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The Impact of 21st Century Technologies on modern work place
The impact of 21st Century technologies on modern workplace cannot be overemphasised. It can be described as incredible; it has become the main tool in almost all the activities in modern workplaces (Dimouski and Skerlavaj, 2004). It has transformed how we work. For example, where analogue devices and typewriters were the norm, IPADs and laptops that are connected to the cloud (i.e. digital technology) have taken over. 21st Century technology has kept the workplace culturally relevant; it creates a portal for all internal data and communication within the organisation and breaks down information silos, it increases the accuracy of data to assist managers. Management make more informed, refined, quality and strategic decisions. Digital technology has optimised and increased the efficiency in modern workplaces. It facilitates the production of goods in a short time with the help of computerised information system, and services are quick and effective (Miles, 2001, pp.232). Employing management software and digital technological solutions has drastically lowered operational costs and improved the quality of goods and services, thereby guaranteeing optimal productivity and profitability (Cascio and Montealegre, 2016).
21st Century technologies have shaped the workforce in a modern workplace to be high end performers and modified the way we think, operate, and learn (Johnson and Packer, 1987). Contemporary workforce has a wealth of knowledge at their disposal if they possess the necessary skills to access the information available (Schreiner, 2021).
21st Century technologies has hastened the future.  It has impacted organisations’ policies and strategies to be more proactive, efficient, effective and productive (Hampel and Martinson, 2009). It also comprises of ICT infrastructure which enables modern workplaces to operate at lower costs through new ways in control, coordination and collaboration. While the cost of other factors of production remains constant, for example, the property of digital goods (i.e. the cost per unit of marginal or additional output) incrementally decreases. Furthermore, as digital resource becomes accessible, processed, transferred and stored regardless of time and location, borders and geographical locations/distance becomes less critical as they were in the past as abstract electronic spaces are now readily available (Cascio and Montealegre, 2018).
For the last half of the 20th century, workers toiled using tools such as typewriters, operated intimidating switchboards and prepared posters for presentations. Today, paper memos are outdated, presentations are now flashy and digital and modern workers move around the workplace with cellphones and other digital devices for communication and performing tasks. The innovations in technology have revolutionised the 21st-century workforce, changing the way things are done and equip employees with the requisite skills they need to become more productive and successful workers (Toliver, 2017).
The employment of 21st Century technology has simplified most operational and communication issues, organisations and workplaces no longer need to take a pause in any of their tasks (Rathore, Chauhan and Sharma, 2019). 
Currently, in some modern workplaces, employees use computer sensors and chips that can be engrafted or inserted into their skin. With this innovation, carrying a computer to meetings is becoming increasingly moot, providing the employees with the latest and most relevant information, so that their decisions are guided by the analysis of the information provided by cloud solutions. This alongside digital innovations can resolve operational issues with ease, which would have taken longer to solve, if even possible (Cascio and Montealegre, 2018).

Modern Technologies and Social Media used in the Workplace
There are several modern technologies and social media used in workplace that are simultaneously contributing to both productive and unproductive behaviour at the workplace. The common ones are as follows:
1. Smart Devices: These are wireless-transmission-devices that receive and transmit via digital or analogue shortwave (Rouse, 2007). These devices such as the smartphones are mainly used for communication purposes, even at the workplace as it can enhance communication between colleagues, superiors, and clients. Smartphones are the most useful, compatible, handy and convenient digital technology device that integrate the use of organisational social media tools such as, internal social network, micro blogging platforms, internal instant messaging service, wikis etc (GoogleMobileAds, 2011). These smart devices promote autonomy in the workplace especially when the organisation permits its use for working purpose. It makes employees have sense of motivation and satisfaction which increases productivity. It helps to improve the relationship with colleagues and superiors in the workplace and can get people together in the same organisation by using internal applications for interaction and collaboration such as chatrooms, group chats forum (Bozeman, 2011). Such interaction helps to expand knowledge sharing base in modern workplace with colleagues and superiors.  Co-workers can collaborate and work together on projects from anywhere and anytime, thereby enabling the employees to become more effective and productive (Pitichal, 2013).

