[image: ]  
  
[image: ]  
  






Table of Contents  
[bookmark: _GoBack]

3 Introduction

3  What has been the impact of 21s​ t​ Century Technologies on the modern workplace? 
5  Evaluate the appropriate use of modern technologies and social media in the workplace generally

7  Explore the use of modern technologies and social media in own workplace	 

9  How can Personal branding help YOU?	 

11  Your LinkedIn Profile to promote your Personal Brand	 

13  Evaluate the value of other social media platforms to enhance networking and career prospects	 
14  Examine the impact of Personal Branding on your own employability 

15  Discuss personal and professional security and safety online. 

17  Conclusion

18  References 

  
  
  
    
  
  
  
  
  
  
  
  
  
  



Introduction
This report will examine the impact of modern technology in the workplace it will evaluate the how personal branding can affect employability and examine the use of social media to network and promote yourself effectively. We will finally discuss internet safety. 



What has been the impact of 21st​ ​ Century Technologies on the modern workplace?  
  
Modern technologies have drastically changed over the past few decades (Brown et al, 2009). In the 1960’s there was very little technology. In the early 1970’s, more technology was beginning to be introduced, such as email. The laptop and the first mobile were invented in the 1980’s which allowed companies to expand geographically. They could now promote themselves globally and communicate with colleagues across the world.   

In 1989, the world wide web was introduced which gave companies even more opportunities to expand and communicate. In the twenty-first century, technology has evolved at a rapid pace with smartphones and smart tablets at the forefront of this revolution. These technological advances have allowed the modern workplace to work more efficiently, communicate better and easily promote themselves.   

Laptops have since replaced fax machines and typewriters. They are much more efficient and are portable. Thus, giving employees the freedom and flexibility to work from home. Fax machines restricted communication in the workplace. Through the introduction of laptops and instant messaging communication is much freer flowing and can be done in any location.  The introduction of cloud storage, in the twenty-first century, has had a massive impact on the workplace. It is a hard drive that allows companies to store files. These files can then be accessed by the whole company. By using cloud-based software it allows work teams in various locations around the world to share documents without the need to email one another. This allows employees to be able to share documents, pictures, and files. It improves the sharing of information and enables companies to react more quickly to upcoming business opportunities.   

A recent study compared all the different cloud storage software available. It found that the best cloud storage was google drive (Casserly, 2020). This was due to it being much easier than its competitors. It is also much more affordable. It provides 15GB of free storage, as well as unlimited photo storage.  
Previously, companies needed to save information on to a CD ROM or a general data base. This meant that if you did not have these in your possession, you were not able to access them. For example, it would have been impossible for a remote worker to access customer accounts in their home. This has had a significant impact on the way companies work as they are now a lot more flexible.   
  
  
   























Evaluate the appropriate use of modern technologies and social media in the workplace.   
  
  
There are many ways in which modern technologies positively impact the workplace. The use of laptops gives us instant access to any information we may need. We are also able to communicate in any location with laptops, because of social media. Employees now have the choice to control their working environments and work remotely. This would not be possible without the creation of laptops in the twenty-first century.  
 
Through these social media applications, companies can build relationships with customers, promote themselves and analyse their competitors. Colleagues can also communicate through social medias, making for a happier working environment. Comparatively, a disadvantage of laptops is that they are not always reliable. If your laptop breaks it could be weeks until you are able to use it again. This would, in turn, restrict you from working. It is important for workplaces to have secondary options for their employees should technology fail, such as monitors, computers, or admin jobs.  

Likewise, the creation of smartphones has had a positive impact upon communication in the workplace. People can access a hub of information instantly. Smartphones also allow you to chat with peers, colleagues, and friends. This, again, makes the office a happier place to work. By building rapport with colleagues, employees will feel much more comfortable in the office and be more encouraged to join in team-working activities. However, a disadvantage of smartphones is that it can cause distractions. This could lead to deficient performance in work or mistakes being made.   

Companies now have access to various software's to help aid their employees in their daily tasks. The main software used is Microsoft. Most companies have company emails to communicate with one another, and Microsoft Outlook is usually this mode of communication. Microsoft Word is used for employees to note down information on customers, create daily task lists and write journals.   

However, a downside to these software's is that they are quite costly. The cheapest Microsoft package is around £60. This means that companies would have to buy the software for each employee so that they have access to the correct information. This would have a monetary impact on companies.   
  
The use of social media has evolved throughout the twenty-first century. Twitter, Facebook, and Instagram can now be used to network rather than to post updates and photos. Companies can also recruit and screen potential employees by checking profiles on social media platforms.   

Social media applications also allow you to make new connections and communicate with your colleagues. However, a disadvantage of social media is that it must be checked. It is easy to obtain other people’s personal information, so it does need to be heavily regulated. Therefore in 2018, Government passed the GDPR and Data Protection Laws. This was created to ensure that users were safe and protected when using the internet.   
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  











Explore the use of modern technologies and social media in own workplace.    
   
I am currently employed by Companies House. It is a Government lead organization that administrates 4.3 million companies. We can dissolve limited companies, as well as create them. Without this, companies would be left to their own devices and would not be held accountable for any of their wrong doings.   

