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Introduction

Digital skills and research methods are important in all organizations

This report will show the evaluation of the effectiveness of the use of modern technologies within the workplace and it will explore social media as a tool for marketing, information gathering and communication within the workplace.

Modern technology has advanced to greater heights over the last few years.  Communication was straightforward and simple but it has now become revolutionary. It began to change drastically and this changed lives People have quickly adapted to the changes and rely so on the different types of social communication. Connecting in different way has made things a lot easier. 

This essay will look at the advantages of and disadvantages of social communication. It will look at the different types of social media available and what kind is suited to a workplace. This essay will explore the usefulness of social media used as a tool for marketing. Social media has advanced so much that workers need to have access to these platforms in order to be more productive. 

This report will discuss the differences between the two chose methods of communication between Web based email and conferencing
Finally the essay will outline a personal intake on the conclusion of those stats. Which communication method suits best for an organization and how it affects users?  It will show the comparisons between web based email and conferencing and how they both link with one another.
Email Based Communication
Every Organization is equipped with many different forms of communication options such as;

1. Web based email

2. Tablets and smartphone

3. Cloud file storage

4. Web conferences

5. Office Applications online (In the cloud)

The two chose options Web based email and Web conferences are both equally important and are used on a daily basis to carry out tasks. This can impact employees and their managers. Both combined together can execute a job well.
Email is the most quickest and effective way of communicating. This is an important method of communication. In other words Electronic emailing is the transmission of information and messages communicated throughout several of networks. Every organization has this facility ready for their employees. Although it is important to remember that email is regarded as a valuable tool for communication it is also spread widely across academic settings. Sometimes it can be effectively better way to feed information however it is not always ideal and sometimes it is not efficient enough to convey messages.
Though email has its advantages there are also disadvantages for example it is highly likely that some emails can be miscommunicated as well as misinterpreted this may occur time to time especially when there is a whole diverse of community who may have different expectations and therefore send and receive differently.  In addition the reason why email is used throughout organizations can be for different purposes. This includes making contacts through family and friends, employees and managers or even when applying for jobs. The types of email one send can depend of the purpose, the designated audience and the outcome required. 

Another disadvantages are that sometimes-intended emails do not reach the receiver this can be for many reasons. One of which emails go straight into junk and spam boxes, which can be quite frustrating if not checked on a regular basis. 

Email is used for multiple purposes. If the receiver cannot be reached over the phone the quick courtesy email can be sent. If there are different time zones and located in a different country then emails are the best social tools. The email has many features. It is much quicker to attach files, scan files across and even arrange business meetings. Emails have subject lines, which should outline the main points so it is vital to be specific as possible. The subject line must be informative for the receiver. Emailing and attaching the correct formatted documents is important. It is so sensitive that if the correct format is not used then receiver will not see the information. 
According to Shannon weaver the communication tool she uses is the sender will encode the message, which is then decoded to the receiver, and this is then fed back to the send with feedback communication
It is important to keep the email body informative using the correct font, font size and lower caption. One has to be careful on expressing the points especially when the subject matter is serious. Receivers can feel threatening by the tone and are more likely to overlook the subject matter.

Web conferencing

Web conferencing is another tool used throughout organizations and companies to hold more virtual related meetings over web seminars and webcasts. Web conferencing can give flexibilities. This helps individuals to work more efficiently especially when employees who are based at different locations where it is more cost effective to get together to hold face-to-face meetings. Web sessions can be recorded and shared with the whole team at a later stage. With web conferencing it is quickly and easy to send invitations to get meeting scheduled. It required dialing in without having to make any reservations. All that is required a phone, laptop or pc and Internet connection and a team of experts.

Through web conferencing individuals are able to accomplish more and improve productivity. Using web conferencing is the same as holding face-to-face meetings it is the same way of getting ahead of things as you would in person.

Video conferencing is common in organizations. This is a great tool of communication for every business. Web conferencing can be used for training colleagues. It can also be used to put processes In place. It is a great way to stay in touch and help get information fed through the modern technology. This will allow users to gain confidence and a skill within it self.
Different Providers

The two different providers can be used for personal and business use. For example – Gmail and Outlook. Are two well known and well establish providers used by people all over the world. Gmail is mainly used by a lot for personal use whereas Outlook is more professional based. Both offer similar services but have few common features; to enable to send and receive communication via email.