2. The Internet: The internet is the most important component of the 21st Century technology. It is the driving force of advancement in modern workplaces and other organisations (Heng, 2002). The internet provides an enormous volume of relevant information at the disposal of employees and managers of any organisations which can assist in solving work related problems. It accelerates around the clock communication among workers, managers and clients it enhances operational efficiency and effectiveness in the workplace, it enables organisations to carry out recruitment online, it helps in managing production control, it enables collaboration with Business partners and services clients, make online payments, buy and sell products, facilitates the effective monitoring and supervision of work, provides easier and faster method of all financial transactions within the organisation, provides better tools like GoogleDrive and github to collaborate while working on a project or any task and many more. (Aferdita, 2015).

3. Office Automation: Modern workplace with office automation system helps an individual to have full control of virtually all segments or departments in any establishment. It facilitates the automated collection, management, analysis, and transfer of data from one system to another thereby limiting the need for human intervention and reduces inaccuracies or mistakes, creating a more efficient system of accomplishing everyday tasks and processes. This technology can also allow in-built sensors in office equipments and devices such that the atmosphere of the workplace is subject to control thereby conserving energy, reducing cost, and providing a conducive atmosphere for the employees. Office automation creates a transparent system and helps in open information sharing which creates the needed opportunity for making a great impact across all organisational sectors (Bhuyar and Ansari, 2016).

4. Electronic White-Board: This is also referred to as interactive board. It is a very useful digital tool in modern workplace, with its large screen display, which is connected to a computer and a projector. It is used to display information during presentations and staff training. This helps employees visualise and understand difficult concepts such as images, diagrams and charts. It makes note-taking easier while maintaining high engagement level (Yucei, Orhan, Misirli and Bal, 2010).

5. Standing Desk: This is a modern technological innovation which is designed to offer ergonomics to employees. It is designed to improve employees’ wellness by promoting better health while at work. It makes employees feel better and it is easy to use. Adjustable standing desk are linked to better concentration and increased workers’ productivity. These adjustable workstations are an essential part of a modern workplace that considers the physical, cognitive, and emotional wellbeing of its staff (Garland, Watts, Doucette, Foley, Scenerate and Sanchez, 2018).

6. Web Conferencing: This is a social media software that allows users in modern workplaces connected to the internet have visual real-time Business Meetings, Conferences, Seminars and Presentations virtually via a video screen, as if they are in the same room or office, irrespective of their various geographical locations across the globe at any time. This is more convenient for staff, especially with the current outbreak of Covid-19. Time and money has been saved due to the cost of transportation and hotel bills if conventional physical meetings were to take place. Web Conferencing also facilitate interaction and collaboration, flexible meeting schedules etc (Suduc, Bizoi and Filip, 2009).

7. Blogs: This is another online social media communication tool that modern workplaces use to foster internal collaboration between workers and maintain Business relationship with clients. Blogging enhances cost-efficient marketing to attract more clients specifically by providing relevant and useful contents targeted with a specific audience. It improves the worker’s creativity and increases engagement with colleagues. Blogging is arguably the most effective and convenient way to build organisation’s brand awareness. Appropriate use of blogging provides opportunity to develop existing customers relationship and attract and strengthen newer customers to the brand. It drives traffic (i.e. more prospective clients) to your workplace’s website. Blogging positions your brand as an industry leader. It is a good way to build trust with your target audience (Schniederjans, Cao and Schniederjans, 2013).