We keep companies up to date on filing requirements by sending letters in the post and by email. We generate the letters on our computers, which are then automatically printed for the admin department to post them. This has been beneficial in my workplace. Customers can now contact us and not wait long for an agent to speak to them. Previously, we would have to complete the admin tasks by hand and, therefore, limited what we could do for our customers.  

At Companies House, we use two main online platforms. One is a beta site and the other is web filing where companies can register or dissolve their businesses. This is extremely helpful, and again, limits how much admin an agent does. By allowing the customer to be able to complete their own documentation, we are not having to do this by hand. Previously, we would have had to arrange meetings with customers and take all their details down on paper. With the introduction of telephones and computers, this can now be done whilst the customer is at home. 

Additionally, on this beta site, Web check site companies can access their details, view their filing history, and see any outstanding filing requirements.  This platform gives them the option to order any certified documents and certificates of incorporation and pay for the service online. Thus, giving company owners the freedom to manage their companies independently.   
  
Despite these technological advances, Companies House does still use old applications which restrict what we can do and see as agents. A vast majority of forms and archived information can still not be processed or uploaded online. On average, this causes a very high number of documents to be sent into the office daily. Somebody from the admin department then needs to post these directly to the company owner. This is a very old fashion way and very time consuming. It would be much easier if we had scanners that would automatically scan all documentation received onto our computers.   
  
  
  
The creation of cloud storage has had a massive impact on my company. We used to use filing systems which were very outdated and time consuming. However, employees can now access a hub of information from their desk. It is crucial in a call centre for the agent to be able to instantly access the customers information. With the use of cloud storage, and other online filing applications, this has been made possible.   
  
Previously, companies would have to post documentation that we requested. They can now do this via email or our online website. They will be sent an authentication code to access their files. This security measure is to ensure that the person trying to access the information is eligible to. 

They can also file their annual accounts and confirmation statements and make any changes to the companies details online quickly and efficiently. Our online website prevents companies’ documents being received by Companies House past their deadline, resulting in a penalty fine. Customers now have the freedom to make their own decisions, making it simpler for call centre agents to deal with complaints regarding this matter.  
  
Throughout the Global Pandemic of 2020, we have used Microsoft Teams a lot. We communicate with one another via instant messaging and video chatting. This helps us to stay connected whilst working from home. It also makes resolving queries and concerns a lot quicker. Rather than waiting in a queue to contact the office, we can send an instant message to our colleagues and await a response. This limits the need for us to waste time on the phone, where we can be doing something constructive.   
   
Companies House also has a Facebook and Twitter page. On these pages customers can contact us and make any queries. However, the primary use of these social medias is to keep customers up to date with our services. This ensures that the customer is engaged in the development of their company and is involved in our processes. We have also previously used social media to promote new job opportunities. Through social media we can reach a larger audience and attract new employees.   
  
  
  
  
  
  
The use of modern technology has been crucial during these very uncertain times.

Without the internet and social media staff would not be able to work from home and it would cause essential workers to come to a standstill. Companies House equip me with an office chair, monitor, keyboard, and headset so that I was able to work from home. By doing this, Companies House have ensured that their employees are still working, and their customers queries are still being answered during these unprecedented times. However, technology does also have it downsides by working from home it is sometimes difficult to complete work efficiently due to things like internet issues and childcare distractions.   
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 How can Personal branding help YOU?   
   
Personal branding   
A personal brand can help to build more trust between your business colleagues and clients alike. It can boost reputation and motivate others to want to do business with you. It is crucial that you make a good first impression. You can do this by showing expertise, personality, and experience. 

To have a good personal brand you need to discover who you are and what stimulates you. You can assess your strengths and weaknesses by completing a SWOT (Strengths Weaknesses Opportunities and Threats) analysis. This can help you highlight your unique character traits to offer potential employers. By having an active online presence, it can help you secure a better job role and stand out from the crowd.   

A personal brand is meant to demonstrate the difference you can bring to an industry or business by displaying your unique quality, experience, and presentation. People with strong personal brands get noticed because they share their passion for what they do in a way that is relevant to the people they want to serve. (Dalla-Camina, 2016). You want to be unique and stand out from the crowd. Employers like to have unique people working for them so that there are more ideas and personalities in the office.   
   
In a survey, it was found that 89% of human resources and recruiting professionals used LinkedIn to hire job applicants (Shepherd, 2013). This shows how important it is for companies to use online sites to advertise job vacancies. It also highlights the important of having a social media presence. You can promote yourself through social medias, such as LinkedIn. On LinkedIn you can tailor your profile to the job you are seeking. This helps prospective employers to know that you are the correct candidate for the job.  
  
  
By using social media to promote your personal brand you can reach many employers. Previously, if you wanted a job you would have to give your handwritten CV into a reception or office and ask them if there were any job vacancies. This method was extremely time consuming. Contrasted with the use of social medias now, it is much easier to promote yourself and find a new occupation (Kaplan & Haenlein, 2010). As Demers states, “if content is the fuel for your personal brand, social media is the engine (Kevan, 2015).   
  
