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‘‘Remember that the Internet is not anonymous, nor does it forget’’ (Baker Daniels)

Introduction
	Technology has been able to reshape the modern workplace and now plays a really significant role within business. During this assignment, research was carried out in order to establish what is the impact of technology on a business in the 21st century and if the effect has been positive or negative. Few digital skills such as the use of social media have been able to enhance  career prospects and were implemented by credible sources such as C.R.A.A.P (Currency, Relevance, Authority, Accuracy and Purpose).
[bookmark: _Toc53314220]What has been the impact of 21st Century Technologies on the modern workplace?

	Technology within the modern workplace has been able to evolve into playing a significant role. In the 20th century, there was a major reliance on physical workers which were constricted to offices and buildings. In today's era, technology has been able to allow people to work from any location and at any time that is comfortable for them. With the use of the internet, the modern workplace has been able to explore many new means of communication. As well as  bringing many advantages, technology does also come with some disadvantages such as the replacement of physical work with automated machinery which ultimately results in the loss of jobs.
A report from the consultancy firm PwC found that 37% of all jobs in Britain are at a potential risk due to the increase in technological advancements.
In order to explore this further and analyse, a data set compiled by the OECD  looked at the details of the tasks that are involved in the jobs of over 200,000 workers across 29 different countries.
Building up on previous research from Frey and Osborne (Oxford University, 2013) and from Arntz, Gregory and Zierahn (OECD, 2016) it was  able to estimate the proportion of existing jobs that might be at a potential high risk from the increase of technological advancement by the year 2030.
The report writer believes that this will not be true, as the technology within the modern society has been able to create many more jobs, especially within new and modern workplaces which are able to provide more flexible job opportunities that provide the ability to work from anywhere and within more agreeable work times, which are able to provide more people with opportunities to work. With technology continuously changing and updating it will lead to an increase in IT based jobs.
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[bookmark: _Toc53314222]Research for the use of modern technology and the use of social media within the workplace.

A general overview of the workplace in the 21st century.

	The expansion of modern technology has had a massive impact on the workplace in general and has influenced the way we work.
Technology in the 21st century is a critical part of businesses' chances for success. Having the access to computers, smartphones and tablets has been able to ease complex tasks within the workplace enabling businesses to run and perform well. However, these devices are not able to be utilised to their full advantage.
Mobile devices or other hand-held computers.
	It is very hard to imagine a world without mobile phones, but there was once a time when we didn’t have such luxuries and we still managed. Not even that long ago, pen, paper and ledgers the workplace. The times  are now changing and the main focus has been shifted towards a world populated with mobile devices. A mobile device is a small handheld computer or any other form of electronic device that has been designed with portability as a priority. Some of the most common mobile devices that are used daily are:
· Smartphones
· Tablets
· Laptops
· Smart Watches
· E-Readers
· Handheld gaming consoles.
Many such devices can connect to the internet and interconnect with other devices. (ThefreeDictionary.com, 2020).
Tablets, phones and other personal devices are able to provide assistance while being able to provide most of the functionality of a laptop/desktop computer while being more convenient and providing some exclusive features.
Enterprise digital assistants are also able to provide additional functionality within the workplace such as the integrated capture of data via barcode scans and smart card readers.
Handheld devices have become more rugged in order to withstand their use  in  mobile field management.
As  examples of this workers are able to digitise their notes as well as having the ability to send and receive invoices, manage assets,  and record digital signatures,
The possibility of using mobile devices in order to carry out trans-border services is available. With this, mobile devices have been able to create a lot of new opportunities for training and educating and have been particularly useful in  enabling  people to perform their work-related activities from anywhere and at any time.
Mobile phones have become  so integral to our lives that they  now account for more than half of all devices that are used on a daily basis.

Software
	Computer software has been designed in order to perform specific tasks, such as process control, word processing, graphic design, communication and project management, etc. (ThefreeDictionary.com, 2020).
Through the use of an office suite such as Microsoft Office 365, businesses are able to benefit and enhance their productivity within the workplace as well as providing IT control and efficiency.
Downloadable software is also available for other devices such as for smartphones, and small businesses are also able to benefit greatly from the use of these applications such as: online booking systems, data access and storage, organisation applications, accounting software and also the social media can be used in order to promote products and services through advertisements.

