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[bookmark: _Toc62558437][bookmark: _Toc456901517]What has been the impact of 21st Century Technologies on the modern workplace?

Reading an article (Erin Schriener, 2013) throughout history, technology has consistently changed the way workers across every industry do their jobs. From the industrial age to the modern day, technology has evolved and improved working conditions. Late 20th century offices and other workplaces were cluttered with piles of files and cabinets all containing organised paperwork from accounting, the big sales to pricing up stationery and dispensing it proportionately throughout departments. Private files would be kept safely in a locked drawer or room with important personnel only having access or possession of the keys. Now almost everything is stored digitally, instead of keys we have access passwords or ranks that automatically allow access to certain files. A generation ago, there would have been chaotic mailrooms that would take up whole floors in some businesses, sorting through thousands of letters every day. Modern 21st century workplaces contrast this with minimal paperwork at hand, preferring the simple, easy to navigate filing systems in place on company websites. Workers today are more productive and efficient than ever before. Nowadays it is unnecessary for the abundance of staff to sort through mail when email among other things removes the intermediary and sends the message directly, saving hours or even days of waiting. Because of factors like these, modern workplaces have saved so much time, and in relation, money. From the dozens of workers no longer needed to the extra time they must make more deals and sales; technology is certainly an investment for any company.

[bookmark: _Toc62558438]Evaluate the appropriate use of modern technologies and social media in the workplace generally 

After researching the use of modern technologies and social media in the workplace I came across an article (Quickfms.com) explaining a few different ways that technology has reshaped the modern workplace. Only decades ago, companies had to deal with a lot of paperwork that meant it all had to be filed manually for organisation that took up a lot of time and was tedious work. Meetings were held in rooms that involved much more communication prior to the meeting and could incur travel expenses such as long-distance trains and/or flight tickets. Modern technology has made communicating with people a lot faster. You can send emails, texts and hold video conferences with apps such as WhatsApp, skype or teams; this can be done with any device that has an internet connection including a smartphone in a matter of seconds, meaning that you do not have to be physically present at your workplace, which makes things infinitely more convenient. There are also disadvantages to technology in the modern workplace (Corbin-Herbison, 2019) a lot more people are now required to work from home, this can lead to a loss of interpersonal communication skills, even though there are platforms widely available to have face-to-face contact via video conferencing, human interaction encourages effective teamwork, which is best achieved socially. In addition, there is a tendency to rely upon technology, especially with the younger generations over tried and tested traditional methods of communication, such as speak to a real person over the phone as opposed to automated voice messages and especially face-to-face communication as many millennials have social anxiety that has a correlation to their comfortability with media and technology.
Like all social media platforms WhatsApp brings both advantages and disadvantages, one advantage of using WhatsApp is that teams can communicate new ideas and socialise especially when they are working remotely or working different shift patterns. One of the biggest disadvantages of using any social media is data privacy. To create an account on any social media a lot of personal information such as your date of birth and email address is required. When posting on social media you are posting personal information online, which means your information is no longer private and could end up falling into the wrong hands. Many hackers use this information from their social media profiles. To protect your privacy, it is recommended that you use stronger passwords, which include special characters such as symbols, numbers, and capital letters. (Sam Cohen, 2017)
In the modern workplace cloud-based storage is an important service to have to be able to safely store files online and access a different device by signing into your account. There is an enormous range of cloud-based storage services available. An article (Tech advisor) compared the top 10 best cloud storage, I was surprised to find that google drive is the best overall storage service according to them, google drive offer the most free storage with the option to purchase more storage for an affordable fee. Microsoft One drive is the best overall cloud-based service in the workplace as it comes free with Microsoft 365 subscription. However, it does not offer a lot of free storage compared to other services, yet it does also offer more for an additional fee.
After researching information about GDPR from a website (ICO.org.uk) I found out that ICO regulates the data protection in the UK, they also offer advice, guidance, monitor compliance and take enforcement where appropriate. GDPR is a new regulation that came into enforce on 25th May 2018, it ensures that people can trust you to use their data fairly and responsibly. Businesses and organizations need to comply with this regulation if collecting information about individuals for any reason other than your own personal purposes e.g. personal social media activity or private letters and emails.

[bookmark: _Toc62558439]Explore the use of modern technologies and social media in own workplace 

My workplace has created a WhatsApp group for the team; we mainly use WhatsApp to share messages outside of working hours. This has been used a lot more frequently lately due to COVID, as the team is not all on-site at the same time and find it essential to communicate daily happenings and notices. The WhatsApp group is also used to sharing working rotas and to ask if any of the team can cover various locations within the campus. I find the WhatsApp group highly effective as the messages come directly to our mobile phones, this way we are likely to get quick replies to the questions and queries that have been raised, rather than waiting for a reply via email, which could take hours to even notice, never mind reply. We also get to see responding messages than replying directly to the messenger. There is also a downside to having a WhatsApp group as I have noticed that a few team members will not respond to messages if it is their ‘day off’ another downside to WhatsApp is when you are in a group your personal number is available to everyone in the group which means that you could end up with direct messages from a person who you do not want direct contact with. WhatsApp can also take up much of your storage and data especially if photographs and videos are uploaded as they automatically saved and duplicated in your personal camera roll, which you may not want.
 Microsoft Teams has been introduced in March 2020 for online face-to-face meetings in the following of the coronavirus forcing many to work from home. We would all meet up in person pre COVID so there was never any use needed for web conferencing as the team is local. Microsoft teams are highly effective as not only can you meet up as a group you can share files and send messages within the group, but meetings can also be recorded and re-watched if necessary. Microsoft Teams is also cloud-based, which enables you to use any of its features in any place at any time, all you must do is log in.
Mobile apps are an extremely crucial tool to have in the modern workplace. My workplace has created an app called HWB. Everything that I need is all located within this app, I can access one drive, request annual leave, read emails plus many more.