8. Instant Messaging Technology: This is an online social media communication platform that offers real-time text transmission via text over the internet. It enables employees to privately chat with each other quickly thereby improving efficient workplace communication necessary for productivity. It also permits supervisors and managers to actively communicate with team members while working. It allows companies, establishments, and organisations to conduct meetings, create presentations, send and receive applications online, etc (Hsieh, and Tseng, 2017).   
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There are endless benefits of the 21st century technologies in the workplace. Here are some of these technologies and how they have positively impacted/benefited the workplace of modern organisations.
1. Communication via Smart devices
Prior to the advent of the 21st Century technology, communication options were limited. The employment and utilisation of 21st Century technology has eradicated communication and management barriers. My workplace is not an exception of this development. The internet and various software applications have made it relatively easy for my workplace and other organisations to remain focused on their goals with little disruptions on day-to-day operational procedures (Heeks, 1999). 
The internet is a global network of networks where heterogeneous computers and communication interfaces with each other thereby linking local networks into a single large communication network (Hauben and Hauben, 1995). With the numerous communication options at employee’s disposal such as from email to webinars, web conferencing, instant messaging, SME and MMS, Chat room, chat room etiquette, Voice over Internet Protocol (VoIP), Internet Forum, Social networking websites etc; the Business world as well my organisation is enriched with various dynamic ways the managers, employees and clients can get messages across and communicate easily (Schreiner, 2021).
In my workplace, technology has transformed the way employees and management communicate, especially with the advent of some digital devices such as smartphones, social networking and the various chat applications mentioned above. For example, this has made it possible for workplace communication among the employees, management to subordinates, management to management become faster or almost instantaneous, more effective, deliberate, collaborative, and unified for improved efficiency and productivity (Thulin, 2018). Also, modern technology and social media in my workplace has made it possible to send correspondence via emails, communicate through text, video call or even video conference with subordinates or superiors using social networking apps like WhatsApp, Skype, Zoom, etc. With the use of these modern technologies, employees in my workplace no longer need to be present at the office every time especially with the outbreak of the Covid-19 pandemic. The Computer networks allows employees and management to work from a place and time of their choice and keep in touch with colleagues using visual means such as zoom, video chats and web conferencing. This also enables staff and management in my organisation to collaborate with people they have never met before and be in touch with the places they have never visited. This has brought about the emergence of a ubiquitous working environment supporting different types of working conditions and styles. (Wallace, 2004: Cascio and Montealegre, 2018).

2. Project Management Software
Software programmes such as Project Management Software has helped my workplace keep businesses fully organised by providing support in building, delegating, reviewing, and assessing tasks. The software helps managers and supervisors in my establishment supervise tasks or activities easily thereby keeping everything on schedule. It also fixes the responsibility, accountability, efficiency, and timely delivery of tasks assigned to workers. Project Management Software helps to improve the quality and quantity of work and helps in risk assessment by providing a red flag every time a task gets off track that might lead to a project failure. Apart from the Project Management Software, the organisation where I work also has other innovative software and applications to increase workflow, enhance efficiency and boost productivity. (Poleg, 2020). Furthermore, my workplace combines the internet and enterprise application systems such as Human Resource Management, Customers’ Relationship Management, Supply Chain Management, Enterprise Resource Planning, Material Requirement Planning and Enterprise Form Automation System to support operational processes and inter-organisational activities (Cascio and Montealegre, 2018).
3. Cost Management software
Increasing profits is the goal of every company. In the light of this, the employment of innovative and cost-effective management software in my workplace has tremendously increased the financial base of my organisation. This is due to the management spending less on overhead costs and other operations, for example, the task requiring many hours and manpower in the past can now be performed using modern technology, reducing costs and increasing its profits (Thulin, 2018). With the outbreak of Covid-19 and its negative impact on global economy, it would not be wise to not reduce operational costs for my organisation as well as other organisations. Therefore, the deployment and installation of SaaS tools in my workplace has practically eliminated most manual handling of tasks. Jobs are now being integrated and automated where possible and necessary. This automated process gives us more accurate results in my workplace and helps keep with record keeping via a date and time stamp, which makes it easy for us to recall or retrieve records for any business purpose.



4. Workplace Digital Security Technology
Globally, modern workplaces including my organisation place high premium on corporate security as a priority due to its importance for the purpose of securing facilities, customers, and organisational database. Digital technology plays a vital role in helping undertake this task (Stanton and Stam, 2006). For example, my workplace deploys digital security softwares and algorithms to ensure vital and sensitive information in the organisation is only accessible to those who have the authorisation to access the said information and is protected from possible malicious hacking attempts. Furthermore, the security arrangement in my organisation provides an end-to-end hardware and software-based data encryption so that only authorised persons are permitted or granted access into the premises using fingerprint or facial feature for recognition. Also, in addition, the management of my workplace also ensure modern alarms are installed in every department to signal workers to run for safety in case of emergency. Modern fire extinguishers are also placed at strategic places in case of fire outbreak. 

