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[bookmark: _Toc501890878]1. Introduction 
This report focuses on digital skills and research methods needed for us within the workplace. This is an age of digitalization. Modern workplaces put a lot of emphasis on digital skills. In future it is expected that most of the workplaces will need employees who have digital efficiency. We can see the expansion of digital age in all areas of our lives. Previously digital skills were limited to IT persons and other professionals but now almost everyone needs some digital skills. House of Lords in UK has put a lot of emphasis on digital skills suggesting them to be taught as core subject. They also put it on same bracket with numeracy and literacy. They feel the accessibility to internet is no less important than accessibility to water or even electricity. Different policy makers all over the world are taking different initiatives for increasing accessibility of internet so that they are benefitted with online learning, digital education, networking etc. There has been extensive use of digital platforms for research nowadays specially in healthcare and health promotion. So digital methods is a terminology which takes advantage of some development made recently in research related to internet, which can be said as the approach to web as a data set. There is incorporation of internet based data besides there is also other social media such as Vine, Facebook, and Twitter. We can further say there is use of digital media for generation of data using sensors, drones and automobiles 
[bookmark: _Toc501890879]2. Literature Review
Many skills related to internet hardly emphasise on the technicalities of use of internet. (e.g., Bunz, Curry & Voon, 2007; Hargittai & Hsieh, 2012; Krueger, 2006; Potosky, 2007). We refer these technicalities as ‘button knowledge’ .Nowadays the concept of Internet is pretty broad. There are many stress of conceptualizations for measuring a person’s skill of using the internet, very basic skills and also the skills which are needed to understand and use digital content online should also be included. (Bawden, 2008; Brandtweiner, Donat & Kerschbaum, 2010; Eshet-Alkalai & Amichai-Hamburger, 2004; Ferrari, 2012; Gui & Argentin, 2011; Helsper, 2008; Mossberger, Tolbert & Stansbury, 2003; Spitzbeg, 2006; Steyaert, 2002; Van Deursen & Van Dijk, 2009, 2010; Van Dijk & Van Deursen, 2014; Warschauer, 2003) Taking medium and content related advertising skills into consideration we can avoid a view focused on technology. There are enormous conceptualizations which have been involved in breaking down internet skills into specific skills, still most interpretations restrain the fact that primarily skills added are just related to search on internet and technical ways of using it. Ferrari 2012 says that digital competence comprises of certain skills such as internet skills, safety skills, problem solving skills etc. She optimized communication skill as different. Van Deursen and Van Dijk 2009a, 2009b, 2010) classified internet skills by using 4 possible domains Operational the skills which are required for operating digital media Formal  skills for special part of digital media for example menu and hyperlinks. Information-The skills needed for searching information and evaluating in digital media. Strategic using the skills which are obtained from search how to use them in practical life. 
[bookmark: _Toc501890880]3. Workplace Technology
The technology used by employees for operating in a workplace is called workplace technology. Nowadays every workplace is focused on being digitalized. Workplace technology varies from one place to another. For example we see in many Companies and banks there is extensive use of Accounting and data management software. In many advertising firm there is use of creative tools such as Adobe Photoshop and other software. Some examples of workplace technology are given below
[bookmark: _Toc501890881]3.1 Web-Email
For emails in workplace a software known as Microsoft Outlook is commonly used. It is widely used as an email application. People in workplace open an email account with the help of this software. The email id has the name of the Company like if Jake works in a Company named XYZ than it will be named as jake@xyz.com. So when a client receives an email address the client can easily differentiate this email address from other email addresses and this email address represents the employee of a Company.
[bookmark: _Toc501890882]3.2 Web-Conferencing
It is a way by which computer screens, applications or contents on a website can be shared in real time. The sharing can be done between 2 or more Computer and mobile devices. Some popular web conferencing examples are video conferencing, web chat. Some popular features of web-conferencing are presentations by slideshows, live-streaming video, VOIP, white board etc. The availability is  3 models
Hosting service
Software
Appliance
[bookmark: _Toc501890883]3.3 File storage
Many modern technologies are used for storing data. Data is one of the most crucial elements for any business. In almost all Companies file server is maintained where the Computers are attached to a specific network in which there is a location for shared access of disks. The computer files which are shared such as documents, movies, images etc. The accessibility is by workstations which can reach the computers sharing access through any specific Computer Network. Example in an office there is a file server and access is given to the Computers and individuals who need to access these data. Many Companies also use Cloud storage example Office 365 cloud. Its like Google drive.

