can be asked to change the way they work, so that they must give them clear reasoning why they should. It also brings a range of new features and functionality that users are unfamiliar with. It comes down to the old adage ‘what’s in it for me?’ Freedom’s approach to a Skype for Business project ensures every user, no matter what their role, understands the benefits as much as we do. Cyber bullying also happens by skype which is getting worse day by day. According to (iSafe, 2004). “58% of kids admit someone has said mean or hurtful things to them online and more than 4 out of 10 say it has happened more than once”. Also, it is very easy to make a fake id to open skype account, so there is a security concern as well. Skype needs an internet connection to get the service which so many people cannot afford to buy the internet.











Social Media:

Social media is an internet based application that people use to share ideas, information, business purpose through mobile, tablets, computer and even smart watches. Nowadays social media is being a major via of communication which people can communicate each other very easily. We can do so many impossible works within time by using social media with less hassle. Social media plays a vital role when there is an emergency, for example, if a country suffers from a coming disaster then the message can get spreaded easily within seconds to people and they can take necessary steps to avoid any harm. According to (Bennett, 2011). “In case of emergency use social media”. 

Social Media as Communication:

In the term of communication social media plays an important role either in personal or business field. People can communicate each other with comfort and easy even in different country. According to (Colwyn, 2015).  companies who are engaged with social media are achieving more visibility and interaction with the society.  On Facebook alone, organizations that reply to wall posts are seeing more 'Likes' and organizations tweeting 30 times or more per month, averaged 20,800 followers compared to 2,456 from those who were tweeting less. Nowadays we can get a political update within a second by using twitter. 

Social media as marketing:

In the field of marketing the social media has an important role as now any company finding better to use social media for one of their marketing tools. In the research of Hubspot it shows that, in 2014, it was claimed by 90% of trader that, social media has important effect on their business along with 80% of the marketers claimed their attempt escalated the traffics to their websites. 70% of the marketers utilized the social media to improve their customer loyalty. 71% used the social media to escalate their marketplace intelligence. It has been stated by half of the trader that social media developed their sales. About 40 plus hours has been spent by 74% of the trader in the social media to improve their business. 95% of the marketers said that, spending about 6 hours per week in the social media escalated their exposure of their business. 


Social media for information gathering:

Nowadays people like to share their daily information via social media. Any information which is delivered via social media are stored securely. For example, if I share any photos or any other posts on Facebook to show on public, the information will be saved and I can see it after a long time and remember my history. Some company also search people’s social media profile before even interview to collect information about that person.

Social media at workplace:

Social media are being used at workplace a lot in recent times, it doesn’t matter whether it is a big or small company. We can get easy update about the timesheets, any important changes through social media. For example, in my workplace we have a whatsup group between the management team and the staff, the managers always whatsup quickly if there is an extra shift and we get the information at the same time. This is the easy way to communicate with people.

Sometimes the employee can get distracted from their work as they can use the social media at workplace for personal use and it is a negative site of this.  Now a day’s security agencies have access to people personal accounts, which makes the privacy almost compromised. No one ever knows when will be visited by any investigation officer regarding any issue that you mistakenly or unknowingly discussed over the internet.
 










Here are the pictures of social media I use for myself:
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Conclusion:

On the above I have discussed the modern technologies, advantages and disadvantages. Also, the social media for marketing, communication and for information gathering, social media at workplace and the security concern of social media as well as the proof of social media I am using at the moment. Now from all the information I can conclude that the importance of technology and social media is vital in our modern life and workplace.
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