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Introduction
In this world of digitalization, technology plays a vital role to accomplish the goals and objectives of an organization. Employees are equipped with modern technologies that make them more efficient and effective at their work. The productivity of the business organizations are increasing by incorporating workplace technologies, digital skills and research methods in the work place efficiently and effectively. Business organizations and employees working for it are taking the benefits of using workplace technology and social media tools for improving their daily performance. ‘Web based Email’, ‘Web Conferencing’, ‘file storage’ and ‘social networking’ are some of the expedient tools of digital and workplace technology to increase professionalism and profitability as well (Forbescom, 2018). In this report, I will discuss about the various usage of workplace technologies and different social media tools in the business for the expansion and growth of the business which will ultimately increase the productivity and profitability of organizations. In this report, the digital skills and research methods to increase the employability and employment will be reflected as well. 

Technology and workplace technology to improve the efficiency of workplace and employability
Technology refers to methods, systems, and devices, which are the result of scientific knowledge being used for practical purposes. The digital workplace is the collection of all the digital tools provided by an organization to allow its employees to do their jobs (Merriam-webstercom, 2018). Therefore, by using these technologies, employees will be able to become more productive and bring results that are more positive for the organization. There are various tools and application used by the employees to improve their work productivity and efficiency. Some of these tools and applications are Web based Email, Tablets and Smartphones, Cloud  File Storage, Web Conferencing,  Office applications online (in the cloud). In this era of competition, business organization need to use these technologies to remain competitive in the market. By proper utilization of these technologies, business organizations try to increase their productivity as well as the profitability of the business. These technologies also ensure that the employees managers, clients, suppliers and other stakeholders of the business are keeping in touch and staying connected with each other by use the modern technologies. In the following section, I will discuss about the two most efficient technologies used by organization to increase the efficiency and effective of the workplace and employability (Forbescom, 2018).
Web Based Email- Mail services are most regularly used and effective tools for communication nowadays. When there is need for communication within the workplace and also outside the workplace, the email services are most widely used as it is effective method of communication and it saves a lot of time. Gmail and Yahoo mail are the two most popularly used email services. Some offices use Microsoft outlook for their email communication among the employees. The email services are free of cost and can be used around the world, and just needs internet connection in the connected device. The email services are not only used by employees, but also used by business organizations, to communicate with the stakeholders. This service is important for business organization as it saves time and allows sending important messages, pictures, data, business reports, survey results and many more with just one click. There are options to communicate with multiple users on the email by keeping people under the CC of the email and there are options to select as many users required per email. The benefit of using this service as it does to require an employee to visit physically to send a message with hundreds of papers in reports as everything can be send in a digitalized way. Organization can also use the email service to call a potential employee for job interviews around the world within seconds. Therefore, this service has changed the life of everyone and it specially benefits the employees in the workplace as it improves their communication and work productivity. 
Cloud File Storage- Data and information are most important assets of a business that needs to be stored in a secured place. The information and data stored needs to be accessed by certain number of people in an organization. Data storing was difficult and time consumed and was costly before as it required a lot of papers to be wasted and huge place for storing the files and data. With this era of modernization, the important data of a business organization can be easily stored in cloud based file storage system. By using this system, the data can be accessed anytime and from around the world. The cloud based file storages system is free of cost up to a certain level and allows large data to be stored with some monthly charges and a large number of people who has the rights can access it. Data can be stored in computer and its hard disks but it has some limitation for storage. Sometimes the virus and malwares attack the hard drives and the whole data can be lost. It is also very costly to store data using hard disk and storage system, therefore, organization can minimize the risk and costs of storage using the cloud based storage system. There is also no risk of virus attack and the data being lost from the cloud storage system. Two conspicuous provider of cloud storage are Dropbox and OneDrive. Business organizations can use these storage to save and store the information of the organization of various kind like spread sheets, excel sheets, power point presentations, SPSS data, documents files, video and audio clips and many other formats of information and design. These helps the organization and the employees to access the file anytime they want and their productivity and work performance improves significantly. 
Evaluate how social media increases communications and helps in marketing and information gathering and their usages in the workplace
Social media is the biggest platform for communication and it helps to market the information about a product or the organization to a large group of audiences. Social media has changed the world and it has huge impact on the youth.  Uses of social media communication among the workplace easier and simpler. In workplace, employees has individual group for themselves where they communicate with each other regarding office work and involves themselves in friendly chat and information sharing (Cottrell, 2011). With the use of social media, the organization can inform the employees and the customers about news and updates regarding their daily business offerings. Social media increases communication around the world largely. It is free of cost and required a device and an internet connection to be connected around the world. With social media, people do not need to meet face to face to gather or share information. They can check any information about an organization with just a simple click. It opens a new door for the business organization as they can learn about the customers’ needs and preferences. They can do online survey to know more about their customers using the social media platform. Business organizations can promote their product through social media as well. Social media is a great platform to create a buzz, which has huge impact among the customer. By creating positive world of mouth, a business can become famous within few days. Business organization now has page of their won where they share information about their products and services, which can be accessed by their target customers. Social media helped business organization to sell their products around the world with just a click and that is without less marketing efforts and cost of maintenance. Therefore, the use of social media has increased the level of communication and information sharing among the business organizations, employees and the customer all around the world. 
Demonstrate appropriate use of technology and its applications in the workplace
Business organization need to be careful regarding the use of social media and has to ensure that the social media tools that they are using are benefiting the organization and increasing the productivity and profitability of the business. Organization are now suing social media to promote their business and their products and service towards the target customers. Business organizations are focusing in three social Medias mainly and these are LinkedIn, Twitter and Facebook to promote and increase the efficiency in the workplace and these are illustrated below-
LinkedIn: It is a social networking site that helps professionals around the world to be connected and share information with each other. Even business organizations maintain a LinkedIn account of their own to share information with their targeted base of customers around the world. Business organizations are mainly using this social networking site to circulate their job vacancies and find their potential employees and creating an online presence (Beckingham, 2014). This media works as a link between the organization and its customers and the employees by increasing employability and more chances for the students to get their dream jobs from a reputed organization.   
Twitter: Twitter is another social media site that is used by employees and business organization to tweet about their daily activities and achievement’s. It is a reliable source of gathering information about organizations and the employees.  Many organizations use this social media platform to share news and information about their product and service offerings and sometimes promote about them through a tweet. 

