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[bookmark: _Toc70426379]Introduction 
Digital skills have emerged as one of the crucial skills within the workplace. Digital skills have emerged as one of the contemporary technologies that enable the enhancement of workplace efficiency and employability. According to the latest Lloyds UK Consumer Digital Index 2018, around 4.3 million people in the UK possess zero basic digital skills. Some of these skills can be as basic as answering emails but can range to uploading a document in a company's Google drive, which is deemed essential in the labour market currently. 

[bookmark: _Toc70426380]The communications systems used at workplaces currently 
Communication has emerged as the key to build relationships in the current globalised scenario. The need for modern communication at the workplace cannot be overemphasised with its needs especially felt during the Covid-19 pandemic (Collins, Shifman and Rock, 2016). With modern communication systems such as emails and social networking which dominates the communication space, there are massive ways that have been enabled o remain connected and influence relationships at the workplace as well. The current discussion includes discussing 2 important types of modern workplace communication systems which includes email and social networking.
· Email: Email can serve as a way of direct messaging through social networks and it serves as a more formal way of communication. It is one of the most popular ways to communicate between businesses with their end customers. An email has emerged as one of the most successful methods of communication, especially for marketing purposes. Emails can be used for various purposes such as to push the product and services of a business, spread news, enhance brand awareness or deliver messages to the masses. Businesses accumulate email addresses over years of their business and sending of emails can allow connecting with older clients as well as generate new contacts. 
· Social Networking: Social media networking has been around with the emergence of the internet and is currently dominating most of our lives. As social networks continue to grow, there are driving millions of users to different sites regularly, making it the most popular form of communication. Social networking is allowing organizations to increase brand awareness also establishing a channel of communication by allowing them to post open messages that everyone can see also engage by way of comments. Further through such networking organizations are harnessing the power of shares, hashtags, likes, hearts, retweets and other reactions with no limit to the audience, which it can reach. Organizations are making use of such networking not only publicly but also for their employees. Such networking offers employees as well as its audiences with direct messaging options and also set up their messaging app by way of Facebook Messenger (Leonardi, 2014). Private messaging through social networks can provide similar intimacy as emails but users can use it as a less formal way to communicate. Organizations for their businesses can contact through Direct Messages in case a customer is seen to reach out through them.

[bookmark: _Toc70426381]Application of web-based & mobile applications 
The internet has emerged as commonplace across every workplace especially in the UK. Within the workplace's web applications along with mobile applications has emerged as an important and essential tool for businesses as they are commonly used for communicating with customers, collaborating with employees and securing data storage also providing data along with information to management (Beckingham, 2014). In the last few years, businesses are using extensive mobile applications as well for encouraging access to workplace information to enable employee's ability for sharing as well as accessing business information from anywhere. Mobile technologies have emerged useful in critical aspects of the functioning of an enterprise while ensuring compliance to environment and health and safety within the workplace as well. Web-based applications allow log-in to the web address to submit and retrieve data from a database over the internet with these programmes are developed by making use of web technologies such as CSS, JS, HTML etc which can be accessed by applying the preferred web browser. Some of the advantages offered by web-based applications and mobile technologies include;
· Improved efficiency: Web-based applications and mobile applications at the workplace are allowing enhanced efficiency with multiple versions of spreadsheets.  Web applications and mobile applications allow streamlining business processes such that more work can be done in lesser time with a great deal of accuracy. It allows integration of data in a single place with greater visibility of the business, freeing up the time of staffs and allowing to have reports that can be updated with real-time information. Manual data collection, as well as reporting, can take away precious hours of work. With these applications, it is possible to automate the process of risk assessment while allowing the workforce to remain focused on critical operations. 
· High-quality data with greater accessibility: These applications allow a better quality of data, as one of the greatest challenges that clients come to face, is from shelf software that cannot grow and integrate with the businesses with/ without expensive upgrades. Web-based and mobile applications allow customer application that matches specific needs of the business and is completely flexible as well as scalable to the demands and growth of the business. These applications allow the gathering of superior quality data that facilitates faster decision making. 
· Higher Security: Desktop based software can lead to the stolen or damaged computer which can be very costly as well as time-consuming, posing greater risks of data which needs contacting the software provider and requesting re-installation of the new device. Web-based and mobile applications allow data to be stored in the cloud. During potentially dangerous situations, users can easily share the information and disseminate real-time warning (Collins, Shiffman, and Rock, 2016). This can assist in evacuation efforts and minimisation of damage to property and losses. 