Wireless Communication
	One of the main advantages of using wireless networks is to provide the ability to increase mobility within the business. A workplace equipped with  wireless LAN connectivity, allows employees  to move around the office space without any restrictions such as cables, restricting their movement throughout. A wireless network gives access to all applications and documents on the network from anywhere inside  the building and within the range of the wireless network signal (Small Business Trends, 2020).

Cloud  Computing
Another aspect of modern IT  is cloud computing, it is not software but is a system able to provide software as a SaaS. An example of this can be Gmail or Linkedin. Both of them are software applications which are running in the cloud and not on the user’s devices. Therefore, the software is able to be provided as a service and the cloud enables businesses and the employee online storage and access system for resources, making it very easily accessible from various devices. All of this is able to promote flexible working opportunities for the employees as well as giving them the ability to share documents and information via the internet.
Cloud storage can provide live backups of files, which reduces the possible risk of data loss due to computer malfunctions or even human error.
When these are used together, these three pieces of technology are able to equip businesses and their employees with advanced tools that can help them complete and improve workflow.
Other types of cloud storage such as iCloud or Google Drive can be used to store things such as photos or documents while allowing multiple people from the same company the ability to access these as well as editing them whenever it is necessary as well as having the ability to do so from anywhere they want.

Most Important Technologies at Work based on a survey of 535 adult internet users who are employed full-time or part-time. (January 2015).






Supporting Marketing Charts based from the Marketing Charts (2020)

Notes: Email (61%) beats everything including, internet (54%) as well as landline phones (35%) as the most important piece of technology for the working internet users, according to a recently released survey. However, in general email and the internet in general are usually considerably more important to those people with while collar jobs (Office based jobs) in comparison to those with a blue-collar employment (non-office-based jobs) with the latter mostly being dependent on landline and cell/smart phones. Overall, this study is also able to reveal that 46% of employed internet users believe that the internet has made them much more productive at work, with just 7% of them feeling that they’re less productive as a result of the internet.

About the Data: The basis of the survey was carried out including 535 adults which are employed full-time or part-time. The survey was carried out in English by the GfK Group using the Knowledge Panel, which is a nationally representative online research panel. Possible sampling errors for the subsample of the 535 working adults is + / - 4.9% at the 95% level of confidence.
Data from a report from Global Digital 2019 which was prepared by We Are Social and Hootsuite, showing that every single day there are at least a million new internet user.

[image: Digital i mobile na świecie (styczeń 2019)]	
Using the data from the Digital Around the World 2019 graph you are able to see that 4.388 billion people have access to the internet of which 3.484 billion people are active users of social media.

[image: Digital i mobile na świecie (styczeń 2019) - wzrosty]
Yearly increase in active internet user is +9.1% which is over 367 million people joining each year and from that the yearly increase in active social media users is +9.0% which is over 288 million new people actively using social media.
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From the population of people with an access to the internet 52% (3.986 billion) people have access to the internet on their mobile phones.

	The value within the digital economy is able to create many more economic opportunities. Digital data is able to be used for the development purposes and the purposes of solving societal problems. This can thus help with the improvement of economic and social outcomes and be the force for innovation and the productivity growth. Platforms are able to facilitate transactions as well as networking and other information exchanges. From the business perspective, the transformation of all the sectors and markets through the digitalisation is able to foster the production of much higher quality goods and services at reduced costs.
These technologies are very effectively reshaping the modern workplace. The arrival of smartphones, email and social media have been able to change the way that businesses and people are able to communicate with each other. 
The access to wireless communication as well as software have been able to enhance the productivity and ultimately changed the way work gets carried out.
This can very easily be seen through the increase in employees working remotely from home. Employee efficiency has also been able to improve through better use of time management.
Through the help of modern technological tools, the amount of time and effort spent on daily activities has been greatly reduced which has allowed the employees more time to be spent on developing new idea and becoming more creative.
Teleconferencing has also been easier through the use of applications such as Skype which has given businesses the ability to hold conferences and meetings at conveyance, saving money as well as dismissing the time that would have been spent on travelling. 
Emails have also provided effective and reliable communication which is delivered instantly in comparison to traditional mail. Dress codes have also been able to become more informal at work which also provides a certain level of comfort for the worker which is able to make them carry out their jobs more effectively.
	Additionally, technology within the workplace has also its disadvantages such as the loss of direct communication skills. With other technology such as phones, emails and social media replacing all types of face to face communication, which is able to decrease vital personal interactions and ultimately might lead to an unenthusiastic workplace. The author believes that direct in person communicating is vital for productivity.
With technology being constantly improved, regular upgrades can be quite daunting for some people and with that might require training to be provided to the employees.
There also exists a possible security risk from things such as hacking and the internal threats of information theft for the business, employees or even a client. The impact of the modern technology can change the way the business is conducted and is constantly reshaping the business and the workplace.
Author isn't currently working , but in previous workplace modern technology is highly relied on. 
The primary social media used within the workplace was Facebook which was used in order to build the imagine of  the company, receiving engagement from the client as well as receiving information from clients in the form of feedback.
The secondary social media used was Linkedin as well as GoldenLine which was used for the purpose of public relations or analysing growth of the company as well being used to look for possible business partners as well as new opportunities.
These social media were used as they can be accessed for free with endless possibilities of use of the social media or well as giving you a fast reaction time for replies.
Through the use of the these social medias, the businesses are able to recruit employees with the necessary qualifications.