Facebook: Facebook is the most popularly used social media site around the globe that is mainly used by the youth.  Most of the businesses have their own verified business accounts and pages on Facebook where they share information about their business and create an online presence. Sometimes Facebook is used by organization to promote and advertise their products and services in this digital platform that is free of cost and can reach large audiences with the use of payment-based advertisements. This media is used in the workplace by employees as they can be connected with each other and know more about their daily life activities. This allows them to communicate more in the office and it helps to create a healthy work relationship, which improves the productivity in the workplace (Adespressocom, 2018). 
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Evaluate the possibilities for communication and collaboration in the workplace that use of these social networks might provide
Business organizations can ensure good communication among the employees in the workplace by using effective communication tools such as the social media network. If organization can ensure effective communication between the employees and the customers and other stakeholders then the productivity in the workplace will improve vastly. Good communication skill is the pillar of success for any organization, effective communication tools will make the communication more effective, and it saves time as well. In the earlier part of the report, we have discussed about the uses of different social media sites such as LinkedIn, Twitter and Facebook. By staying connected in the social media, employees can communicate with each other both internally from their own organization and with other employees who works for different organizations around the world (Theolsongroupcom, 2017). It helps them to communicate in the easiest way possible, share ideas, and solve complex problems of each other whenever needed.  This makes the employees and the organization more effective and productive in their daily activities. Organizations benefits as well as these social media sites are now widely used to recruit new talents. New job circulars are posted online and many talents are selected from this platform. LinkedIn is the most used platform for job announcements and recruitments for the recruiters. Whereas Twitter can be used to share opinion or ideas by top authorities who are from the same industry. Facebook pages can be used to promote a business as the products and services it offers and it helps to reach millions of targeted customer with just little cost and by having an internet connection. When recruiter will look to recruit someone new for the organization, they can look after the Facebook for the individual to learn more about their skills and lifestyle and this helps them to make a better selection for recruitment. Therefore, effective use of social media as a communication tool can increase productivity and efficiency of the employees in the workplace (Poynter, 2010). 
Discuss any measures that might be appropriate to safeguard personal and professional security, legal, ethical issues
Personal and professional security is important for both the employees and the organization itself. There are many incidents of fraud activities and hacking that led to legal and ethical issues among the workplace. Social media sites provide security terms and conditions that needed to be followed by the employees and organization to safeguard important information. Employees and businesses have accounts or pages of their own in the social media sites and it needed to be properly managed with security of unwanted issues. Hacking and identity theft is getting common and this needs to be controlled by maintaining multiple accounts. Professional IT specialists and programmers can be employed to protect and secure the networking of the organization. Various software and firewalls can be used to protect the employees and organizations against virus and malware attracts identity thefts and hacking issue. As hackers can take away important business information and mislead the customers, so data protection and security is important so that legal and ethical issues can be avoided (Camacuk, 2018). Any information or media that can affect the society in a negative way must not be share in social media and should be kept confidential to protection the image of the organization.
Conclusion

Using social media and other communication tools and platforms are important for business organization and it improves the productivity and efficiency of the employees in the workplace. Organization can use social media to communicate around the world with their stakeholders. The use of LinkedIn, Twitter and Facebook has changed the way people communicated before. The use of cloud storage and email services has helped the organization to become more productive and thus saving cost and time for their business operations. This report reflects the use of modern technologies and communication tools that benefits the organization to stay more competitive in the modern market. 
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