[bookmark: _Toc501890884]4. Social Media
Since the past decade or so there has been robust growth of Social Media. None can deny the growth of Social media. Some Social media which are used in workplace are mentioned below 
[bookmark: _Toc501890885]4.1 Facebook
Facebook is currently the most popular social media till date. Some use of Facebook in workplace is given below
Reaching target Audience through sponsor Ad
Facebook gives us the option of reaching our desired audience. If we want to promote a product or service to a specific set of audience. Facebook allows us the option to target age groups, people of specific areas, University or even Companies. 

Private message thread
Companies use a private message group. Like people in a team open the private message group where they can share the updates, have further discussions related to work, fix group meetings. This type of thread is very helpful even when employees are out of their work.
Recruitment through Facebook groups
 Many employers nowadays post job vacancies on Facebook. As a result they can quickly reach out to their desired employees. A lot of CVs nowadays are collected this way.

[bookmark: _Toc501890886]4.2 Twitter
If there is use of twitter with the customer base of our business we can tweet regularly about what our customers find interesting. Some uses of Twitter are as follows

Communication with Target Audience
Followers can stay updated with the business through use of twitter.Example Twitter is used by Cinemas for conversing with patrons, new movie releases are recommended etc
Lead Generation
Often special offers are promoted which might encourage followers so that they find out more about the product or service. Special offers are offered by tourism operators for example a buy one get one free ofter.
Providing feedback
Many Companies which have a lot of followers in twitter take constructive criticism via Facebook.
Customer care
For customers who are twitter savy it’s indeed very helpful when they can get solutions to their problems from twitter.
It’s mainly used for connecting with customers not much of a use within workplace.
[bookmark: _Toc501890887]4.3 LinkedIn
LinkedIn is a social network related to business and employment. Its said to be the world’s largest professional network. Some of its features are as follows
Update CVs
It is one of the most popular features of Linked IN. People can update their CVs and it can be easily accessed by people who are added and also within the network.
Job postings 
Employers frequently post jobs with specific description.
LinkedIn has half a billion members in over 200 countries.
There is a 30 day free trail of Premium version of LinkedIn. If only it’s used as a tool for networking its fine. But it can’t guarantee jobs but staying connected to LinkedIn allows us to see what others are doing in professional world. It allows us to watch CVs of so many individuals worldwide who have Cvs on Linked IN.
[bookmark: _Toc501890888]5. Digital Research Methods
Some of the things we need for digital research methods are as follows
Management of data
Analysis of Google metrics
Different methods of survey
How to visualize social data
E-research
Stimulation and modelling etc 
Social research 
Analyze data with help of Google analytics

[bookmark: _Toc501890889]6. Implementation of technology for workplace security 
The following things are used for workplace security
3D Visualization technology
It creates awareness of the surroundings of workplace and dangers related to it. It works by a process where it generates lifelike images. The images are recorded in two angles.
Using High speed Communication and data technology which is real time
It is seen that sales people or people who have to travel frequently are more likely to face vandalism, being hijacked etc. It’s difficult for Companies to focus on security of their employees. So as a result ensuring safety is difficult. Nowadays with help of real time data it is much easier for Companies to stay updated about safety status of their employees.
Journey Management Software
This type of software can alert employees instantly if employee face any problem to check in their desired time.
Social media and data security
Every employee is suggested to keep a strong password and the security of social media sites have got better with time. In many organizations training is provided relating how to safely use gadgets for official purposes. For data a backup is always kept and anti virus is also used for prevention of data from attack of virus and slowing down operating systems.

[bookmark: _Toc501890890]7. Is use of technology in workplace effective?
 It is effective only if employees have the required skills to execute the technology. Otherwise its really hard for employees to get the desired output.








[bookmark: _Toc501890891]8. Limitations of Workplace technology
Distraction from work
Too much use of social media can cause distraction and hamper the work progress.
Security of personal data
Its often seen that many employees have a tendency of keeping their social media and other accounts logged in as a result their personal secret information may be leaked.
Maintenance costs
The cost of maintaining such technology is really high. The employees must be able to make best use of it.
[bookmark: _Toc501890892]8. Conclusion
So based on the report we can say the following things
i. The internet skills can be classified in 4 possible domains operational-the skills needed for operating digital media, formal-special digital media like menu and hyperlinks Information-The skills needed for searching information and evaluating in digital media. Strategic using the skills which are obtained from search how to use them in practical life. 
ii. There is widespread use of technology in workplace and employees must master skills to use these technologies like web mail,web conferencing, use of social media platforms like Facebook,Linked In,Twitter.
iii. For digital research methods we need to know things lie management of data,analysis of Google metrics,E-research,visualizing of social data,e-research etc.
iv. Use of technology in workplace is effective when employees have the required skills to use such technology.
v. For workplace security many tools are used such as 3D visualization technology, Real time data technology, Journal management software.
vi. Some limitations of workplace technology are distraction from work, security of personal data and high maintenance costs.
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