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1. [bookmark: _Toc58250691][bookmark: _Toc456901517]What has been the impact of 21st Century Technologies on the modern workplace?


[bookmark: _Toc58250692]1.1 Evaluate the appropriate use of modern technologies and social media in the workplace generally 

The modern workplace now has a wide range of technologies and social media applications they can now use to gain an advantage over competitors, also to use these platforms beneficially for marketing, customer service, information gathering and communication. Modern technology in the workplace has made communication faster and there is now less need for employees and clients to communicate face to face, many businesses make the most of conference calls, which allow them to speak to people in other areas of the world. As part of this, employees can collaborate with each other remotely. For example, they can work on documents in shared folders. Such changes began with the invention of the telegraph in the 1850s, but have rapidly advanced over the 20th and 21st centuries. 

Technologies like computers, the Internet and mobile phones have made it possible for employees to work from home. This leads to an easier work-life balance, but may also reduce interpersonal skills. Some believe that social media has made it easier for businesses to interact with clients and customers. As a result of new technologies, workplaces are more dependent on IT professionals. This means employing them to resolve problems, or outsourcing work to them. Doing so is necessary, as many businesses are highly dependent on technology.
The main 3 technologies we are now using are mobile, wi-fi/internet and cloud storage/backup. Often we find that all 3 link to each other when being used as you need internet connection such as wi-fi to store all work related documentation and information that Is sent to you via email or applications, this is then stored to the cloud which saves or holds this information for you until you no longer need it.
Prasad (2018) has described 10 ways in which 21st century technology has reshaped the modern workplace and how it has benefited from these technologies. We now also heavily use social media and work related apps via our mobile phone or pc/laptops at every opportunity. As this is a faster way of communication and gathering work information needed.
Zapier put together a list of 2018's most used work applications, based on the apps with the largest total number of users on Zapier. Here are the top 10 most popular workplace apps. Bayern (2018) also explains how these applications are used and how they can benefit us.
The top ten list comprises of G Suite (including Gmail, Google Sheets, Google Calendar & Google Drive): A suite of business apps, Slack, Facebook Business, Mailchimp, Twitter, Trello, Type form, HubSpot, Active Campaign, Asana
According to the Pew Research Centre, 77 percent of workers reported they use social media while on the job. This data shows that while you may think your company is doing a good job curbing social media use in the workplace, it is likely not. Jeanetta (2017) shows that social media is used by more than half the workforce while at work and therefore companies are now finding ways to channel this social media use into something positive such as online training groups, internal and external recognition, invites to award ceremonies and using it for workgroups. This study shows how employers can make this into something effective in the workplace.
Social media sites mainly used are as follows – WhatsApp, LinkedIn, Twitter and Facebook. Over the years their popularity has increased hugely as people all over the world are now connecting for many reasons such as work, family, finding holidays and property. Advertising through social media is cost-friendly and gives you direct access to items where usually a third party would intervene and charge for their services.
In (Appendix A) you can see why employers use social media to source and attract employees to their company, the benefits it has for the company are huge in comparison to the negatives such as attracting the right candidates and the money saved by these companies.



	
1.2 [bookmark: _Toc58250693]Explore the use of modern technologies and social media in own workplace

In my previous workplace we used in-house built systems which used the internet and updated data information only for use by our company such as BT consumer, BT directory and BT workplace chat. BT consumer was a system in which you could do many different processes when a customer called in all being relevant to your role and position within the company. It was built by BT technicians which is cost effective and fixed and updated by someone on site when needed to be which is very quick, reliable and cost effective to the business. The main attributes I would need for my role would be customers details, so you would have these in front of you as soon as it recognised the customers number from the directory, you would have all the relevant information needed. Also conversation roleplay to help you navigate the issue the customer has to find a quick resolution with a vast range of topics included.
BT directory would help you find anybody currently working for the business and enable you to transfer calls to the correct department when a customer has come through to the wrong department.
BT workplace chat would be used mainly to speak with a colleague who had had a previous interaction with a customer who has a more extensive issue or problem, or when the customer mentions the previous colleague in relation to a new incident. We leave notes after the interaction to show what we had done on the call and if there are notes to back up what the customer has said, then we can communicate with the colleague previously involved. Also this would be used to create a profile of ourselves describing where in the company we work and to connect with workplace colleagues for social gatherings, workshops and awards ceremonies.
Cisco was also a telephony system we used to connect our headsets to the PC and be able to speak and listen to our customers effectively at all times. Any issues would be resolved by in-house technicians also, which makes it cost effective.
As a huge company, B.T used Dropbox as a way of saving files into what is known as cloud storage, items such as confirmation letters and photographic documents that customers may need to send in was stored in this way as it is compatible with IOS and Mac servers therefore can be sent by the customer via a phone handset or PC document. Casserly (2018) compares most popular cloud storage businesses and gives the google cloud storage as the best overall mainly being due to the fact it has 15gb of free storage and is easier to access different files than Dropbox.
I believe social media in the workplace is beneficial to colleagues as it gives them a mental break from their current work load and just to be able to communicate so quickly in this way has helped millions of people all over the world. Also on the flipside it does not benefit some colleagues, as they did not communicate in this way before this was invented and in organisations where this is used too much it can have a negative effect on more individual colleagues who do not use this type of media influence, but may be willing to learn as easier means of gathering information.




2. [bookmark: _Toc58250694]How can Personal branding help YOU?