Part2
[bookmark: _Toc53314223]Exploring the use of modern technologies and social media in own workplace generally


	Social media, enabled by the powerful and easily accessible as well as user-friendly information technology (IT) apps that have been able to spread across many organisations within all types of industries (Bernoff& Schadler, 2010; Curtis et al., 2010; Stolley, 2009). Social media has been able to spread across many aspects of organising and has been able to generate many new ways of connecting with the customers, collaborating as well as innovating (Cisco, 2010; Dunn, 2010; Wilson, Guinan, Parise, & Weinberg, 2011).In general, social media is an “internet-based application that build on the ideological and the technological foundations of Web 2.0, and that allow the creation and exchange of user-generated content” (Kaplan &Haenlein, 2010).
Some of the common social media includes blogs and microblogs, wikis, social networking sites as well as video and/or content-sharing sites (Piskorki& McCall, 2010; Vaast, Davidson, & Mattson, forth coming). Social media is able to simultaneously present itself with its own challenges as well as opportunities for organisations.
The arrival of social media within the modern workplace has been able to bring new potential increase in brand awareness as well as the ability to connect with the intended audience that you want to target.
Marketing:
	Social media marketing is able to deliver many benefits for the business, one of the key ones being advertising.
Advertising is very effective on social media and it is one of the most effective methods for advertising known in the modern world.
With the ability of targeting a select audience of people available to businesses, they are able to share their content directly to their target audience, generating traffic to their websites which ultimately will lead to an increase in sales and a profit being made. Advertising and marketing on social media is also very cost efficient/effective and is possibly one of the cheapest means of digital marketing.
Customer Service:
	Through the use of social media businesses are able to provide a high level of customer service. Through the use of direct messaging, which is available on most social networking platforms, businesses are able to offer support and advice to customers when it comes to purchases as well as any possible questions that they might have. This is also able to help businesses through diminishing costs and a general decrease in costs through the need of call centres fading out and through the replacement with online messaging systems to handle customer complaints and any queries. This will allow for faster response time which creates customer satisfaction and builds trust/reliability for the business which will lead to an increase in sales.
Communication:
	Social media can be one of the most important channels of communication for businesses, it is able to provide companies with a wide variety of opportunities to stay as close to their customers as possible. 
In addition to advertising there is also four other ways in which social media is able to promote communication in order to reach customers, these are as following:
Connections: Being able to connect with the intended audience such as the customers as opposed to just pushing sales of the product is able to promote trustworthy engagement.
Campaigns: Through the use of social media in order to broadcast a marketing campaign is a highly effective advertising strategy. The company is able to quickly interact as well as engage with the customers which allows the businesses to respond quickly in order to promote effective communication.
Image: Brand promotion as well as product promotion is able to be visualised by the customers allowing them to make faster decisions in making  purchases.
Availability: Social media is able to provide the business with an easily accessible communication that is readily available. Through this, it  enables faster responses at very convenient times to the customer, which ultimately  leads to customer satisfaction.
Information gathering:
	Social media is able to provide businesses with a very valuable opportunity to gather relevant information as well as data, this data is able to help build the marketing strategies for the business.
The collection of such data would usually include things such as: audience interaction, age range, gender as well as location which is able to provide the business with an opportunity to check for trends as well as measure engagement.
Through the use of social media, employees are able to mobilise resources as well as implement and test out  new ideas quickly and efficiently and, in bottom-up fashion (Vaast, 2010). This is able to offer the opportunity to make organisations more agile as well as responsive to any demands from the customers, which today are also equipped with the powerful social media (Gallaugher&Ransbotham, 2010). However, when it comes to management, it faces a number of possible challenges as it stands to lose many of its traditional control over what IT initiatives as well as applications have been implemented as well as used within the organisation. (Kane, Fichman, Gallaugher, & Glaser, 2009; Safko& Brake, 2009; Stolley, 2009). Many of the employees are diversely able to  impact on the organisation both internally through something such as the business culture and innovation processes; McAfee, 2006) as well as externally through the organisational image employees might project in public social networking sites; Kane et al., 2009). On the organisations part they might want to seek to encourage certain use of social media as well as limiting others which might justify the need for governance. Therefore, in this regard the organisational policies are constituted as one of the main vehicles for social media governance  available to the organisation.
Ultimately, the company’s goal is to make more money, and through the use of social media they might be able to increase revenue as well as sales.
In many cases, more than half (52%) of all social media marketers have said that social media has helped them increase their company’s sales as well as revenue.
Therefore, a company’s ultimate goal is to make more money which is able to increase through the use of social media to generate more sales and revenue.
“I think that’s a huge number for people to be reporting, given the age of social media,” stated Steve Pearson, the CEO of Friendemic, which is a company that provides online reputation as well as social media software and services. “Ten years ago, the question would have hardly made sense to most people. I feel quite confident in saying that number is growing dramatically and will continue to grow. Social media is not going anywhere.” (Clutch, 2020)
The Social Media Platforms Businesses Value


