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[bookmark: _Toc532923405]Part 1
Impact on the workplace 
Communication.
The impact of technology on business communication has changed so much in the last twenty years from typing a letter on a typewriter or by hand writing a letter and putting in an envelope to be put in the post that could take a few day to get to its destination or even a few weeks if its destination was in a different country to sending a facsimile (fax) which was still a lengthy process but was a lot quicker by sending the information by telephone line, email that is used today by the invention on the world wide web by computer scientist Tim Berners-Lee on August 6th 1991 and became publicly avalible on August 23rd 1991 (computer hope, 2018)
Email can deliver documents, letters and pictures almost instantly anywhere in the world and became even quicker when the communication companies upgraded from analog to digital telephone lines and the birth of broadband internet and fast and better with fiber optic internet.
 Not only does the internet and email speed up communication it also saved companies money it did this by eliminating the use of paper, stamps and envolopes to expencive machines and equipment like frankin machines, lettter folders to fax machine, and nowadays you dont even need a computer to send emails this can now be done from the palm of the hand by the use of smart phones, tablet or laptop. 
Mobile telephones and more inportantly smart phones have made a big impact on business, before mobile communications there was no way of communicating with someone if they was out of the office, if you needed to talk to someone while they were out you had to leave a message with a receptionist or depending on how advanced there telecomunication system was you could leave a personal voicemail on there desk phone, Mobile phone first came about in the 1973 ( when was it invented) but became more avalable and widely used in the 1990s and have progressed with technology over the years until in 2007 Apple released their first smartphone and year later the first Android phone was put on the market (the guardian) , Mobile phones made communicating with people a lot easier you didn’t need to know if they was at their desk or out and about you just called there mobile phone that they could answer almost anywhere.
Mobile data signal
When early mobile phone became more wildly used in the 1990s the only thing they could do was make and receive phone calls, and later on with the development of text messaging the user could wright and send and receive a small amount for word with an additional cost on to your mobile phone bill.
As mobile phone developed so did the carrier networks with the introduction of 2g  (2nd generation) and later in the early 2000s 3g (3rd generation) networks became available the access to the internet became available on mobile phones what was call back then as WAP (wireless access point) this was very slow it speeded and internet sites and information that could be viewed were limited, the with the creation of smart phones and with a 3g mobile date connection internet browsing from the palm of your hand became more available and more recognizable of the web sites we use on mobile devices we use today.
Later in 2010 the network providers released the 4G (4th generation) network, this was a revolution in mobile device internet access because it speeded up the data connection which meant browsing or downloading on to a mobile device  was a lot quicker saving time and battery power, and as the networks progressed and became bigger speeds increased and was like having a broadband connection we have at home through a land line . and within the last few years the 5g (5th generation) connection has come out and is said to match the browsing and download speeds of fibreoptic internet connection.  (life wire) 
Internet connection and Wi-Fi
The first internet connections required a land telephone line witch at the time was analogy and a compatible modem for your home or desktop computer, the computer would then access the internet by dialling a phone number via the modem, this was a very lengthy process unreliable and very noisy.
Again, with the progression of digital communications telephone lines became better more reliable and quicker for carrying data. With the introduction of Wi-Fi (Wireless Fidelity) in 1997 then later in 1999 it was released for home use it made connecting to the internet gave you freedom to move about with a mobile device not sitting next to your landline phone and modem. Most mobile devices and desktop computers now have Wi-Fi built in so there is no need for cables connecting you to the modem, a Wi-Fi hub modem is connected to the phone line and your device connects to the hub much the same as the radio sends and receives a signal in your cars.
 Smart phones / tablets and laptops
Mobile devices made a big change in the business world and sill continue to do so with the creation of applications (app) which made using mobile devices for work easy anywhere the user had an internet connection via mobile data or Wi-Fi.
Skype and other video calling apps which can be used on smart phone, tablets and laptops  was a revolution in business meetings, there was no need to drive around the country or fly to other countries for meetings, using apps like skype which came on the market in 2003 would allow the user to have a face to face meeting while sitting in their own office or even at home involving as many people as required, by doing this has many benefits for companies saving money on fuel, flights and hotel cost and also reducing there carbon footprint and helping to save the planet.
Other useful apps such as office 365 and excel can be use on any mobile device making righting letters and documents easy as you could use the app anywhere and not stuck at a desk using a big desktop computer. Other apps that came about for mobile devices was messaging apps like WhatsApp again these worked using mobile data of Wi-Fi so they didn’t incur cost of a text message for your network provider, the good thing about this type of app is you can send a personal message to one person or to multiple people in a group message.
The cloud
Many people believe cloud computing is a new concept however the idea was actually created in the 1960’s. A man called Joseph Carl Robnett Licklider.  was one of America’s leading computer scientists. He foresaw the modern style of interactive computing and believed we would create a world-wide computer network where people could access programs and data from anywhere.
