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[bookmark: _Toc58250691][bookmark: _Toc456901517]What has been the impact of 21st Century Technologies on the modern workplace?


[bookmark: _Toc58250692]Evaluate the appropriate use of modern technologies and social media in the workplace generally 

In my workplace, we decided to go paperless meaning more modern technologies were needed. As I work for the NHS it is more important than ever now to minimise contact between staff and patients likewise to contain the spread of Covid-19. Things such as medical history questionnaires, treatment plans and consent forms are now completed using an iPad in which we call a ‘clini pad’. There is software on each tablet relevant to dental practices that store a lot more information than we could contain on paper in practice, it also has the added benefit of being protected by the cloud. 
We also use computers to have a visual record of patients’ dental anatomy, we are trained within our qualifications to use this data to make our jobs easier. We will also use mobile phones to contact patients for appointments and even send text reminders as people like to have a solid copy of an appointment via modern technology. 
In conclusion, 21st century technology has had a positive impact on the modern workplace in terms of time efficiency and economical values. The use of less paper helps reduce the carbon footprint in which we all leave, and information can be accessed with the use of a few details. I personally find, being a working mum taking on a higher education certificate, my time is very limited now and I like the fact things can be done online and with ease. 
I have been looking at the modern technologies we use in my workplace to make our day to duties run smoothly and have compelled a list.
Computers – five dental surgeries, one computer in each. These are used for clinical notes and viewing radiographs. We also have internet access to send emails/referrals etc which are backed up in a dental portal and sent through Gmail.  
Ipads – five again, one tablet in each surgery. We call these clini-pads as they contain clinical information. We have these to reduce the use of paper in the practice, thus reducing the carbon footprint helping the environment too. The tablets are linked to our storage database called Exact via google drive, and stores information such as medical history, signed consent forms and treatment plans, sent, and received referrals and patient details so we can access this information with just a few details. 
Mobile phones – Two mobile phones used in the practice, one for the reception area to contact patients via text if they are unreachable via landline and one in the office for similar use if one is being used as it is a big NHS practice. 
Laptop computer – Used to access information on the go in terms of domiciliary visits when we leave the practice. Information can be downloaded beforehand onto the computer, so we are up to date when we arrive. Also linked to cloud database Exact via google drive.
[bookmark: _Toc58250693]Explore the use of modern technologies and social media in own workplace 

In my workplace, we do not have any social media sites for means of advertising or providing information however I am very aware how they work with other businesses. Advertising over social media, for example is a big thing now days. Advertising has been boosted massively with the use of social media. There are many uses for a business to have social media sites including brand awareness, boosts sales, familiarises regular customers with stock to name a few. 
Whether it be relevant, talking about social media, it is even in my contract that I cannot post anything regarding work on social media and is a sackable offence. I tend not to access social media sites on my personal phone during working hours until my breaks as an online status will show me active. Personal phones are to be kept in our lockers until we can access them lunch times but is a great way of having a break from the digital world sometimes. 
Reference added, accessed on 18/01/2021
23 Benefits of Social Media for Business (hootsuite.com)
We have internet connection and Wi-Fi to access Exact, the cloud database for dental professionals used to store information in practice. Google drive is our main source and emails are sent through Gmail. We can access the email for things such as sending and viewing received referrals, accessing patient emails, and dealing with patients via email in general. 
We have an in-house instant messenger which will work between computers logged onto exact in practice. This is a quick and easy way of communicating when everyone is equally as busy. 

My team at work has a WhatsApp group in which the whole workplace is a part of. This is an effective way of communicating as everyone gets the message and is updated on work related issues. As there are a combined number of 22 employees altogether, conversation can spiral on occasions, so it is always useful to mute the group out of work hours due to a busy home life out of work, this suits me. We, as a team find it very effective as nothing gets missed should it be stated on the group. My manager for example will send the rota a week ahead so we all know where we are and what we are doing. Although this is good for communicating via colleagues, no personal data on patients is shared so if there is an issue in work, this is discussed between patient and manager and who ever would need to be involved, it is always kept professional.

