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[bookmark: _Toc15682520]Part 1

[bookmark: _Toc15682521]An Overview of the 21st Century Workplace
‘Business is about communication, and technology has changed the way people communicate in the workplace and with customers and vendors. Emails, text messaging, video conferencing, the internet and collaborative software programs allow workers to shar information with others no matter where they are located around the world and regardless of the time of day.’
Bizfluent
Technologies has improved and will be improving in the further years coming. In the modern workplace they are using emails, video conferences, messaging by phone and webchat. They are being used by mobile messaging like text message, WhatsApp chat, email, video conferencing via mobile phone and video link. They are being used because people can work in the same company but be in a different site, and it would be easy for them to communication and there would be no expense and as before they would visit the other site and it would cost the company more expense. They are being used day to day and also, they are being used within offices hours and out of office hours, as before it would be only be used during office hours and now nearly everyone is using email, messaging on the phone and so they can access it anytime. Wi-Fi is a technology that has come very far and is very important technology within the workplace because without wi-fi people would not be able to communicate with clients and other employees. 

‘Digital media has also been around for quite a while, but only in recent years have the protocols, encoding technologies, and infrastructure been in place to facilitate fast, reliable, high-bandwidth dissemination of said media; with mobile broadband, wireless, and high-bandwidth internetwork connections becoming far more commonplace, it is almost a mundane fact that we receive content in seconds that would once (not so long ago) have taken hours or days to transmit from one location to another.’
Answers
Digital media has improved over the years,  for an example mobile internet back in 2007 going onto your internet on the phone was very minimal, at most internet usage you would get is 10mb, now everyone has mobile internet on their phones for online shopping, using social media and many more. Broadband within household has also improved a lot within the last 10-15 years, before we would had to wait for the internet to dial up and would take a lot of time and we would had to sit close to the broadband box. Now broadband has improved to wireless, I could be in the kitchen for example and I could use the broadband. Internet will be improving more in the future.

[bookmark: _Toc15682522]An in-depth look at technologies used in own workplace
I have work in a company called Sky, about 10 years ago and I have worked they again 5 years ago as well, the technologies has changed within the last 5 years. When I joined Sky 10 years ago there was not a lot of technology available they was very basic like customer service, transferring customer through to a different department through our computer system, but it was very basic, we would ask the customer for the details like DPA (Data Protection Act) and also payment scheme we would ask the customer to read they card details out to us for payments. I also would dial out to customer for offers on the package; we would be given a call lists with a list of client’s numbers to ring them physical. After 5 years later I had joined Sky again, there have been new technologies such as transferring customer to a different department we would be about to leave notes for the next agent who would speak to the client next. DPA has also changed when a client has rung in, the computer system will ask for the details and then the client would come through to me, I would not ask for the information again. Payment scheme has also changed because as before customer would read they card details out loud to me, now customer can dial they card details in the phone pad and it will appear on our screen with stars on, as it is Data Protection and to protect the customer banking details. I worked on outbound department so I would ring customers to offer them an offer on their account, as before we was given a call list to ring them with our phone, but now we had all the details on our system to ring them and for an example if a customer was not available we would put a call out for a later time and we could leave a message on the call dial out.

[bookmark: _Toc15682523]Part 2

[bookmark: _Toc15682524]An exploration of the use of social media in the workplace generally
‘Social media is the term used for internet-based tools used on computer, tablets, and smart phones to help people keep in touch and enable them to interact. It allows people to share information, ideas and views.
Social media can affect communications among managers, employees and job applicants; how organisations promote and control their reputation; and how colleagues treat one another. It can also distort what boundaries there are between home and work.’
Acas
They are many different types of social media that is being used within modern workplace like Facebook, Instagram, snapchat, twitter and there are many more. They are being used through mobile phones and laptop it is very easy for employee to get in contact with they employee and they managers. If an employee is recruiting an employer there would search for the person on social media to see how reliable the person is.
‘Through social media sites, your employees can strengthen professional relationships with people outside the company. Then, these relationships can lead to opportunities that would otherwise not have been available.
More and better connections may result in sales leads, interest in employment, business opportunities, and new ideas. LinkedIn is specifically geared towards these types of connections and has a plethora of obvious business uses.’
The Olsen Group
Social media is helping employee with any problems, if someone within the workplace can not help, social media can help them. It is helping employee to communication with each other within the workplace and within the same company within different site. Social media is a very good thing because companies can post any new jobs available within the company and people can join. People are using this day to day and within work hours and outside work hours.