5. Laptop and Desktop Computers:
 The laptop and desktop computers in my workplace are used to process information on drug data, store records and files, to generate and process patients’ reports, keeps record of patients’ profile, staff database etc. The computers are also used for locating items in the pharmacy such as the brand name of drugs, the product code, the supplier(s) and the categories of drugs. The computer devices keep track of all expiring dates of drugs and is used to provide prices for medications, calculate payroll, invoicing clients, accounting purpose and many more. Furthermore, the computer device is a vital tool and platform in my workplace for communicating with clients and employees through email, skype, Instant Messaging, Voice Over the Internet, Web Conferencing etc. The computers are also used to educate the employees on company policy, new software usage, conduct research on the internet, access and navigate the company’s website, accommodates the company’s data, used for security purpose e.g. the CCTV camera display etc.

6. Digital Thermometer: 
This is a digital technology instrument use to measure the temperature of patients. With the outbreak of Covid-19, the temperature of every person coming into the premises in my workplace is checked using this digital device. When placed on a close range to the forehead, it reads the temperature and immediately displays the result on the screen.



7. Voice Over Internet Protocol (VoIP)
This is a technology that permits the user make voice calls using broadband internet connection. As part of efforts to minimise the rising cost of official communication using phone lines, my workplace adopted the Voice Over Internet Protocol (VoIP) technology for official communication due to its huge cost saving potential and its scalability. We observed that using the Voice Over Internet Protocol (VoIP) for communication has a greater quality than regular phone lines and is more convenient, less expensive, and readily accessible when compared to the traditional phone lines. Also, my workplace uses the technology to hold video conversations between staff and clients, while the conversation is ongoing, they can also access and exchange data files. This feature enhances a more integrated and flexible online meeting with other staff from different location across the globe. This is obviously better when compared to the conventional phone lines for communication.
8. Wiki Software (Wikimedia)
This software is a collaborative tool that allows participants to generate, contribute and modify content. It is one of the social media tools my workplace uses to distribute information and share knowledge to staff. It provides support for workflow, enhances learning and development of staff in my place of work as it offers open access to library of information. This has helped in encouraging teamwork, foster mutual understanding and bonding between the employees and management (Goodall and Roberts, 2003). The improved level of collaboration we enjoy from using wiki software has helped our supervisors and managers stay in touch with their employees and manage them better. 
9. Facebook 
Facebook is the largest social media platform on the internet with over 2 billion users and over 900 million visitors every day (Sreenivasan, 2017). My workplace uses its registered Facebook Page to advertise or market her goods and services online with little cost, which gives our product an incredible reach to our target audience. To us, Facebook does the magic in marketing our products.
10. Instagram
My workplace uses Instagram as the most appropriate social media platform to connect their brand with its followers. It is mostly used for advertisements especially with attractive pictures. Instagram is simple, visual, and attractive mostly to the youth who constitute majority in global population.
[bookmark: _Toc61453109]How can Personal Branding help YOU?
“Your reputation is everything”. Just as a company’s brand helps to communicate its value to customers and stand out so also is Personal Branding. Below are some of the ways Personal Branding can help you.
· It helps you communicate your attributes, unique identity, values, characteristics and skills to a potential employee or clients. 
· Personal Branding helps you boost your career within a short time.
· Effective Personal Branding distinguish you among fellow competitors.
·  Personal Branding allow you build trust in Business, with prospective employers, clients, colleagues, and members of the public. It makes people trust and believe in you.
·  It makes you popular or famous. 
· Personal Branding stands you out from the crowd.
· It helps you excel and reach your goal.
· It helps to establish you and your Business.
· Personal Branding allow you take control of your own story or narrative.
· With Personal Branding, your online presence and visibility is inevitable as one becomes more accessible to the online and social media audience. It becomes easier for a simple google search to trump out your online space and allows for direct interaction via Direct message (DM) in Twitter, Facebook messaging, chats etc. So, it is important to harness the power of social media to create contents to promote one’s skills and talent. 
· Personal Branding would inadvertently grow the network of people and customers which would be a great asset in terms of business growth. One can leverage on a large network of people to launch new products and service as well as reaching even a wider group of individuals when immediate network of people shares one’s content with their audiences (Kajabi, 2020).
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https://www.linkedin.com/in/dolce-howells-110b56203/
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Evaluate the value of other social media platforms to enhance networking and career prospects