  
In summary, it is clear how much an affect technology has had on personal branding. You can develop yourself, if you have a clear understanding of who you are and where you want to be. (Labreque  et al., 2011) believes there will be much more of a need for social media presence in the future (2011). This shows how important it is to be online and portray yourself positively online for prospective employers. So, whatever you think of personal branding and social media, they are both clearly central to the way we promote ourselves and seek out new employment opportunities. Therefore, you are at a distinct disadvantage by not having a strong brand with a presence on social media.   
   
  
  
  
  
  
  
  
   
  
  
  















Your LinkedIn Profile to promote your Personal Brand
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I have not used a background photograph as I want potential employers to focus on my main photograph and about me section and want to keep my options open without focusing on a field of work. My main photo highlights the professional me I am always busy and a very bubbly and happy character by showing me smiling makes me seem friendly and approachable. 
  
The next part represents what I am currently doing allowing potential employers an idea of my occupation and shows I am currently working in the customer service sector. My about me section is a direct short snippet of my resume. I have explained what industry I work in and how I am currently working to better myself giving companies an understanding where I am and what I am trying to accomplish for my future.   
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
   
Evaluate the value of other social media platforms to enhance networking and career prospects   
  
A large part of the global population is now connected in online social networking whilst many users will connect for leisure purposes or to speak to loved ones it has also become a powerful recruitment tool becoming more popular with employers searching for potential candidates a massive 94% of employers use social media to promote vacancies (Landers & Schmidt, 2016). This platform can be used to advertise job opportunities and conduct background checks to confirm a candidate’s qualifications.   
  
LinkedIn is viewed by most employers when they are looking to recruit, however it is important to have an online presence on other social media platforms like Facebook, twitter, and Instagram this would widen your scope for job vacancies giving you more access to companies that are advertising rather than seeking applicants on LinkedIn.   

Other online platforms such as indeed and jobsite are beneficial as they seek employment for you based on your current skillset and qualifications and emails you and keeps you informed of any new or current jobs always keeping you in the loop.  

Twitter can be used to follow organizations and research companies and job roles it allows to retweet strategically and attract attention from influencers who may be in the same field of work your looking for or they can network you with right person.   
Instagram offers a slightly different opportunity as users that have a large following can be approached by companies to advertise their products for a fee or to promote their items to increase their popularity.   
  
  
  
  
  
  
  
  
  
  
  
  Examine the impact of Personal Branding on your own employability    

Personal branding on your own employability is important as you are online allowing potential employers to match you to their job positions. By showing my experience attitude and skills it allows me to be visible on a social media platform so employers can find you, instead of you having to find employers.   

This means you can be offered jobs that you may not have seen advertised as the employer is contacting you. If you have a good online reputation and image it can dramatically boost your employability for the right type of job as employers can see your unique selling points which may not be apparent on a job application form.  Therefore, personal branding is an ongoing endeavour Your resume along is not always enough in today's social connected society. 

Those that continue to build their personal brand will build stronger networks and have a considerable number of opportunities. This in turn will have a positive impact on your own employability. 

I currently work in an office-based environment, so it is important to dress in a smart way as we have a formal dress code this is crucial with employability because people form an opinion of you with the first few seconds of meeting you (Wargo, 2006). 

I must always remain professional and not express my personal opinions. It's vital moving forward that you do not promote any negative or political views on your social media as this could damage your personal brand and could prevent future employers from hiring you. (CareerBuilder, 2014).
  
  
  
   
  







Discuss personal and professional security and safety online.  

There are a lot of risk involved with security when details are online both professionally and personally. Date protection is about ensuring that people can trust you to use their data fairly and responsibly. 

We do however have to monitor and protect sensitive information as access to personal information is very easy to acquire it does need to be heavily regulated. There are certain laws in place for this to protect private information such as GDPR. 
  
So, we really need to know how to stay safe we can do this by making sure our virus checker is up to date and being cautious with emails especially from a suspicious or unknown source. 

A lot of companies will use encryption which converts sensitive data into a format that unauthorized people cannot access. All sensitive, confidential, and personal data must be stored securely. Another way of keeping information secure is by using a password this is a very secure feature by using a username and password to access information online its stops other people from accessing information they are not authorized to view.  
  
Other threats are online fraud and identify theft.  From time to time, you may receive unsolicited emails and texts from third party that try to get personal information from you. They may claim they are your bank or that your computer has a virus this is known as phishing, so you need to be aware and never respond to request for personal information and keep yourself safe online.  
  
Identify theft is a lot more common now with so much information being available online. Hackers try to steal identity in order to make purchases with your details for themselves. Again, you can avoid this from happening by keeping your information safe for example shredding any personal data like bank information and making sure any websites used are displaying the padlock icon with a legit website address.   
 










Conclusion

In conclusion, it is clear to see that the workplace has dramatically changed with the increase of technology. To maximise one’s employability, you must develop a strong online brand. 

This brand must be consistent and highlight your unique selling points whilst being kept free from unprofessional posts and images that could work against you.

A regular online presence on social media platforms such as LinkedIn, Facebook, Twitter and Instagram will increase your opportunities for employment and keep you up to date of available positions.
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