[bookmark: _Toc15682525]An in-depth look at the use of social media in own workplace 
The company that I previously worked was called Sky, but the agencies I worked for the first time it was called Conduct and I worked the second time it was called First Source, they have their own social media which is Twitter, Facebook, Instagram, YouTube and LinkedIn. When I was working for Sky 10 years ago, social media was not very popular, we would speak to our team leader via text message. Re-joining after 5 years later, social media was not still very popular, we would still contact our team leader via WhatsApp and text message. We would add each other on Facebook, Instagram. 
‘Social networking can be an integral part of your job search or career building - if you use it correctly. If you don't, even information you consider private like a photo posted on Facebook or a random comment on Twitter, could cost you your job and unexpectedly damage your career.’
The Balance Careers
 I would think that social media within a workplace is important because you could interact with employees, managers and team leader, but you need to be carefully whilst using social media and working for that company, for an example if I added on my Facebook page that I worked for sky and had my team leader as a friend, and if I wrote something bad about the company, I would probably lose my job as this is not professional. 



[bookmark: _Toc15682526]The use of social media to enhance networking and career prospects
‘Social job searching involves using social media sites like LinkedIn, Facebook, and Twitter for job searching. Social media is used by both job seekers who are looking for employment opportunities, and companies looking to hire.’
The Balance Careers
There are many ways of improving your career through networking like LinkedIn, Facebook and Twitter. LinkedIn is very different to Facebook and Twitter, it is a business professionals, and it is designed especially for professional networking, which you can find a job, connect with business partners, other social media is more of sharing photos, videos, LinkedIn is very professional.
‘Across all forms of social media, you’ll find job postings. They’re not always that easy to find, since hashtags like #Jobs can get overrun by spammers pretty quickly. But use #Jobs and a related hashtag as a starting point and you’ll soon find the less-popular, higher quality feeds worth following.’
Make Use Of
There is a new trend that people are using on Facebook, Twitter and other social media, people are hash tagging new jobs and jobs fair that are looking for people. For an example people can tag like #CardiffJobs or #CardiffJobFair2019, people would click on the hash tags, it would give many jobs, where recruiters and employees have tag them in.
On social media there are pages that are looking for people for jobs, for an example on Facebook there are pages within everyone local area that have pages like Cardiff Jobs or Swansea Jobs.
‘One social network, Career Sushi, is designed to bring your personal interests to the fore, but you can also showcase them with your existing Facebook, Twitter, and Instagram accounts. Unless your passion is partying, you shouldn’t hesitate to post status updates and photos that display what you love doing in your free time. “Instagram photos that show varied interests, such as cooking, attending sporting events, and traveling show that you’re well-rounded and that you can balance work and life,” says social media and marketing consultant Jessica Hall.’
PC World
This is important because this will be linked to your career, for an example you went out with your friends and was partying and one of your friends took a picture of you and uploaded it on their Facebook and tag you in it, you have applied for a new job and the recruiter has search for you on social media and see this, there will get a bad image of you.
Here is a graph showing the most common social media. Facebook is a very popular social media within our workplace and outside workplace, Facebook is used for social ling with family and friends, and it is used for looking for jobs.
[image: ]
In my research in the assignment have found that within social media it is increasing and decreasing its posting activities that was within 12 months. It shows that Facebook has decrease 10%. Instagram has increased by 69%. YouTube has increased 62%, LinkedIn has increased by 52%. Twitter has increased by 35%. Pinterest has increased by 29%.Snapchat has increased by 9%.
Industry Report 2019
[image: ]
‘By early 2012, nearly 300 million people in Western Europe were using the internet, with just over half of these using social media each month. However, just 11% of Africa’s population was online, with barely 1 person in every 25 across the continent using social media each month.’
The Next Web
In January 2012, there is nearly 300 million people within Western Europe internet users, there is 518,360,000 users on mobile, this figure was in 2012, it is still increasing every year. Users on social media is 159,590,000 this is still increasing.
[bookmark: _Toc15682527]LinkedIn Profile

https://www.linkedin.com/in/shaheda-miah-47783618b/ 

[image: ]
This is my LinkedIn profile. 