Complied in the support of the Marketing Charts, 2020
The graph shows that out of the people asked,  89% of them use Facebook as a social media platform and only 15% of them use Reddit as a social media platform.

There are also legal considerations which are required when using social media in the workplace, some of the UK laws are:
The Data Protection Act of 1988, which covers how the information about the job applicants as well as the employees can be collected, handled as well as how its used.
The Human Rights Act of 1998,which sets out the fundamental rights as well as freedoms that everyone within the UK is entitled towards. It incorporates the different rights set out within the European Convention on Human Rights (ECHR) into the domestic British law.
The Regulation of Investigatory Powers Act of 2000, which regulates the powers of the public bodies to carry out surveillance as well as investigations that cover the interception of communications 

[bookmark: _Toc53314224]Research LinkedIn and other social media platforms to enhance networking and career prospects.

	‘‘Write about what you know. The best way to be interesting is to write about what you know. If you have a deep understanding of something, talk about the challenges and issues around it.’’ (Hill & Knowlton) ‘‘Do not post material that is harassing, obscene, defamatory, libellous, threatening, hateful, or embarrassing to any person or entity. Do not post words, jokes, or comments based on an individual’s gender, sexual orientation, race, ethnicity, age, or religion.’’ (Razorfish) Guidelines that relate to What Not To Post were made more frequent and more specific than those concerning What To Post. This observation is able to again highlight that policies were more concerned with mitigating potential risks associated with the visibility and persistence as opposed to promoting them as a potential source of value for the organization.
	As a professional individual the use of social media is vital. Having an active online presence is a great wat to gain clients as well as maintaining current customers. The use of social media platforms is able to provide many ways of self-advertising as well as promotion as an employee. The use of this can be used when applying for a new job that provides the potential employers the with the need-to-know information such as the abilities and the skills needed. Furthermore leading to a much higher change of being recruited that those who might not have a social media profile.

[bookmark: _Toc53314225]Linkedin Profile.

