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Introduction:
Present day technology plays a vital role in communication and how research is conducted.  Many businesses and companies rely heavily on digital technologies such as social media to expand and increase their target market and advertise themselves to the consumer, consequently becoming more successful.  A recent study by Pontes, Szabo and Griffiths in 2015 has shown that 51.9% of students are addicted to the internet (Maund, 2017).  This report will explore what social media is and its advantages and disadvantages.  The report will discuss how technology is used in business marketing, gathering of data and communication in the workplace.

Social Media:
Social Media is the collective of online communications channels dedicated to community-based input, interaction, content-sharing and collaboration (WhatIs.com, 2019).
Here are some prominent examples of social media:
· Facebook is a popular free social networking website that allows registered users to create profiles, upload photos and video, send messages and keep in touch with friends, family and colleagues.
· Twitter is a free microblogging service that allows registered members to broadcast short posts called tweets.  Twitter members can broadcast tweets and follow other users’ tweets by using multiple platforms and devices.
· Wikipedia is a free, open content online encyclopaedia created through the collaborative effort of a community of users known as Wikipedians.  Anyone registered on the site can create an article for publication, however, registration is not required to edit articles.  Wikipedia was founded in January of 2001.
· LinkedIn is a social networking site designed specifically for the business community.  The goal of the site is to allow registered members to establish and document networks of people they know and trust professionally (WhatIs.com, 2019).





[bookmark: _Hlk6684160]Technology is being used in almost every company to accomplish specific tasks.  Technology has changed the way we work by reducing human errors, which can be caused by too much work or stress and providing entertainment to the workplace.  Business technologies like computers, tablets, social networks, virtual meeting software, accounting software, Customer management applications and so much more have removed an workplace boundaries and they have also facilitated in the movement of information at the workplace which accelerates quick decision making at your workplace (Ramey,2019).
Advantages of Technology in the Workplace:
1.  1.  Improves communication:
Many businesses are using various business communication technologies to change the way their employees interact and communicate while at work.  Employees can use various communication tools to interact or exchange information at work.  For example, employees from different departments in a company can use text messaging services or video conferencing tools like Skype to share and exchange information.  Virtual communication tools like Skype can be used to share screens and this can help workers to share projects while in different departments, the same application can be used to support group decision making.  Also, communication technologies can be used in the customer service department to serve customers on time.
1.  2.  Encourages Innovation and Creativity:
Workers can use different business technologies to create innovative business ideas which can used in business growth and expansion.   Employees can use internet technology to innovate ways of promoting a business online.  Social enterprise networks like Yammer.com can be used by employees to socialise and interact with other creative employees from different organisation, this interaction will result into information exchange and it also encourages brain storming on various work-related issues.
1.   3.  Improves on Human Resource Management:
Technology in the workplace can change the way human resource managers do their job.  It improves on the process of screening, recruiting and hiring new employees.  Many human resource managers are using internet to advertise job openings. Targeted candidates will be in position to apply for these positions online by submitting their resumes to the human resource manager.  Technology can also be used to track performance and productivity of each employee at work.  Once employees are aware that they are being monitored, their productivity will increase.
1.  4.  Saves Time:
Technology can be used to automate various tasks at work, this automation will guarantee efficiency and will also increase on production at work.   Using databases to capture and store information can facilitate quick decision making at work.  Employees can easily access business information via one single database; this information can be edited and saved for later use.  Use of internal networks at the workplace can help in sharing of gadgets like printers and scanners, so employees do not have to move to different departments to share technological tools.


1.  5.  Creates Mobility:
The use of internet and computers to work has eliminated space and time boundaries.  Employees can work from anywhere at any time, this mobility makes employees stay in control of their jobs.  For example, a mobile workforce management software allows field workers to access real-time work order information when they are on the job (Ramey, 2019)

Disadvantages of Technology in the Workplace:
1.   6.  Causes Distraction at Work:
There are many ways in which technology can distract employees at work.  The use of social networks at work can cause so much distraction and it affects the productivity of employees.  Some companies have decided to block access to specific websites like Facebook, Twitter and You tube because of the unlimited distraction they cause.  Other business technologies which cause distraction at work include smartphones, computers and virtual meeting applications like Skype.
1.  7.  High Maintenance costs:
It is expensive to buy technology, but it is also costly to maintain it.  Many small businesses cannot afford the cost of hiring full-time technical person, so they resort to monthly tech contractors.  If business technology tools like computers are not well maintained, their performance will decrease and the process of buying new computers or any other business technology can even be more expensive.
1.  8.  Makes employees lazy:
Since most tasks are automated by technology, many employees become lazy at work, technology kills their creativity and skills.  They cannot solve high-end business problems because a computer or software will do it with not challenge.
1.  9.  Affects Workplace Relationships:
Employees communicate via cell phones, text messages, email or virtual video conferencing tools.  This type of communications technology eliminates face-to-face communication.  Interpersonal communications are important in building workplace relationships because employees will get a chance to know each other in person, sometimes they can even share non-work-related information, this type of interaction is killed by communication technology tools.  Employees become more reserved and self-centred; they get buried into their work which can be of great harm to business.
1.  10.  It is Risky:
Technology can be risky, especially when it comes to data security.  All employees in important decision-making positions will need access to private business information; this can pose as a threat.  Many employees come with flash drives at work, so they can transfer critical business information and use it for their own personal gains (Ramey, 2019).