[bookmark: _Toc62558440]How can Personal branding help YOU?

A personal brand is an important thing with potential employers, it is an insight into who you are as a person and an employee, employers will look to see if your personal attributes are compatible with the role they are seeking to fulfil. It is essential that you make a good impression as you can only make a first impression once. A personal brand is for everyone, and has become more important than ever, according to a 2018 career builder survey 70% of employers use social media to screen candidates during the hiring process, and 43% of employers use social media to check on current employees. (Caroline Castrillon,2019).
I have a few social media profiles; I mainly use Facebook to connect with my friends and family and share videos and pictures of my personal life. I do not have many colleagues on my contact list as I prefer to keep my personal and professional life separate. I use Instagram to follow influencers such as fitness and fashion and I share a few pictures and videos. I have recently joined twitter and LinkedIn to broaden my contacts on a professional level. 
I created a LinkedIn profile to connect with my current classmates and colleagues. Reading an article on the benefits of using LinkedIn (Sarah Rycraft, 2018) 93% of recruiters use LinkedIn to research and recruit candidates. Having a LinkedIn profile helps build trust with employers and recruiters as they can see your recommendations, connections, and evidence of where you have added value. There are many benefits to having a LinkedIn profile you can join groups and meet like-minded individuals like yourself, and it is free even though there is an option to pay for premium profile.

[bookmark: _Toc62558441]Your LinkedIn Profile to promote your Personal Brand

(Appendix 1)
https://www.linkedin.com/in/caroline-t-778b00110/

[bookmark: _Toc62558442]Evaluate the value of other social media platforms to enhance networking and career prospects

Having a social media platform can vastly improve your personal career and make it easier to find potential job opportunities.Different social media platforms are used for specific purposes e.g facebook is used to connect with close friends and family to share videos, pictures, and posts, instagram is popular for following influencers such as fashion, fitness, or cooking etc and twitter and linkedin are commonly used for career related purposes. Small businesses starting out would benefit from creating a facebook page to promote their business profile that includes the details about the product they are offering and include links to websites. For companies looking to offer professional services linkedin is popular to grow your network, A twitter account is also extremely helpful to post updates and tag customers or companies in posts, with most social media networks users can easily communicate with other through an action which is called hashtagging (#) hashtags are widely used on social media websites to identify digital content on a specific topic e.g ‘I am currently studying a BA (hons) leadership and management course #UWTSD’. This hashtag will link to The University page promoting The University to my followers.

[bookmark: _Toc62558443]Examine the impact of Personal Branding on your own employability
A solid personal brand carefully built can generate a connection with a hiring manager that not only helps get you into the interview, but help make the decision to hire you an easy one (Simpson,2015).
Examining my LinkedIn account, I am confident that I am attractive to the right employer, over time I will update my skills, abilities and experience as I grow through my career. I always maintain a professional appearance when uploading photos to my social media, as I like to maintain a good reputation. In my LinkedIn profile, I have added all my values that I currently have to offer. I am always willing to learn whether it is through courses, listening to podcasts or reading. I have noticed that LinkedIn offer skill tests for your capabilities, which I find extremely helpful to further your knowledge. 
Having a social media platform such as linkedin can not only help you get a new job, it can also get you a promotion quicker in the job you already have. Creating a personal brand that is aligned with your companys goals will not go un-noticed. (https://facebook.com/themichaelrhunter, 2017)


[bookmark: _Toc62558444]Discuss personal and professional security and safety online.

Being online is now a way of life for many, this includes personal use such as shopping, banking, gaming, and work purposes. These everyday activities carry the risk of hackers gaining unauthorised access to data, identity plus many more. There are many ways that we can decrease the risk of this. Setting up alerts to your banking accounts is extremely helpful as they make you aware of every instant transaction, these alerts range from in-app notifications, text messages or emails. Previously to this latest technology people had to wait for their monthly bank statements to arrive in the post. Speaking of the latest technology, it is extremely useful to make sure that your apps or any device that you use are up to date as this ensures that you have the latest security fix. When using your own personal device if your required to access sites where you would have to enter personal information such as emails and password it is highly advisable that you do not use public WIFI unless it is a secure network, it is also worth considering using a VPN. VPN is recommended every time you use the internet, it helps shield your identity from websites, apps, and services, using VPN gives you peace of mind knowing that your privacy is always protected.
In my workplace when logging into the computer or into any software that my workplace use a text message with a code is sent to my mobile device from Microsoft authenticator. I cannot gain access to emails, teams, or the workplace app without entering the code, this is to ensure that no unauthorised access is gained, this can also come with a disadvantage e.g. if I forgot to bring in my own device or if it malfunctioned I would not be able to gain access myself which could be very disruptive.
A lot more recently, hackers are pretending to be from official sources and send out spoof emails to individuals with a message that you have an unpaid bill and that further action will be taken. It is strongly advised that when receiving emails that you: -
· Check for grammar and spelling errors in the email address.
· Don’t open attachments or links in emails without finding out if they are legitimate, e.g. where you expecting to receive the email.
· [bookmark: _GoBack]If in any doubt contact the relevant company by telephone.
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