[bookmark: _Toc15682528]Conclusion
[bookmark: _Toc456901523]In this assignment I have research about social media how it has changed over the years, it has also made me realised how technology is changing over the years and still to come. I realised that social media is an important thing within the workplace, not just adding your work colleagues, we should be able to add managers, team leaders and other member of staff. When I was working in Sky, I have never added any of my work members i.e. team leaders, managers, when working we tend not to added anyone senior to us because there might be a problem, and we do not want anything bad happening, I also do not write that I was working for sky on any social media, for example I had work colleagues on my Facebook page and we would joke about something we might have talked about within work, but nothing to do with any clients, and if someone has tag in Sky in there, it would be problems for us and within our work place. I think adding workplaces on your social media we should be very careful about social media and what we are putting up.  Wi-fi has changed a lot over the 10-15 years, I would remember I would had to wait for the internet to dial up and it would take it time, I would use a computer to access online. Now wi-fi has changed I can be in the kitchen and still access it, I can be on my phone, tablet, iPad to access internet, as before we would need to sit on the computer to access internet. There has been a lot of new technology that has come in the last 10 years which are tablets, ipad, music players starting from mp3 players to ipods, wireless speakers, wireless printer, sat nav, smart appliance such as kettles and toasters that can be turn on via Bluetooth, smart tvs.  10 years ago, these technology items were not available we would have cd players, normal tv, computers, printers that we would have to connect to the computer, normal toaster and kettle. 
[bookmark: _GoBack]Online banking has process throughout the years. Before it was going to the bank, then telephone banking, online banking, mobile app banking. People are now accessing there banking details online, seeing statements, setting up direct debit and many more.
I think technology is still changing and will be changing over the years, social media will be changing as well. I have realised that 10 years ago Myspace and other social media was very popular, now Facebook, Instagram and Snapchat are very popular.  Snapchat has been increasing over the years with young people.  I think YouTube will be a social media that will be increasing over the years, because more children are using it, watching it and making their own videos. 
I think there are many different social media that are used for different purpose like, Facebook is used mostly for connecting with family and friends that can be living abroad, old friends from school, looking for jobs, pages from your local area. Instagram is mostly connecting with friends, family, old school friends, people make pages for their business. Snapchat is mostly used to added friends, family and make photos with filters. LinkedIn is mostly used for job professional website, for people to see your profile for jobs. YouTube is mostly used by users that like to make their own videos for example life hacks, children video, gardening and many more. 
I think we should be careful when uploading pictures of our self and other people, for example someone could have upload a photo of me whilst I was drunk and tag me in it and I have applied for a job and the recruiter might search for me and will see this picture and will misunderstand.
Within social media in the last 10 years, people have also changed, more people are using social media on their phones, people are updating status and uploading photo like going on holiday, got engaged, just had a baby, and many more. As before people would phone each other, write letters to each other to find out. 
Over the years applying for jobs, was very hard for example going shop to shop looking for jobs, newspapers. Now technology and social media has made it very easy to apply and search for jobs, within social media and online, for example LinkedIn is a form of social media that can be used in the 21st century to help boost your professional portfolio. This can now be an elaborate Curriculum Vitae that is available for potential employers as well as possible connects through various business. 
Social media is becoming popular to small and big business within social media i.e. Facebook and Instagram, more people are making pages on these social media. Instagram is a very popular business page for a lot of people, people who do business from home would make pages like selling clothes, personalised frames, keyring and many more. There would small business that have small shops would make pages for there shops like florist, clothes, fast food business. And we have the big business that will update their page but will not sell on there, for example Primark, Tesco, Asda and many more.
There are many advantage and disadvantage of technology within the workplace. The advantages are it improves communications within the business for example employees can communicate within there company by Skype, messaging. Technology within the workplace has improve for human resource management, it has improved process of screening, recruiting and hiring new employees. Human Resource employees can now post job advertise. 
The disadvantage of technology within the workplace is distraction at work for example employees would log in there social media to see what is happening, there would also do online shopping and people do get distraction at work. In small business there can not afford hiring full time technical person there would just hire someone for the day. It also affects people relationship with people i.e less communicate, would contact people by phone call, messaging. 
There are advantage and disadvantage about social media. 
The advantage is reconnecting with family member that we have not seen in a long time, old school friends, old work friends. Meeting new people, for example making new friends, making new job connects.  You get live activity on your social media from children school, friends, family, family events and local events. You can get new update information.
The disadvantage of social media are cyber bulling, people at all age are bullied online every single day, people are not telling anyone and are keeping this in. hacking within social media, people social media are being hacked in every day. People are wasting time on social media, like children can be playing, going out with friends and there would use social media, online gaming. 
I think that the advantage of social media is good for people to connect with family members, friend for past and present, for new job. There are also disadvantage which are cyber bulling, I think people should be extra careful whilst using social media and not talk to any stranger and not to give anyone the social media account details and online banking.
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