	‘‘Build a Following: Promote yourself by finding and sharing information that will be interesting to your friends and followers and useful for them to share.’’ (AMP3)
A Linkedin profile has to look professionally as it is a business network. Linkedin even has photo guidelines which suggests that the users should upload headshots of themselves with the face taking up over 60% of the photo frame. The photo should also be relatively recent as well as being unedited in order to avoid any misleading to the potential employers when meeting face to face. The summary of the Linkedin profile should also include the abilities/skills as well as a reflection of the person’s personality, as that is one of the first things that people will see when they check your profile. Any previous job position and titles should also be stated along with a job history. Furthermore, connections should be made on the site in order to expand networking and any possible career prospects.
My personal profile on Linkedin was created in order to gain new connections and promote my personal skills while being able to develop any new career prospects.

My profile
[image: ]

Some of the possible benefits of having an Linkedin profile is to help professional individuals in promoting themselves while trying to get notices by any potential recruiters. It is able to provide the ability to branch out to make connections while establishing a professional presence.
Security on Linkedin:
Linkedin is able to provide a variety of security option ranging from being able to restrict the information you are willing to share as well as being able to restrict the people that are able to view that information.
After carrying out research on a range of other social media platforms that are available to me, I believe that Linkedin is very useful when trying to make a stride towards career prospects.
	
 Social Media within the Workplace Can Benefit a Business:
· Improvement of Workplace Communication and Collaboration. 
· Giving Employees an Important Resource. 
· Honing of self-Social Media Marketing Strategies. 
· Improvement of Job Performance and Efficiency. 
· Encouraging Professional Development. 
· Giving Everyone a Shot at Leadership. 
· Encouraging Creativity.

Conclusion
	In conclusion, technology has been extremely beneficial to as well as within the workplace and it will continue to reshape the way in which business is conducted. Social media platforms have been able to help users identify and work towards their career prospects. Technology has also been able to help in changing the definition of a workplace and has aided many people in the adoption of a different lifestyle. When it is used appropriately, businesses will able to achieve huge amounts of progress with technology within the workplace.
The COVID-19 pandemic has been able to show us how much we are able to achieve with the technology that is available to us and how helpless we would be without the use of technology in the form of online communication, video calls or even our online classes.
During the lockdown he have been able to adapt very quickly to new ways of working as well as new methods of engaging with customers, our workforce as well as the community. We are able  to see a streamlining of decisions, making the processes and the use of technology and data to increase responsiveness and planning.
[bookmark: _Toc456901523]Even after the lockdown ends people will be more engaged with the use of technology for the sake of saving time as well as money for the business as well as for the individual, through the use of home offices and giving people the ability to work from home whenever they are available.
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Appendix

The author decided to carry out personal research as well as preparing a SurveyMonkey a short questionnaire containing 10 questions about social media on the date of 16.09.2020 which asked people on Facebook the use of social media, receiving 100 responders back.

1. Do you use any social media?

From the 100 people that were asked all of them said that they use social media.

2. What social media (beside Facebook) do you use?

From the people asked 30% of them use Snapchat and only 2% of them use Whatsapp.

3. Do you have a smartphone?

From the people that were asked, only 2% said that they don't have a smartphone.


4. How much of your day ( in hours) do you spend on social media?

From the people that were asked 33% of them only spend 1-3 hours on social media.

5. What device do you use to check your social media?

From the people that were asked, 90% of them check their social media on their phones.

6. Would you be capable of switching off your device for 24 hours?

From the people that were asked, 52% of them said that they would be capable of switching off their device for 24 hours.

7. Do you use any form of Cloud Storage?

From the people that were asked, 72% of them have replied that they use some kind of cloud storage.

8. What type of cloud storage are you using?

From the people that were asked, 59% of them are using iCloud as their cloud storage.

9. Do you actively use multiple devices to check social media?

From the people that were asked, 53% of them have said that they don't use multiple devices to actively check social media.

10. Technology makes life easier. Do you agree or disagree?

From the people that were asked, 90% of them have said that technology made their life easier in some way.

When asked, "why does technology make life easier ?", these were some of the most common answers:
- Because you are able to talk to people directly and making it easier to connect to other people.
- It is very convenient
- Technology has made us addicted to itself.
- On the one hand it makes things easier but before all the technology we had better lives, spending more time together outside than using our phones.
- It is dependent of the field. 
The results of my survey indicate the growing use and acceptance of modern IT technologies by a large percentage of the population. Not only are people using these technologies but they see and appreciate their use both in the workplace and in their social lives.
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