1. Twitter:
With about 328 million users, the twitter platform is ranked the third most popular search engine. It is a fast-growing open social media network that allows you connect with anyone and permits users to share some brief information with their “followers”. Twitter is a very effective medium to reach Job seekers who are already fans of an organisation’s brand. It is a platform for instant connection to other users and potential employers with the app’s facility for sharing of ideas, thoughts, and skill sets. Twitter’s instantaneous messaging and broadcast nature makes it possible to get real-time information and development in one’s area of interest or even a person of interest. A person’s network can increase exponentially based on one’s contents, comments, expertise, and followers. For career prospecting, however, what is more important is who one is following. By following a list of influencers based on industry and topic, one can be privy to their interests, thoughts, ideas as well as how to reach and connect with them (Blaszka, 2014).  
1. LinkedIn:  
This is a very good professionally designed networking site which is often used to create a company’s page with the purpose of defining and promoting Business. It is also useful for researching other individuals or Businesses of similar interest. LinkedIn is a professional way for individuals, organisations, companies and workplaces to advertise what they really represent without physical contact, promote your brand as an authority and build trust. It is a great social networking tool that helps you give and receive introduction to people. LinkedIn Profile for both individuals and organisation are ranked with high optimisation on Google. LinkedIn is also used to share information of organisations looking for people to hire which is an opportunity for Jobseekers to pursue a career (Skeels and Grudin, 2009).
To enhance your career prospect, LinkedIn provides the avenue for career professionals to showcase their skills, talent, qualifications, expertise, ability etc. and track specific companies, employers, people and job openings for hiring. Also, LinkedIn gives your prospective employers or recruiters the professional impression about you when they search for candidates to employ (Bissola, and Imperatori, 2014). 
1. Jobster:
This is another reliable networking social media tool which jobseekers and career persons can use to connect prospective employers for employment. The platform allows you to upload your CV, pictures/videos, tag your skills, showcase link to your site as well as search for position of your choice and you can also see the person who posted the job. These features make this platform unique in securing your dream job thereby enhancing one’s career (Hosain and Liu, 2020).
1. VisualCV:
This platform enables you to own your branded webpage where you can add charts, graphs, audio, video, images, work samples, presentations and references. The way the platform allows you to design and communicate your value is unique, no wonder VisualCV naturally stands you out from the crowd. You can advance your career by using this tool to search for your desired jobs and apply directly (Heiden et al, 2009).
1. Myworkster:
This is a special exclusive network for colleges and universities, designed to allow students and alumni connect with themselves for possible job opportunities and pursue a career. To maximise the job listing opportunities available on this platform, you can create your own Professional Profile with your details and connect with recruiters for a free account. By so doing, you boost the chances of securing your dream Job and develop your career as well (Rieman, 2015).
1. Ecademy 
Ecademy is a social media tool designed like LinkedIn for professional networking. It enables you to create your own online profile where you can advertise your skills, ability and expertise to boost your career. Furthermore, the platform allows you to join and communicate with other relevant networking groups in your area of interests and expertise. This will invariably broaden your knowledge base to advance your career (Wright and Hinson, 2009).
1. Facebook:
As mentioned earlier, globally, Facebook has the largest number of users and it is arguably the most powerful and influential social media platform to advance one’s career outreach and is very useful for businesses too. It is used to provide information on available opportunities and advertise job openings which interested jobseekers can use to their advantage in securing a job, pursue and develop a career. It also provides a platform to creating business pages that lets one connect with people, share updates, reports, ideas especially to those that do not visit ones’ website regularly (Sreenivasan, 2017). 
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Before detailed examination of the impact of Personal Branding on employability, it is necessary to first define the concepts. Personal Branding is primarily the perception of others which is hinged on the reflection of belief, qualities, values and the expression of how and what an individual does, culminating into all the association and expectations made by others with the individual (Arruda, 2003). A Personal Brand is the perception of oneself in the minds of others. It helps in competing with others in the crowded labour market and contemporary professional expectations. Personal Branding is a planned process that enables an individual to create and sustain conscious efforts towards branding oneself in the job market with the intention of gaining employment or entrepreneurial image. Personal Branding enables jobseekers to stand out and remain attractive in the crowded employment market. Also, Personal Branding is about recognising you in you and proclaiming it to the world. Both personally and professionally, Personal Branding is used to distinguish oneself from others for gainful returns (Gugarathi, 2018).
Employability is defined “as the capacity to move self-sufficiently within the labour market to realise the potential through sustainable employment.” It is also construed as individual’s ability to find job, retain the job and move between different jobs when the need arises (McLeish, 2002; Hillary and Pollard, 1998). Being employable means possession of skills, knowledge and behaviour that your desired workplace requires (Rousseau, 1995).
To examine the impact of Personal Branding on employability therefore, it is important to talk about the role of social media. In today’s world of digital technology, almost everybody uses social media in one way or the other – the elderly, the youths, jobseekers, recruiters, customers, businesses, workplaces etc. The widespread and reach of social media positively impacts on jobseekers because they use it to promote or project their Personal Brands to gain employment and improve their career. 
Furthermore, the chances of employability are greatly enhanced with frequently updated and optimised social media profile that showcases one’s skills and talents. As a Professional, you can use Personal Branding to boost your chances of employment by creating and constantly updating your professional looking profile, thereby making it easier for recruiters who are usually looking out for prospects on social media platforms to find applicants. The social media is awash of people with diverse skills, knowledge and experience in different fields. Therefore, interaction with the right individuals of similar interest can guarantee both personal and career growth. Employers are mostly interested in one’s potential contribution to the growth of their organisations, therefore Personal Branding on social media with specially curated content that focuses on one’s expertise and skills would attract the necessary following and attention on social media thereby improving employability (Erhart, 2020).
Personal Branding is the answer to employability, it is more than just your online presence. It is first and foremost about your personality or about you as a person before your online self. Personal Branding is the meeting point for jobseekers and employers of labour for gaining visibility and at the same time, the selling point for recruitment process. Personal branding also helps in identifying competence, skills and experience which are basic prerequisites for jobseekers to secure employment. It also unveils to applicants the types of fundamental workplace skills that recruiters usually lookout for to meet their organisation’s needs. It also serves as the platform for cultivating a collaborative partnership between industries and educational institutes to enhance the employability of graduates (Gugarathi, 2018).
Self-awareness, introspection, reflections, labour market analysis, matching employer’s needs with your expertise, understanding future trends etc are tools and foresights an individual need while using Personal Branding to secure employment and remain relevant. 
In conclusion, Personal Branding should be authentic to the real you while being distinctive and consistent.  
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Discuss personal and professional security and safety online.