Social Media as a tool for Marketing:
According to Patel (2019), new platforms have emerged that continue to transform the way we communicate.  These changes affect both how brands promote their message and how their fans respond.  With these new platforms comes a handful of new tools to help social media marketers engage with audiences in creative ways and to keep track of their efforts.
1.  Buffer
Buffer has some epic social media guides and case studies on its blog, which is a great place to start if you are new to social media marketing.
2.  Social Clout
A social media analytics tool designed specifically to track engagement and calculate social media ROI. It shows you which demographics have the best engagement and which platforms convert the best and at what times.
3.  Feedly
Feedly is a great way to know what niche influencers are talking about, to join the conversation and to stay up to date with the latest industry trends.
4.  Canva
Canva is my favourite tool for creating stunning images for social media posts.  Creating images is so easy even a bean-counting marketer could do it.
5.  Socedo
Socedo works by automating lead generation and finding and acquiring targeted leads through different social media channels.  That way, you can focus on increasing ROI (sales and revenue) without getting bogged down in minutiae and repetitive tasks.
6.  Edgar
Edgar knows and shares your content at the times when it is almost likely to engage your audience.  The tool categorizes all the content by topic and target demographic, determining which posts get the highest engagement with which followers (Patel, 2019). Social media posts are shared and reshared continuously without you.









Information Gathering:
Companies can gain insight into the behaviour and demographics of their customers, information about the reach of social media campaigns and feedback on their own performance and service through social media information gathering. This supports businesses to evaluate the effectiveness of campaigns and make appropriate changes.  Understanding what motivates customers is excellent feedback for future planning.  According to Hind and Moss (2005), the aim of the information gathering process is to provide you with the most accurate and reliable data possible within the limits imposed by time, cost and your research ability.  You should always strive to collect the most reliable and accurate information which the constraints noted.  If you collect unreliable or inaccurate date, then you are likely to make faulty judgements and decisions.

Communication within the Workplace:
“Smartphones position people as being constantly connected and constantly available to others” (Maund, Schriek and Tinkler, 2017).  With most people having popular apps, such as Facebook and WhatsApp on their Smartphones, it is easier than ever for a team to stay in touch.  Facebook allows organisations to set up private groups for differing teams within the organisation.  This allows messages to be shared quickly and easily and also allows employees to share their ideas and resources with colleagues.
Some organisations use these tools to communicate and reiterate their values, aspirations and goals.  They also boost staff self-esteem and show how they value them, by publicly sharing the success of teams and individuals.

Characteristics of Online Communications is that it can be both synchronous and asynchronous.  According Maund, (2017), in synchronous communication for example, an interaction through Skype – people interact essentially in real time and can send and receive messages at once.  In asynchronous communication – for example, an interaction through e-mail – there is a delay between messages and interactants.











Email (Business)
Businesses also use emails to promote special events and offers at their restaurants.  This is part of an email that are regularly sent to me via my email.
It is cheap, fast, convenient and permanent.

[image: ]
https://mail.yahoo.com/d/folders/1/messages/29746?.intl=uk&.lang=en-GB&.partner=none&.src=fp 

One of the main advantages of email is that you can quickly and easily send electronic files such as text document, photos and data sheets to several contacts simultaneously by attaching the file to an email (nibusinessinfo.co.uk, 2019)
There are weaknesses to sending emails such as, Spam, viruses, sending emails by mistake and data storage.  According to nibusinessinfo.co.uk (2019), less formal nature of email can lead to careless or even libellous remarks being made which can damage your business.  To minimise these risks, you should create and implement an email and internet acceptable use policy for your business.





Facebook(Personal)

[image: ]

https://www.facebook.com/queenie.kizza

Online communication such as Facebook can help you find long lost friends and to create new ones.  According to Maund, (2017), online communication enables people to maintain and enhance existing relationships, reinvigorate previous relationships and create new relationships.  However, you must be careful what information of yourself and loved ones you put out there.  Hubpages, (2019) states that people can stalk you and your personal information.  It is highly recommended not to share your personal information publicly.










Conclusion:
To conclude, technology is vital in increasing productivity in the workplace. Technology has had a huge impact on how organisations market their products, communicate with customers and staff, and share and store information.  All digital technologies depend on fast and reliable internet and this is true of web conferencing.  Larger organisations are better equipped financially to invest in better equipment and connectivity. Despite the advantages that digital technology has within the workplace, care must be taken when a new technology is adopted by a business due to the different implications that may arise. Such implications include system crashes, privacy breaches, data loss and other technological errors that may occur. Furthermore, it is essential for organisations to select the right technology and social media platforms to meet their individual business needs. 
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noodle soups and bao buns in a
casual, relaxed setting.

5-course tasting menu & a glass of
prosecco £28.95 per person
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