I do find, however, having a work WhatsApp group you are obliged to be on hand 24/7 unless your phone is switched off after working hours but having a personal phone not work phone, it is not. This can be a good and a bad thing as I tend to not miss anything work related but find myself replying to messages when I am settled at home in the evening because it is easy to do so. The fact you can see when someone has read your message is another reason in which I reply as not to come across as rude or that I have not acknowledged what has been said whether it be important or non-informal.


[bookmark: _Toc58250694]How can Personal branding help YOU?

Personal branding is the conscious and intentional effort to create and influence public perception of an individual by positioning them as an authority in their industry, elevating their credibility, and differentiating themselves from the competition, to ultimately advance their career, increase their circle of influence, and have a larger impact.
Personal branding - Wikipedia – accessed 18/01/2021
The personal brands in which I use are Facebook, Instagram, and LinkedIn. I use all for different purposes and are all locked down to connections only seeing what I post as to keep safe online. Facebook for example, which I have acquired for many years, has a friend list of close friends and family only. Instagram, I have for photos only which is a great way of keeping friends and family up to date on your growing family, especially during the lockdown months as of late. I also like to follow several influencers on Instagram and enjoy cooking, so the cookery pages are a big hit. I find Instagram to be a great way of following things in which you have a passion for as there are so many things to search for and continuing to grow over the years. I particularly like the hashtag (#) as I can search for things and users who have posted similar and used the hashtag will show up in my search feed. 
I am not particularly clued up on the use of twitter as I have never felt the need to create an account, I do have friends who are connected on twitter and is useful to them however I do not feel the need to access unnecessary social media sites to keep my online presence to a minimum. While I have been looking into different social media sites such as the ones I have mentioned previously, I feel as thought twitter is a good way of keeping up to date with certain news you would follow. I know a few people I work with are on twitter for the simple reason their creche or children’s school will post pictures of tasks completed and news for parents, I think this is a great idea so for reasons such as this I would be inclined to join. I think what I find difficult with social media in general, is where to draw the line. Checking Facebook and Instagram in turn can eat up time before you know it. I tend to give myself a digital break in the evenings and take time out to do fun things with my daughter as I don’t want her to grow up glued to a screen. 

[bookmark: _Toc58250695]Your LinkedIn Profile to promote your Personal Brand

https://www.linkedin.com/in/alison-price-365970162 

I have recently joined LinkedIn and created a profile to connect with recent classmates and potential employers. There are potential benefits of using LinkedIn. By creating a professional profile, I am reaching out to tell people about my skills and abilities to do my desired job as well as my current job. I am also able to track my current progression with regards to new courses I complete, new job roles I am given and new opportunities etc. LinkedIn is a great way of connecting with likewise professionals and keeping in the loop with new connections. 


[bookmark: _Toc58250696]Evaluate the value of other social media platforms to enhance networking and career prospects

Different social media sites will have different benefits to businesses and career prospects. As I have recently joined LinkedIn I have connected with several dental nurses in the same field as myself and I was not aware before researching different personal brands of LinkedIn. I have come across several sites that have access to practice managers and other dental jobs on LinkedIn and will continue to build my professional profile. 
I am also joined to a group on Facebook which is called dental jobs wales, this is a great group in which I can investigate jobs in my area and hopefully apply to something when it arises. I personally think with the use of modern technology today, jobs are easily accessed via social media platforms. I have also personally witnessed managers looking up potential employees on social media to get a quick glimpse of the type of lifestyle they lead, social media however, can be terribly misleading. This is a huge factor to why my social media sites are completely private although I do not post much at all I would not want anything to disrupt my chances of jobs in which I have applied for and social medica can do this in some cases. 
As I have looked further into my LinkedIn profile and am learning how to navigate around it, I am adding in skills that I have which will have a positive impact on me getting closer to my dream job. Hopefully, this will make me more desirable to potential employers. I intend on connecting with more dental related profiles to increase my chances of employability and also to build up my professional profile.
Before you like, comment, or share something online use the SHARE checklist to make sure you are not contributing to the spread of harmful content:
· Source - make sure information comes from a trusted source
· Headline - always read beyond the headline
· Analyse - check the facts
· Retouched - does the image or video look as though it has been doctored?
· Error - look out for bad grammar and spelling



