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[bookmark: _Toc523086173]1.0 Introduction

All around the world a revolution of smart technology is going on and workplaces and organizations of different kinds are also getting positively impacted by smart technology. Workplace efficiency is the key to attainment of improved organizational productivity and profitability. Employability is required on the part of potential job candidates for achieving employment. Both workplace efficiency and employability are facilitated by the use of smart technology. This is a report where how usage of smart technology can ensure workplace efficiency will be evaluated. This report will hold discussion about the usefulness of web based email and cloud file storage in the workplace. Two different providers of these technologies will be compared and contrast in this report. In this report I will also discuss about my professional accounts in LinkedIn, Twitter and Facebook. It will be discussed that how my accounts in these three social and professional networking sites will help me to find suitable jobs, advantages and disadvantages of using these platforms and implications of personal and professional security related to the use of these networking platforms. 

[bookmark: _Toc523086174]2.0 Smart Technology for Improving Workplace Efficiency and Employability

Smart technology has widespread use now in increasing number of organizations around the world and as a result of that organizations are being able to ensure workplace efficiency. University and college graduates also depend on the use of digital technology for improving their employability. In this part of the report how smart technology like web based email and cloud file storage improve workplace efficiency and employability will be evaluated. 



[bookmark: _Toc523086175]2.1 Web Based Email

Web based email is such a platform through which a person can contact with another person by transmitting electronic messages like texts, images, sound clips, video clips or combination of all these forms of messages. Web based email is a type of smart technology that facilitates remote and virtual communication that is a person can almost instantaneously communicate with another person through web based email without meeting physically and from remote locations (Bell, 2015). Web based email is used by almost all the organizations around the world. Web based email is used in the workplace as a tool of communication. In a typical workplace, web based email service is used to transfer information and communicational messages in the form of digital message. Management of an organization may use web based email to contact employees about different work issues, send them important instructions to be carried out, send them the essential official files they require executing their duties etc. Employees in a workplace can use web based email to contact to their colleagues for sharing important information that will facilitate effective team work, contacting customers with answers to their queries, sending messages to the potential customers with promotional messages of products and services etc (Bennett, 2013). Both Gmail and Yahoo Mail are web based email service providers. Both these web based email services have similarities and differences amongst them. The similarities between Gmail and Yahoo Mail are both of them provide fast email service that is when a sender sends any email through any of these services the receiver receives that email almost instantaneously because both these platforms utilize high quality and faster servers for providing web based email services. Moreover, both these emails services have useful features like inbox, junk mail, sent tab, text design tabs, file attachment option etc. Due to the availability of such options users of Gmail and Yahoo Mail can easily receive solicited emails in inbox, store unsolicited emails in junk mail or spam and attach additional important files like image or PDF file with original text messages. These aspects ensure effective user experience. 
The differences between Gmail and Yahoo Mail are given below:
· Gmail provides free space of 15 GB and Yahoo Mail provides free space of 1 TB.
· Up to 100 MB size of attached files can be sent using Yahoo Mail’s app called Attach Large Files but in Gmail up to 1 GB file can be transferred with the help of Google Drive (Bell, 2015).
· Folder organization is facilitated in better manner by Yahoo Mail than Gmail.
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Workplace efficiency can be improved by using web based email. By using web based email like Gmail and Yahoo Mail management of an organization can instantaneously transfer important information to key organizational people at any time without incurring any cost because web based email is completely free to use. Instantaneous transfer of key messages enables organizational people to quickly act on the received information and that in turn ensures that organizational activities are being performed on time (Archambault, 2014). On time completion of organizational activities reduces risk of increased cost due to the requirement to devote extra resources for completing organizational activities after deadline. Moreover, free web based email services enable organizations to complete the important task of transmission of key information across organization free of cost. As a result of this phenomenon, overall cost of an organization comes down and it indicates improved organizational efficiency.     
Employability may also be increased by web based email. Through web based email a university or college graduate may send his CV to different employers as part of job application. After reviewing CV, potential employers may contact the job applicant to provide him with the information about job interview and tests. Employers may also contact the job applicant through web based email to tell him to present more evidences of qualifications that may raise his chances of getting employed (Archambault, 2014). Such interactions between job applicants and employers through web based email obviously raise chances for the applicants to get employed and thus employability is increased by the use of web based email.

