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The purpose of this assessment is to how technology is used within workplace, for part I I have chosen to discuss about Web Based Email, Smartphones and Tablet and for part II I have talked about social media and also attached the links from Facebook, Twitter and LinkedIN.
In modern era digital skills is highly valued in the workplace. Digitalization has not just extended so far that it is not only applicable to those who work in IT (Davison & Ou, 2017). Digital skills have been given more important as other subjects or literacy. It considers as the opportunities for all age people to grab opportunities in the workplace. Being a person or employee with digital skills will add extra benefits to their professional career. There is no any hard and fast rule for which job require which digital skills. Digital skills also have a huge role in collection, organisation, analyzing and interpreting of research data. Digital skills in the workplace mean collection and use of skills that used to produce goods and service at low cost and less time or solving problems related to the workplace (Sousa & Rocha, 2018). 
[bookmark: _Toc513031791]Important of digital skills at the workplace
Digital skills exact meaning is the use of information technology and internet to identify, analysis, utilised, share and create content (Luna González, 2015). Some of the examples are app development, digital design, project management, digital marketing, social media, data analytics, product management etc. digitalisation plays an important role to enhance employability skills. It is not just for who work in IT organisation, but digital age is expanding into all areas. The development of old jobs has to make digitals skills so important in the workplace. There is a huge gap in between digital skilled personnel and demand of that personnel at the corporation. It must take opportunities for all age group for new job or enrichment of old one. It will never be wasted if a person has digitals skills in the current economic climate (Argenti, 2009).
Various forms of digital skills are used in workplace some of which are mentioned below:
Web-based mails refer to emails that are intended for communication of information through computers, mobile phones and other electronic means (Carlsson, 2017). Email service of mainly two providers is used globally in the present time: Yahoo and Gmail. They are the biggest free electronic mail service providers presently. The debates dealing with the superiority among yahoo and Gmail are frequent. In the same context, Gmail is usually ranked higher regarding usage, but Yahoo is also pushing its services and related features like ad-free services. Email serves as an effective mode of two-way interactions in workplaces, usually when there are no concerns about time constraints. The teams in workplaces can be more diverse with use of email as it facilitated interaction and collaboration and reduce the needs of face to face communication. Also as the process of sending and receiving email is instantaneous, the officials are provided with a faster flow of information. Overall email is understood to increase efficiency and productivity in the workplaces. 
In the workplace, the communication is of the greater essence, and web-based emails have been faster and effective mode of communication with very low cost (Clampitt, 2017). The needs of spending a lot of time on the phone to transfer and make sure that the messages have been got have been eliminated with the advent of web-based mail. Every worker should feel lucky to be able to complement their works related activities with wonders of web-based mail regardless of types of email: yahoo or gmail.
Use of smartphones and tablets: Smartphones and tablets are the handheld devices that work with the operating system and can be used for computing. Among them, smartphones make use of mobile network's cellular network for the call, SMS and, internet and other uses and also support wifi (Laar et al., 2017).. In the workplace they facilitate employees with a direct line of communication with other employees and clients via call, SMS, web-connection, storage of important files, etc. and facilitate easy workflow. In a way, they offer conveniences to the workers in the workplace. Texting can help people with multitasking, on-call availability is important during unpredictable schedules of work and voice messages can be modes of multi-line communication. On the other hand, tablets are mini computers bigger than smartphones and smaller than personal computers. The only difference between smartphones and tablets are regarding their size. The size of tablets is 7 inches or larger (measured diagonally) whereas smartphones are smaller. iPhone and Android are two popular types of smartphones in the world. They differ from each other in terms of operating system used. In 2017, iPhone X and Samsung Galaxy Note were the most selling new smartphones (Nicholas et. al, 2018). Both seem to have pros and cons when compared to each other. iPhone X readily fits into the pocket whereas Samsung Galaxy Note 8 has taller and wider appearance. Samsung Galaxy Note 8 has facilitated the user's option of using a second sim card and additional storage. It has the ability to turn into Android-powered PC when put in DeX Docking Station. It can connect to another display, keyboard, and mouse and thus can enable watching a video or other files with greater convenience (Zhu & Chen, 2015).  iPhone X can be considered slightly expensive than Note 8. Nevertheless, they are both beautiful from the perspective of hardware. It is noteworthy that iPhone has finally included wireless charging in its franchise with iPhoneX which the Samsung has been doing it for some years now. Considering the price and some features that are somehow more enchanting than that of iPhoneX, Samsung Galaxy Note 8 has a slight edge on iPhoneX.
Programming and web development- Coding is important for the production of tech product. The core languages used are Bootstrap, jQuery Angular, Code Igniter etc. for codding. 
App Development- Many corporations have their app for their customers to know about their product and services (Laar et al., 2017). If an employee is skilled with app development ability than they can gain additional advantages.  
Social Media- Good knowledge about the social media such as Facebook, Twitter, Instagram, LinkedIn with providing direct access to customers and stakeholders (Clampitt, 2017). 