The incredible connectivity and modern technological innovations that has brought tremendous improvements in terms of commerce, communication and entertainment both in our workplaces, personal and professional lives, have also brought a host of emerging threats and risks alongside the scope of which we have only just begun to grasp (Reich, 2017). The use of the internet is a global trend coupled with the glamour of social media which has gravitated millions of people to having an online presence. However, online presence and the general use of the internet for several activities and purposes has its inherent security risk. Internet users are often faced with online security risk whether knowingly or unknowingly. The latter has caused several serious havocs to people’s lives leading to data loss and leakage, financial loss, even dent on image and reputation which has had adverse effects on Personal and Professional lives. Therefore, it is very essential that internet users enact several safety measures, precautions and features to prevent or militate against such online threats (Shillair, Cotten, Tsai, Alhabash, LaRose, Rifon, 2015). 
These has led to key concern about cybersecurity in every industry and organisation across the globe. Cybercrime originally was committed by persons with functional inside knowledge but has transformed overtime to anonymous attackers perpetuated by cybercriminals with malicious agendas including social engineering, spam, viruses or malware, phishing, scams, etc., (WHO, 2011). Many advanced persistent threat attacks are initiated with phishing emails and attachments or embedded URL links to explore weaknesses in human users or Social Engineering where cybercriminals create a false sense of trust, urgency, or even scare tactics making individuals divulge sensitive information (Reich, 2017). 
In view of the above, the following measures are recommended for both Personal and Professional internet users to prevent online threats:
· Knowledge: A good foundation to personal cybersecurity is knowledge, therefore, it is imperative to continually educate internet users of the serious and pervasive threats to personal and professional lives. Internet users are also encouraged to update themselves on online safety softwares and adhere to prevention tips (Tsai, Jiang, Alhabash, LaRose, Rifon, Cotton, 2016).
· Adjust Privacy setting: Most social networking sites have default privacy settings. By changing the privacy setting, you can block fraudsters or strangers from viewing or hacking your private information. Adjusting the privacy setting in your device can also limit the information available on search result.
· Software updates: Software update is very important because not all software is designed perfectly, therefore, in such softwares, vulnerabilities pop up regularly and fraudsters uses this medium to infect your device with malware. Software updates push out what is referred to as “Pitch” and your computer or device is fixed against virus and vulnerability.
· Data backup: Backup saves and secures your data or information even when physical accidents happen to your device or it is infected with malware, your data will still be safe and secure. This is very important because one can replace the device if lost but data is irreplaceable. 
· Passwords: Passwords are the key to your digital life online security. To ensure your personal and professional online security is guaranteed, it is very imperative you use strong and secure passwords for your emails, any websites you use and your social media accounts. Also, it is very important not to use the same passwords on different websites. It is also advisable that one should use two factor authentications where the service makes provision for it. This feature means adding another layer of security to any account you may be using. What makes it more secure is that you have provide additional username and password information before you can access the account.
· Privacy: Do not share personal and sensitive information such as account details, credit cards details, passwords, social security number, home and office address, date of birth, achievements, contact details, etc., online.
· Safety: Always verify with who you are connecting or communicating with online.
· Precaution: Always check your social accounts regularly with safety and security.
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Diagrammatical representation of the impact of 21st Century Technology, Social Media and Personal Branding on modern workplace.
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MODERN WORKPLACE
Impact of Technology
1. High Productivity and Efficiency
1. Reduce Operational Cost
1. Improve Communication
1. Increase Operational Speed
1. Enhance Control, Collaboration and Coordination
1. Improved Security
1. Improve Skills and Expertise
Uses of Technology and Social Media in Workplace
1. Online Recruitment
1. Simplified Communication and System of Operation
1. Payment Processing
1. Remote Working & Online Meetings
1. E-Commerce
1. Services are quick & effective
1. Lowered Operational Cost
Importance of Social Media, Personal Branding & Safety Online
1. Connect Job Seekers with potential Employers
1. Showcase one’s skills, talent and expertise to secure desired Job
1. Provide Information on opportunities
1. Enhance Communication
1. Information security and data protection