[bookmark: _Toc523086176]2.2 Cloud File Storage

When different digital files are stored in cloud with the utilization of shared file system technology then it is called as cloud file storage (Robinson, 2015). In case of cloud file storage, digital files are saved on servers. Cloud file storage is commonly used in workplaces. Organizations upload their important digital files in cloud storage with the purpose of storing essential organizational information on secured servers. Organizations primarily use cloud file storage technology to store various information and data on financial aspects, accounting information, sales forecast, salary sheet of the employees, requirements of raw materials and supplies, list of prospective and existing customers etc as digital file format on free to use and secured servers for accessing those information when necessary (Robinson, 2015). 
Two prominent cloud storage providers are Google Drive and OneDrive. Comparison and contrast can be done between Google Drive and OneDrive. Comparison will show the similarities between Google Drive and OneDrive and contrast will show differences between Google Drive and OneDrive. Comparisons between Google Drive and OneDrive are:
· Both Google Drive and OneDrive provide free cloud file storage service up to a certain limit of storage capacity. 
· Both Google Drive and OneDrive keep stored files 100% secured from unauthorized third parties.
· OneDrive and Google Drive enable their users to access to the stored files from anywhere they want and any time they want to access. 

The contrasts between Google Drive and OneDrive are:
· Google Drive provides free space of 15 GB whereas OneDrive provides free space of 5 GB.
· Google Drive is cheaper than OneDrive as Google Drive provides 100 GB space for monthly fee of $199 whereas OneDrive provides 50 GB space for monthly fee of $199. 
· File sharing in Google Drive is relatively easier than file sharing in OneDrive (.
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Workplace efficiency is ensured through the usage of cloud file storage. An organization need to keep record of numerous information and data about its operation. In this digital age organizations skip paper works as much as possible and mostly maintain their data and information in digital file format (Trought, 2012). But it is required to have physical servers with enormous spaces to store those digital files that contain important organizational data and information. But it can be very risky for an organization to store its data and information in its own computer servers because at any time its servers can malfunction due to technical issues and unauthorized third parties can hack into its server system and steal confidential data. As a result that organization will not be able to access its important data when necessary and it may suffer financial losses if its unique business strategies get leaked due to theft of its data by third party hackers (Hajli, 2014). So workplace inefficiency will arise in this type of situation. But if that organization stores its data in cloud file storage then it will be able to access its data when necessary because cloud storage service providers use numerous high quality defect free servers that enable them to keep data of the customers always available through active backup system. Cloud file storage service providers ensure 100% protection of stored data using sophisticated anti-hacking programs. This will protect an organization’s data stored in cloud file storage from unauthorized third party hackers. So that organization’s confidential data and data regarding unique business strategy will not be leaked. Moreover, an organization can get free service from cloud file storage providers up to a certain limit of space and cloud service providers generally provide cloud storage service for huge space capacities at lower prices (Neugebauer, 2016). This way an organization can also minimize its cost for storing data. So, overall efficiency of workplace is ensured through the use of cloud file storage. 
Cloud file storage also plays important role in increasing employability. University and college graduates can use cloud file storage service to store their CV, scanned copies of their certificates of educational degree and other training qualifications, recommendation letters and other important documents that may help university and college graduates to market themselves to the employers for getting jobs (Neugebauer, 2016). By keeping such important documents in cloud file storage college and university graduates can make sure that they can access those documents any time they want and from anywhere they want and their documents will not be stolen by hackers. This is how employability is increased by the use of cloud file storage.
[bookmark: _Toc523086177]3.0 Technology and its Application in Workplace

In this part of the report the use of social networking in workplace will be discussed.

[bookmark: _Toc523086178]3.1 Different Social Networking Platforms and their Use

Three most prominent social networking platforms are Facebook, Twitter and LinkedIn. 
Facebook: Facebook is mostly used for maintaining social networking virtually but the social networking aspect of Facebook can also be used for gaining benefits in workplace. Employees of an organization can keep one another in their Facebook friends list and when necessary they can consult various important organizational matters with each other through chatting on Facebook Messenger (Guerin, 2017). They can also make free voice and video calls to talk amongst them over Facebook Messenger. As a result employees within workplace can easily reach crucial decisions regarding organizational operation by holding virtual discussion amongst them on Facebook without being required to physically get together in a place to hold meeting. Moreover, top level management of an organization can open a Facebook group where the management can maintain continuous contact with the employees during the working hours and even when the employees are at home after the working hours are over (Guerin, 2017). So, it will become easier for the management of that organization to hold virtual meeting with key employees on Facebook group even in the mid night. A university graduate can also find groups on Facebook that show job advertisements. So, Facebook will help the university graduate to easily find numerous job vacancies. 
[image: ]
Image: My Facebook.
Source: (Facebook.com, 2018)