[bookmark: _Toc58250697]Examine the impact of Personal Branding on your own employability 

The impact in which I hope my personal brand has on my employability is that I will look desirable to potential employers. I have updated all my skills which I have acquired in my eleven years of dental nursing and made sure I have stated I am looking to expand on my knowledge in different fields should anyone wish to reach out to me or even just make a connection first off. I have realised that with research into personal branding, I can make myself appear desirable with the skills I already have and the skills I am willing to learn with effort and the use of the modern technology we have today. 
Before I investigated my social media platforms being a way of helping me with employment, I used them to stay in touch with friends and family however I have broadened my search into the dental field and am connecting with more professional sites on Facebook and Instagram as well as LinkedIn. 
I have now edited my profile on both Facebook and Instagram to show that I am a qualified dental nurse in Swansea with a few desirable courses I have acquired, however not as much as on my LinkedIn profile as this one is solely my professional social media platform. 
I am confident that with the information I have provided, I am potentially desirable to a practice willing to take on a practice manager willing to learn new skills with a lot of experience already. I am willing to put in the hard work of searching and applying and hopefully get myself some interviews if even for the purpose of experience.
Although I have talked about the impact social media can have with regards to personal branding to appear more employable, there can be downfalls to being so ‘online’. We are part of a society which revolves around modern technology, phones, laptop computers, Wi-Fi, cloud and from a young age too. There does not seem to be an off button for communications online now days and people are very responsive to messages whether it be via social media or WhatsApp etc. This is where the will power to switch off comes into play. I have been guilty of bringing work issues home and discussing plans for the following day with colleagues when I am at home but it is not something I allow all the time now, no matter how busy work gets. 



[bookmark: _Toc58250698]Discuss personal and professional security and safety online.

From a young age, I have always been taught the importance of being safe online. I have passwords to protect my personal information on my personal computer and do not use them for things such as banking and payment details. I have strong password which I change on a regular basis as not to become complacent or lack a sense of security whilst online. I tend not to log into any personal information on public computers such as emails, social media etc as I have an updated security and anti-spyware software on my personal computer.
It is important to protect ourselves online now more than ever as there as so many ways in which our personal data can affect our day to day lives. If an internet hacker were able to access personal information carelessly left unprotected, they could have access to banking, social media, emails etc, the internet can be a dangerous place. It also helps to have alerts set up for internet banking. An instant alert is sent to me after every instant transaction even if its one made by myself, this way I can track what I am spending, where I am spending and on what I am spending. 
It is important to be wary of emails which could contain harmful viruses as well as there are plenty going around from different sources claiming they are someone they are not. Ways in which to weed out the bad emails are looking for things such as poor grammar, spelling mistakes, slight difference in brand logo and impersonal greetings like ‘hello customer’ and not a recuring email which will usually use your personal name. 
‘’The coronavirus (COVID-19) outbreak has impacted everyone’s daily lives. More people are working from home, looking after children, and spending time online.
Now more than ever, it is important for everyone to know how to stay connected, stay safe online, check the facts and remember to take a break’’.
I decided to have a little look how safety online has been practiced as more and more people are working from home during the pandemic, I feel as though this is a relevant and up to date topic to discuss as I have had to update the software on my personal computer for it to cope with the security needed to access my work database which contains a lot of personal information. I am confident that the information in which I access at home is safe as I must enter a password to gain access and will lock within ten minutes inactive meaning I have to re enter my password. 
It is important to use the spam filter on emails as this can also help determine whether something is genuine or not. Quite often I have almost been caught out with emails from places such as DVLA for example stating my car is out of tax which was quite worrying. I quickly realised this was spam as I had not long taxed my car and made the payment directly to the DVLA, but should it have been a while since I initially taxed my car I may have doubted myself. I also researched into emails from the DVLA and had several sites stating they do not email they will contact you via mail if anything, this was also reassuring as I imagine it has proved useful to several people. 
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