INTERPRETATION OF THE DIAGRAM
1. The Impact of 21st Century Technology on modern workplace will lead to the following:
· Reduced operational cost.
· Increased Revenue.
· Increased Productivity, efficiency and connectivity.
· Accelerate time and enable the work to be done efficiently.
· Enhance Innovation and flexibility.
· Enhance control, collaboration and coordination.
· Improve workers’ experience, skill and expertise.
· Improve Communication.
· Improved Security.

1. Effective use of modern technology and Social Media in a Workplace will lead to the following benefits:
· Simplifies Recruitment Process (Application and interview can be done online).
· Simplifies tasks and reduces communication barriers.
· Process Payments faster, Promote Brand and secure vital information.
· Ability to work from Home or anywhere at any time and still able to keep in touch with relatives.
· Marketing, buying and selling of goods and services online (E-Commerce).
·  Enhances Organisational efficiency and profitability as services are quick and effective.
· Online meetings, seminars, conferences, lectures and presentations are possible using social media.

1. The Importance of Social Media, Personal Branding and Safety Online technology in a Workplace
· Social Media is the platform used to project Personal Branding and Personal Branding is used to advertise one’s skills, talents or abilities to secure one’s desired job and advance one’s career or transit Business. Online security technology provides the necessary protection to one’s information online.
· Social Media provides information and opportunity.
· Personal Branding connects you with people of similar interest.
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