Twitter: Twitter is also a social networking platform but it works differently than Facebook. Twitter users have followers instead of friends. When a Twitter user posts something it is called as a Tweet and it can be seen by that user’s followers. Many companies open their official accounts on Twitter and often those companies post Tweets about their job vacancies. A university graduate who has a Twitter account can follow numerous companies on Twitter and get notified about their job vacancies. Different organizations also can use Twitter to make important announcements to their employees by posting Tweets (Guerin, 2017). Employees of those organizations will then get instant notifications about the Tweets posted by their companies. So, the employees will not miss important announcements. 
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LinkedIn: LinkedIn is a social networking site for professionals of different sector. LinkedIn was established with the purpose of creating a platform where professionals from different countries and sectors can establish virtual social network. The main purpose of such social networking amongst professionals is to facilitate scope for the employers for finding suitable people for filling up job positions in their companies and scope for the eligible candidates to find out suitable jobs (Neugebauer, 2016). In LinkedIn users promote themselves to the employers through providing information about their qualifications in their profiles. Employers also promote their vacant job positions on LinkedIn through which they attempt to recruit suitable candidates for those positions on LinkedIn. 
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[bookmark: _Toc523086179]3.2 Advantages and Disadvantages of Using Social Networking in Workplace

There are both advantages and disadvantages of using social networking in the workplace. Use of social networking services namely as Facebook, Twitter and LinkedIn in workplace offer both advantages and disadvantages. 
The advantages of using Facebook, Twitter and LinkedIn in workplace are:
· Sourcing and recruiting of potential and qualified candidates for different job positions can be conducted cost effectively using Facebook, Twitter and LinkedIn.
· University and college graduates can find suitable employers who can offer them good job positions on these social networking sites without being required to go to third party job searching agencies (.Archambault, 2014) 
· Organizations can conduct promotional and marketing activities of their products and services on these social networking sites cost effectively.


The disadvantages of using Facebook, Twitter and LinkedIn in workplace are:
· Sometimes employees who use Facebook, Twitter and LinkedIn in workplace lose focus on their primary job duties and as a result their productivity gets reduced.
· Employee relations may get hampered and dispute in workplace may arise through the use of these social networking platforms if employees make negative comments on these social networking platforms about one another and send one another negative messages (Bell, 2015). 
· Confidential information about an organization may get leaked if any of its employees send any type of confidential information about the organization to a third party. 


[bookmark: _Toc523086180]3.3 Most Preferred Social Networking Platform and Personal and Professional Security

I think LinkedIn will help me most to find a suitable job amongst the three stated social networking platforms. The reason is that, LinkedIn focuses only on creating networking amongst professionals, job seeking candidates and employers; this kind of focus is not observable in case of Facebook and Twitter (Guerin, 2017). As a result the employers who seek to use social networking sites for sourcing and recruiting candidates mostly use LinkedIn to satisfy this purpose. So, if I devote more time to use LinkedIn than for using Facebook and Twitter then I will have increased chance to meet multiple employers who can offer me suitable jobs that match my qualifications. That is why I prefer LinkedIn most as a social networking platform over Facebook and Twitter.  
While using social networking sites, personal and professional security is a big concern. While using social networking sites like Facebook, Twitter and LinkedIn personally, it should be made sure by each user that he/she has activated anti-hacking software in his/her computers and mobile devices for protecting the passwords of his/her social networking accounts to get into the hands of third party hackers (Guerin, 2017). Organizations should introduce such passwords for their official social networking sites that are very strong and as a result automated hacking software will not be able to decode and break those passwords. Organizations should also frequently change passwords of their social networking accounts to ensure extra safety in case some of its employees know those passwords. 
[bookmark: _Toc523086181]4.0 Conclusion

Smart technology has brought about revolution in organizational operation by causing improvement in workplace efficiency. Smart technology also is known for increasing employability. Web based email and cloud file storage are two smart technologies that are being used worldwide by organizations to ensure workplace efficiency and by individuals to increase employability. Social networking platforms like Facebook, Twitter and LinkedIn are also being used by organizations for ensuring organizational betterment. Individuals also use these social networking sites to find out jobs.
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