The two email providers Gmail and outlook have slightly different interfaces. Gmail has personalized adverts with the Google bar on top whereas Outlook is slightly different. The online provider contains just the email on top alongside generic advertisements.

There are other differences between the two. Gmail provides 10GB of storage with an attachment up to 25MB for users to have access to and Outlook on the other hand provide users with unlimited storage space. This means that the storage continuously increases with the size of the inbox. Attachments can be sent up to 100MB through the outlook. Gmail can be accessed from any third party email program’s.

Having a Gmail account has other advantage. It allows saving Microsoft based documents online and having a real chat communications with other users. Whereas Outlook allows basic save or uploads and better interaction with common users.

Both email providers are good for maximizing productivity. It will allow you to maintain your calendars and meetings and manage tasks electronically. Reminders are shown in a clear and precise formats which allows better efficiency. Gmail in size of storage is a disadvantage in comparison with outlook, which is used by millions of users worldwide.
Email Efficiency
Majority of people today have the basic and required knowledge & understanding of Microsoft applications. However there are few people who unfortunately who do not utilize these features and programs to the full potential. These features and programs are not been used to their maximum level of effectiveness and efficiency. 

The effective and most efficient way to use these applications successfully without major errors is to make sure users are trained enough to allow them to perform better. Training can be done in person as well as web conferencing. This allows carrying out training through these applications; it considerately improves productivity.

Emails helps plan employees day to day tasks as well as prioritizing and multi tasking. These alone are desired skills required by employers who consistently are in the search of people with these skills.

The quickest way to improve productivity for such email providers is by pro-actively increasing continuous knowledge and understanding of the email capabilities. To be able to gain more knowledge and understanding of these applications means better efficiency using the correct methods by focusing on strategies results in great achievements. 
Employees who are equipped with the right skills and training are more likely to progress in the company. With the vast amount of knowledge and experience gained by individual will benefit them as well as the company. This will increase employability as employees value people with such skills. They are more focused on productivity and hiring the best of the best to carry out tasks set by employers.  Employers are keen on spending  more time and money on those who are highly skilled .Technologies that use providers like Gmail and outlook are used worldwide.
Conclusion
At my current workplace we use systems like Outlook. I find this to be a useful provider. It is very clean and straight forward, this allows me management my tasks and priortise meetings using calenderers and reminders. The more frequently an email application is used the better understanding it gives. I use Gmail for personal use and there are features, which I benefit from. I can collaborate both together when needed. For example forwarding documents or excels sheets. The advantages of using these features allows me to edit excel sheets directly onto Gmail without having to download and merge.
Having skills and knowledge of these application means my employer invests little or no time to train me. It is advantage knowing the basic or even intermediate than nothing at all. My employer trains me on learning the intermediate side of things. As I am a quick learner and I adapt very quickly this allows me to give a better performance for my tasks. This helps me focus on the skills that I have gained and constantly making improvements for better efficiency. 

I am always scheduled to attend web conferences with area managers  who delegate tasks to me every day and it is vital that we hold on meeting per week. As an employee I am expected to give them an update on workload constantly. This helped me overcome my weakness when it comes to confidence and communicating verbally. I as an individual believe that web conferencing has many advantages and it has certainly helped me recover from them I am always looking for ways to improve my knowledge and the modern technology plays a huge part. 
The skills and experience I have gained from these applications has broadened my knowledge. This will be a huge advantage especially when I progress within the company. Web conferences allow you to make connections and maintain relationships with coworkers. 

Been equipped with the right skills and knowledge means juniors can be trained effectively. 

Outlook is a better provider to use in comparison to Gmail. Reason for this is because it very simple and straightforward to send emails with attachments. It allows me to create folders and quickly find important emails when required.

Finally there are individuals who learn at different pace. Who may even have a disability. It is important to have processes and training in place in order to allow them to learn and achieve skills to help them execute their jobs and Options like Web Conferencing comes becomes advantage especially when our mentors and trainers are located in another branch. Using such tool helps employees to learn and go back to saved videos for a recap.
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