During the 90’s cloud storage was still in its infancy and there wasn’t a uniform name for the technology. It wasn’t until 1997 that Ramnath Chellappa, an information systems professor, came up with the term “cloud computing” (educba, undated)
The cloud made storing and retrieving information, images and documents easy as long as the user had a Wi-Fi or mobile data connection. The cloud is an online data storage system that can be accessed from any internet enabled device (smart phone, laptop, desktop computer) anywhere in the world to retrieve your documents, images, PowerPoint presentations so there in no need to carry your device or storage device, using the cloud also frees up memory on your device making it more efficient. 
[bookmark: _Toc532923407]An in-depth look at technologies used in own workplace
My own company RNA Plant Ltd had a problem with employees losing paperwork on a regular basis and decided to do something about it with a paperless paperwork system.
So, to overcome this problem they decided to create another company called SYMLTEC Ltd with the designs on making the paperwork system digital, eventually they got a working system together in the form of an app called GLIMPSE.
GLIMPSE has 2 sides off the system the first is the office side where job cards are setup and inputted on to the system where all the information for the job can be viewed  and edited if needed, when viewing the job the information shows what customer the job is for, site address and contact, what equipment is needed, and what members of staff to send. Once the job card is complete it is sent to the 2nd side (mobile), the staff members involved to the app on their smart phone where the job card and information can be viewed. Once on site the user starts / finishes the job card using relevant buttons on screen, then a signature is collected on the phone screen from the customer and is sent back to the office where the job card is completed then the invoice is automatically emailed to the customer within minutes .
This system has reduced the amount of paperwork and process time leaving both sides of the staff to carry on with other duties, the system has also reduced the amount of paper used which is better for the environment.
Workshop 
[bookmark: _Toc532923408]RNA Plant Ltd vehicle workshop uses a wide range of technology on a daily basis from laptops with digital diagnostic programs that plug in to the vehicles to fault find to the new state of the art digital vehicle brake testing and rolling road station.
Part 2
[bookmark: _Toc532923409]An exploration of the use of social media in the workplace generally
There is a wide range of social media platforms out there, some more popular than others.
The biggest and most popular social media network is Facebook.
Facebook was the brainchild of Mark Zuckerberg a Harvard sophomore who launched THE FACEBOOK on the 4th of February 2004 to connect Harvard students with one another and soon spread to other universities across America then in September 2006 Facebook expanded from educational institutes to anyone with a registered email address (Britannica)  which opened up the social media network anyone in the world including businesses.
For businesses, Facebook opened up an easy and free way to advertise and promote their business and product to other companies from local and national business to international corporations. Once the company profile was set up on the network it can be accessed by other companies and individuals across the network anywhere in the world. Facebook groups is another great way for businesses to find out what is happening in the industry they are in by posted pictures and  information of products from other companies and been able to read on post comments about their views  and what other people think to help make decisions of what is on offer and influence other companies on products.
LinkedIn
[bookmark: _GoBack]After browsing and looking at different social media platforms I create my own LinkedIn account, after using the platform for a few days I began to understand how the concept worked and came to the conclusion that this social media platform is the best for businesses. LinkedIn works on the same principle as Facebook once your own personal or company profile is set up the user search for contacts in the same industry as them as you would look for friends on Facebook, the user or company can also join groups and other company profiles in their own industry or in other fields if the wish to, as the groups and adverts are aimed at businesses there is none of the waste of time irrelevant adverts and stupid cat videos.
LinkedIn offers more than just groups and pages in relevant information and contacts for the users type of work the user can still follow other pages that they wish to know about,
Another great feature about the particular social media platform is the job search and opportunities.
Companies looking to recruit new employees in different sections and departments (drivers, Wearhouse, admin) can post jobs in the specific category so drivers don’t get bombarded with irrelevant admin job unless they are looking to change job rolls.
[bookmark: _Toc532923410]An in-depth look at the use of social media in own workplace 
For this paper I conducted a small-scale research questionnaire using quantitive questions to explore the use of technology and social media in the workplace. I compiled a three-question questionnaire on survey money asking participant to choose the sector that they work in and what types of technology and social media is used within their organisation the results of this can be found in apx 1. 
I circulated the questionnaire on Facebook and 22 people responded to the questionnaire, from these 63.64% worked within education, 9.09% in retail and healthcare and 4.55% in creative arts, engineering, environmental, hospitality. IT and logistics. From the 22 respondents over 90% use computers within their organisation with digital paperwork coming in second with just under 60% of the participants using electronic device to complete paperwork digitally. 
Surprisingly only 36.36% of respondents chose telephone communication as a form of technology used within their workplace, this is something I feel that the participants limited to land line telephones as this is surprisingly low when you take into consideration that people are rarely seen without a mobile phone in hand or in their pocket.  Smallbusiness.chron.com (2020) shares that although telephone communication isn’t as vital to organisations as it once had before the information age blossomed and that companies now have a wide selection of ways to communicate, certain situations warrant a verbal discussion such as disciplinaries, sensitive topics or confidential issues. It is also surprising as people aren’t tied to the telephone in offices as much as they once wore with over 45% of the population having smart phones which allows them access to apps to power theirs and the company’s other methods of communication such as the apps Facebook, whats app and messenger. 