[bookmark: _Toc70426382]Legal, ethical and security issues Concerning data protection along with its ethical implications 
Data protection is one of the critical issues emerging across businesses currently. There is a host of legal, ethical and security issues leading to ethical implications of gathering information within the aspect of data protection (Sheffield Hallam University, 2014). It is crucial to develop awareness regarding the legal, ethical and security issues such that data privacy, as well as compliance, can be enhanced. Organizations need to abide by the Data Protection Act 2018 to make clear to their consumers as well as employees regarding ways the business is making use of personal information. The Data Protection Act 2018 includes the UK's application of the General Data Protection Regulation (GDPR). According to this legislation, every organization making use of personal data need to adhere to ‘data protection principles. Certain rights need to be followed while complying with such principles. When using personal data, organizations need to undertake automated decision-making processes along with profiling for the prediction of behaviour or interests. 
Data protection comprises an ethical issue as it includes individuals along with their rights such as privacy and use of information regarding them (Leonardi, 2014). Organizations also consumers in the UK are increasingly seeking assurance in connection to data protection as well as ethics. As data protection issues are raised during the ethics process organizations must adopt appropriate guidelines to protect data at the onset. 
The security issue is another concern of data protection as cyber-attack are increasing in number, size, costs and sophistication. Accenture cites that the average costs of cybercrime have increased 72% in the last five years, amounting to US$13.0 million in 2018. Security in data protection in the organization includes preventing potential loss of valuable data and information (Hoechsmann, and Poyntz, 2012). Each country and state have their data security and privacy protection laws. Security help prevents a breach of personal information that can damage an individual's fundamental rights as well as freedom leading to risks in identity theft and multiple other risks. Leal, security and ethical issues can have tremendous ethical implications on the organization. It can tarnish the image of the organization and damage its reputation. Organizations operating in the internet space need to adopt appropriate legislation and compliance such that they can avoid unnecessary data thefts and breaches from taking place.    

[bookmark: _Toc70426383]Definitions by Prof Russell Ackoff’s 
Russel Ackoff is a systems theorist who has provided certain valuable definitions of terms that are crucial to understanding when operating in the digital environment. According to him, “data” includes symbols, implying it can be any piece of information collected from internal as well as external sources (Smirnova, Vodyaho, and Zhukova, 2015). The existence of data by itself has very little significance and cannot be used as no meanings can be derived from it. “Information” comprises any data that has been processed for delivering valuable materials that can be used for answering questions such as "who", "where", "what", and "when". Information indicates meaning associated with the data which can be used. “Knowledge” comprises of applying the aspect gained from data and information for arriving at the how question. Knowledge is relevant as it includes a collection of several pieces of information that has been derived from data such that it can be made useful. It includes a deterministic process. "Understanding" implies appreciating the question of "why". It is an interpolative and probabilistic process also analytical and cognitive. "Wisdom" aims at evaluating understanding hence it includes a non-deterministic, extrapolative and non-probabilistic process. 

[bookmark: _Toc70426384]Sources of information for resolving problems at the workplace
Organizations regularly face numerous problems during their work. To solve such problems, potential sources need to be known and explored to arrive at suitable solutions to problems. As workings at workplaces get complicated, managers, leaders and supervisors need a plethora of available sources for resolving problems. The internet is a go-to source as more and more organizations are turning to the internet for searching for information and supporting them. Libraries often meet certain special needs. For resolving certain crucial workplace challenges often, the library of the organization or in the community or online library need to be searched (Morgan, 2016). Government documents provide valuable sources of information regarding rules, regulations, workplace policies and procedures. To resolve workplace challenges often these records need to be searched. 

[bookmark: _Toc70426385]Employment Skills in numeracy, knowledge, reasoning and statistics 
Numeracy, knowledge and reasoning have emerged as crucial to most areas of employment. Numeracy skill can enhance many aspects of working and improve future career prospects. Also, the use of basic statistics in the analysis, as well as interpretation of data, can provide valuable insights in the enhancement of career prospects. Skills and knowledge in numeracy and reasoning help solve many problems at the workplace and make a positive contribution in the exceeding technological world (Mathsisfun.com, 2021). Such skills are being hugely sought after by employers. Also, basic skills in statistical interpretation and analysis can help engage in resolving mathematical issues at the workplace. 

[bookmark: _Toc70426386]Becoming competent 
It is essential to become competent in basic numerical handling for the efficient management as well as the organization of files and folders (Maund, Schriek, and Tinkler, 2017). With numeracy skills, it becomes possible to understand relevant information categorise them in different files and folders, which leads to their efficient handling. 

[bookmark: _Toc70426387]Conclusion 
In conclusion, digital technologies have revolutionised the style of working but often smaller businesses are seen to lack digital skills. There needs to be upliftment of digital skills to ensure that skill gap does not arise and leads to crisis. The creation of digital culture in the workplace and training employees with the right skills can provide businesses with an increasing number of benefits. 
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