[bookmark: _Toc58250695]2.1 Your LinkedIn Profile to promote your Personal Brand

I have created a LinkedIn profile to promote myself as a brand to companies, to create new job opportunities for myself and to show what skills I currently have. It also displays to recruiters what interests I have and what industries I would like to work in.
My profile starts off with a cover photo showing a variety of inspirational words, meaning words that motivate you and promote you as a brand. Kaufman (2011) explains in a blog why inspiration matters in terms of creativity, well-being and when compiling documents that are important to you such as these. Words such as professional, ambitions and manager shows to recruiters and members what I use to motivate myself and how it is important to me having a constant reminder of these words as I will use this as motivation in my life and career. I have chosen a profile photo of myself in a shirt to look professional to employers.

[image: ]

In the second part of my profile, it shows you the skills I currently have and if these would be of interest to employers, they will know my key skills without me communicating anything to the them by looking at the areas I already have experience in and whether I would be a good “fit” for their company. Also they can leave me a message at any time with this format via instant message or even send me an email as this is also attached on my profile with my C.V. Furthermore in the second picture I’ve used adjectives to describe me as a person in the “About” section such as hard-working, communicator and motivator as thee words are important to show potential employers my attributes.
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[bookmark: _Toc58250696]2.2 Evaluate the value of other social media platforms to enhance networking and career prospects

Twitter is a social media platform that can be used to enhance career prospects, as the other networks it is world-wide, the benefits of having twitter are that they have advertising services for your brand or business. They also have the power to promote tweets (comments made by yourself on behalf of the business) and even promote your twitter account so that it is seen by a much wider audience. 
Sehl (2020) shows that as of the first quarter of 2020, Twitter has 166 million monetizable daily active users (mDAUs). Twitter defines mDAUs as “people, organizations, and other organizations… that are able to show ads.” This study shows the demographics of what type of people use this platform and how far your advertisements or “tweets” are reached all over the world and who are the biggest influencers currently, this would be important to an advertising campaign or to enhance your career by taking advice from the people currently sitting at the top of the charts so to speak.
Facebook is another platform which currently sits at the top of all social media platforms as being the most popular and having the most users. Knowles (2019) explains that the new “jobs on Facebook” feature has certainly become popular and reaches 40 million of the U.K population alone. Knowles also argues that even though this is by far the biggest social media platform, you should also be careful how your profile is structured to employers viewing it. Saving time by completing the work and education section in your profile will certainly benefit you as employers know your skill set and where your experience is. Not only this, she gives a good argument to why you should not use negative or derogatory comments about a previous company or employer you have worked for in your profile, as this will not work in your favour when they decide whether or not you are a good fit for the company.
Also in (Appendix B) you can see a study as to which platform businesses use most for advertisement which will also relate to where they source their employees. Only 1% of businesses are not currently using social media to advertise which tells you how important this way of communicating is.


[bookmark: _Toc58250697]2.3 Examine the impact of Personal Branding on your own employability 

Personal branding is how you present yourself to the world, it is important when it comes to employability or to create a buzz around your own business venture. It is now more important than ever to leave a great first impression when you have to sell your own self or brand. Elbermawy (2018) explains how you own personal brand can produce sales for your own business, not only this but how it is also free marketing as there are many social media platforms you can use which is cost effective. 
Also gaining the trust of people firstly as they are more likely to invest in you than your brand. Well known figures in the celebrity world such as the Kardashian’s have used their status in the celebrity world to huge effect via social media, as they may have millions of followers on platforms such as Instagram, YouTube or twitter, they will use this to promote brands and people will take a look at their business just because they like that person or see them as a role model which will help them to gain sales. This will be the same for myself when setting up my profile on these platforms and it is very important to make yourself stand out to employers and people in general.
Whether you’re an employee or entrepreneur, cultivating a personal brand has become more important than ever. One reason is that it is more popular for recruiters to use social media during the interview process as your personal branding is more than likely to be public unless you have chosen a private option. Being careful to focus on your USP (unique selling point) is also important when building your own brand as you can show what sets you apart from the field explaining clearly what skills, experience and achievements you have that’s unique to you.
What we think are valid values and beliefs are not always shared by others, you have to be mindful, as what may work for your generation my alienate another person’s generation so you have to be very aware when building your brand, generational differences are said to have an impact on every aspect of career management and employability.
Whether you are a baby boomer, gen X or millennial your attitude towards authority, company culture or pay expectations has to be non-biased across the board as Speight (2012) explains in his blog, no matter whether you are in early, mid or late stage of your career you can always build on your bio and resume by attending courses, earning qualifications to add to your own personal brand and by adding skills you become more employable. 


2.4 [bookmark: _Toc58250698]Discuss personal and professional security and safety online.


















[bookmark: _Toc456901523]
Security is hugely important when working online as your personal details such as address, bank statements, telephone number and other important pieces of information personal to you can be stolen and used in many ways to help fraudsters practically take over your life, business and gain money from organisations. Ways to protect your details online are using virus protection software such as Norton anti-virus and also using strong passwords that cannot be easily guessed by others
One way we regulate what is shared online is by adhering to the GDPR standards (General Data Protection Regulation) this act replaced the “Data Protection Directive” as of April 2016 and companies that were in compliance already with the directive had to make sure they are compliant with the new requirements of GDPR. Companies that fail to comply with these set of rules will incur penalties and fines. Sharma (2020) argues why internet safety is so important as most of the population now have access to a computer whether it be at home or in work. Sharma explains that “ The use of the web in online bill payment, shopping, payment services, internet banking, mobile banking, and now digital wallets look convincing for users. That’s why the internet is a good source for hackers, thieves, and pickers too to collect any confidential information from any country.”
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