Unsurprisingly Facebook topped the ranks of social media used within the workplace with over 80% of the participants using Facebook in their organisation. This is no surprise that Facebook topped the ranks, with Facebook being the most popular social media platform of 2019 (Ahmad, 2020) with 85% of internet users holding a Facebook account and 79% of these being active users of the social media platform. It provides companies and organisations with a low-cost marketing platform that targets a wide range of audiences from every corner of the world. It allows companies and organisations to share information with people who under normal circumstances wouldn’t come across the brand/company/organisation thus raising brand awareness and gives both parties the facility to discuss with existing or potential new customers over messenger. When used correctly Facebook also has the potential to drive traffic to company websites, Business.qld.gov.au (2020) states that customers who come to your website from Facebook are likely to be more receptive than the average visitor, because they already know something about your business and were motivated to click the website link.
Facebook
My own workplace RNA Plant Ltd uses a Facebook profile but I don’t think it is used to its full potential for promoting the company in the industry. To start will the profile page is not updated on a regular basis with information and pictures of jobs that are carried out for our customers and products we supply to help get companies interested in what the company does. The company also does not post in Facebook groups it follows related to the same industry to help get the company name out there for others to discover. The company only advertises that it has a Facebook page on the company web site, considering we have a large number of vehicles and machinery out on the roads and on sites across UK the company has no link or logo for Facebook on display. The company does how ever advertise on social media sites of a very popular and well know South Wales rugby team it sponsors called the OSPRAYS.
RNA Plant Ltd doesn’t use any other form of social media platforms at all and advertising on social media is very limited. I think the company could do more on social media by updating its Facebook profile on a more regular basis and use more social media platforms 
[bookmark: _Toc532923411]The use of social media to enhance networking and career prospects
The use of social media for networking and career progression for business is increasing as social media platforms get are getting bigger and more common. I found that LinkedIn is the best platform for enhancing specific industries networking and career prospects as they are aimed at the industry they are in and the user doesn’t have to follow a certain company or contact as long as the users are connected within the same industry to see job offers and similar contacts and useful company information and not spread across the platform for anyone to see and have irrelevant junk you don’t want to see. Other social media platform like Facebook and twitter can have the same results as LinkedIn but the user has to follow the different companies to see networking contacts and job prospects, 
[bookmark: _Toc532923412]LinkedIn Profile
[bookmark: _Toc532923413]https://www.linkedin.com/in/neil-jagger-75a951198/
Conclusion
To conclude it is evident that technology and social media plays a huge and important role within the workplace. Technological advances have helped to improve communications which creates a stronger public image, technology has also improved security with cameras having clear recording quality making it easier to identify thieves and improved cyber security making it harder for malicious malware to access sensitive and confidential data and making it easier for companies to comply with GDPR. Technology has also allowed companies to work more profitably by helping improve stock control and management and also reduce the risk of human error through digital cataloging, tracking and paperwork, technology has increased the rate of production and allowed employers and employees become more efficent contributing to profitability. 
It is something that is now at the forefront of every company including my own with large companies bidding for the new and next best thing. However, as with any advances in technology there are drawbacks, with the growing rate of technological advances companies need to have a commitment to invest in upgrades which can be costly, Smaller companies may struggle to afford these upgrades which could leave them more vulnerable to risk. Another risk associated with technology in the workplace is the risk of employees becoming dependent on it, and unable to complete their jobs if their device goes down. 
Like technology, social media plays a very important role within business and organisations. It has allowed businesses to expand and reach an audience that 20 years ago wouldn’t have been acheivable. It has allowed companies to advertise and promote their business to targeted audiences and offeres start-up businesses a cheap affordable way to promote their business, raise brand awareness and boost sales and leads. 
The role social media plays are business is evident by the new trend of ‘Influencers’ who get paid by companies to use and promote their products. These influencers often have millions of followers and get paid to promote items from small independent retailers to larger organizations. Businesses also use social media for more professional reasons such as linked in, which gives employees access to a large database of professionals in a wide range of industries making it easier for employers to find suitable employees and for employees to network with businesses. 
Again where there are positives there are negatives, Many businesses check potential employees social media accounts to ensure that the potential employee shares the same ethos as the business and to make sure that the candidate aren’t making or sharing statements that malicious or harmful such as racist, sexist or homophobic comments which could be harmful to the business is reputation if they hired that candidate. However, this is a red tape area due to privacy laws. An example of this was reported by Frishberg (2019) where a woman was rejected from a job and shamed by the potential employer over a bikini picture, she posted on Instagram. The shamed candidate took to social media to air the experience which resulted in the company receiving a lot of backlash for their actions and having to post a public apology to the shamed candidate. 
[bookmark: _Toc456901523]As we progress through the new decade, technology and social media with progress with us. And making sure that we utilize these correctly is what businesses need to concentrate on to prevent situations like the above. 
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