Digital Marketing- Digital marketing is highly used to promote their products and services. Understanding of broad range digital network will give more value to money. 
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Social Media marketing simply uses social media and website to promote new products and services. It is more popular among both researcher and practitioners (Barker et al., 2016). Social media play a significant role in creating and developing a digital platform for the promotion of products and services. The company will provide reactive numerous marketing opportunities if properly handle their social media (Zhu & Chen, 2015).. Means of social media like Facebook or Twitter play an important role to maintain a competitive edge. Some of the use of social media as marketing tool is discussed in the subsequent headings. 
Target Market Interaction
Social media enables direct interaction with customers about products and services. Customers’ needs can easily find out and analyse by going through social media post (Felix et al., 2017). It can further used for new products development and formulation of marketing strategies. 
Improve Responsively
Social media enables the process of receiving and providing feedback. Up to date information can provide through social media related to information about company products and services. Social media is the convenient and accessible way to express what customers feel and provide a chance to respond to it. 
Effective Marketing
Social marketing network such as Twitter and LinkedIn can use as a platform of marketing approach to generate common interest among followers. Company new product and services can be advertised creatively through social media to customers (Zheng et al., 2018). Advertisements strategically posted with informative way will more effectively spread the message about products and services. 
Find Customers
Various keywords and hashtags are useful for identifying customers on company products and services that they are selling currently. After identifying common interest customers than firm can easily develop marketing strategies and new products.
Competition
Competition among business firm is higher not only in operation and manufacturing process but also in using social media for products benefits (Lin & Chang, 2018). In other to gain competitive advantages organisation need to stay ahead in providing series through online sources too. 
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Social media have important significant for influencing communication with customers and gathering information of customers. Many research studies show that this trend will last for the future year also (Coles, 2017). In few decided many changes and innovation has been seen in in the field of information and communication.  One of the development is social media which provide a new framework for corporation communication process. This new form of communication medium will also create some form of challenges such as employee engagement, providing relevant information, listen to the conversation and also collect feedback etc. It also helps to gather information about the consumer's test and preference, their response to products (Grizane & Jurgelane, 2017). It can use for following the purpose of communication and data gathering: 
Communication and Branding
Communication plays a significant role in the success of any organisation which also enhance the brand image. Personal level interaction and dealing are impossible only sue to social media. The firm involved in personal level conservations than customers take it as approachable, accessible and responsive. How customers are perceived and responsive to their problems, create positive influence among customers. Brand image can enhance through social profiles and websites. The company is existing, and potential customers will be identified by interaction on social media (Nicolas Alarcón et al., 2018).
Information for the growth of business
Social media can use for tracking activity of customers. Many mobile devices are used to carry out social media activity. These media must be compatible with mobile devices so that it can create the great user experience. This site can further used to as advertisement and marketing tool for the growth of small and growing business. The organisation can further use these media for research and survey data collection and interpretation of different target market at a different location. 
Company Website
All businesses no matter how big or small need to have an official website. It must include all fundamental information that both existing and potentials customers need. For example, a restaurant must have a current menu, opening and closing hour’s location and contact number on their website so that customers can easily access the required information. Many applications such as WordPress can use to design and develop website relevant to business (Senge, 2005). 
  Search Engine Optimization
After developing company website, it is important to make sure that website is easily found by search engines. One of the studies shows that 89% of customers in Britain use search engines to research products and service business before making buying decisions (Coles, 2017). For maximum benefits of this need to make sure to look at search engine optimisation of a website. 
Social Media
It is a most important way to show the online presence of corporation that will increase the chance of generating a great return and customer’s retention and loyalty. Social media can use by an organisation by nature of the business, all of the media may not be relevant to all businesses. Various Social media such as Facebook, Instagram, LinkedIn, Google, YouTube, Tumblr can use by the business firm to promote their existing and new products to existing and new customers (Nicolas Alarcón et al., 2018). It will also help for the mouth to mouth marketing of products. It will help to create a positive brand image in industry and markets.
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For this assessment I will attach my Facebook, Twitter and LinkedIn accounts:
https://www.linkedin.com/onboarding/start/people-you-may-know/new/ 
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https://www.facebook.com/elena.tudurachi.33 
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https://twitter.com/ETudurachi 
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In conclusion, digital skills play an important role to make work simpler to navigate and solve problems of work-related. Many works can be done from any place of the world possible due to use of digital skills (Argenti, 2009). Smartphone and web based emails are the mostly used digital technology in the workplace. The consumer is accepting more simpler and fast service at low cost. The use of digital and social marketing is increasing the number in the business firm for promotion and positioning of new products and services. It has brought many challenges such as the need for more creativity and design, connecting dots, resources and time limitation, marketing as service etc. Social media are emerging as resources gathering and communication technique. Only physical presence is not enough for the organisation; they need to show their online presence through social media, official website and search engine optimisation to connect and build long-term and personal relationship with customers.  Hence, every business organisation need to adopt digital and social media marketing for their products and services promotions to existing as well as potential customers. 
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