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[bookmark: _Toc85405991][bookmark: _Toc456901517]What has been the impact of 21st Century Technologies on the modern workplace?
21st century technologies have made an impact in the workplace with machines, new programs, software which help aid any business and employees. Machines e.g., computers are one of the most used it is designed to adapt to any task given. Software were companies with telecommunication use high- tech system on phones to develop efficiency and speed. (Deloitte, 2011). Workplace has now high-tech mobile apps, laptops, email all these are key part of a thriving workplace. Resent studies has shown that due to the out break of covid 19 pandemic. Most of normal things an individual did have to quickly adapt with the new changes with everything going online one was online learning, this was challenging for anyone that was new to this but with time it was the only option. Thus, modern technologies has to be most used in the 21st century. (BestCompaniesAZ, 2020)

[bookmark: _Toc85405992]Evaluate the appropriate use of modern technologies and social media in the workplace generally 
Modern workplace has now all the high-tech devices with mobile apps, laptops, Emails all these are key part for a thriving workplace. Businesses acknowledged that by offering where needed laptops to staff they can work from home or office. Easy to use Apps that are only designed for managers, e.g., wave where one can keep track of bookkeeping and other financial aspects or for employees to manage timetable and banking. (Spence, 2017). Platforms like WhatsApp where co-workers can make a group chat and interact, with the boss or another member of staff with a voice message, group call or a text message. With WhatsApp manager can video call with employees WhatsApp is agnostic platform meaning it can be used from most devices that are different make phones, laptop, tablet (Dove, 2019). Another social media is Facebook it allows the user to open an account and can post videos, music, pictures, the account holder can send friend request to people and accept them too. With Facebook managers when taking interviews can ask to see the applicant’s profile to have a picture of what person they might be interviewing. (Guerin, 2017).

	






[bookmark: _Toc85405993]Explore the use of modern technologies and social media in own workplace
Most of the technologies used in the workplace here in a home catering is the mobile phone taking most of the orders by phone it makes it easy to communicate and understand when receiving a message, it is clear to read and to reply and with social media e.g., face book, posting pictures daily, and story’s help with new orders. (Webwise, 2018). Email is another electronic mail that is used send messages, pictures, it is fast and easy to use having the need to send invoice to clients daily this tool is handy in the workplace. (Yasir et al., n.d.). WhatsApp is most used at home catering it is free to use only need is Wi-Fi connection or mobile data to send message or voice note or even a video call to reach customers. (What is E-mail, 2019) WhatsApp has acceptable security with end-to-end encryption meaning only the sender and receiver can see or read the message. This app does not store any personal data or can read any message. (Dove, 2019) Therefor face Book and WhatsApp is appropriate social media to use in the workplace. Both Facebook and WhatsApp are safe to use giving the user the control over what they can share and gives the freedom to add any   contents they have in their contacts. (Webwise, 2018).



[bookmark: _Toc85405994]How can Personal branding help YOU?
Personal branding can help me find out who I am that reflects me as a person and my professional identification. It can help me understand my strength and weakness any skills I might have. By identifying traits and skills this will help me shape a personal brand. I first must determine who I want to reach leaders, a company, or even an individual this will help me explain myself better and aim for the desired audience. In other words when building my profile LinkedIn is a social media that serves as a professional platform when I start to frame my LinkedIn account, I should consider how I will advertise myself staring with my skills and training and any experience I have. Building a personal band on LinkedIn might not mean It guarantees a job immediately but doing so will help me draw the attention of other employers this will slowly shape my personal branding. (Northeastern University Graduate Programs, 2019).

[bookmark: _Toc85405995]Your LinkedIn Profile to promote your Personal Brand
My LinkedIn account as of this moment needs more to promote. As I have not been in work in a long time outside of home because I am a home catering that sells Indian savoury service that only delivers and pick up and now currently studying. Thus, with the experience I have as a cashier and a cook I have had a few job alerts. I am a hard-working person and can multi- task. Good at time keeping. As of the moment I am   completing my skill for the work place level 4.Moreover I can be flexible and can time management well.




[bookmark: _Toc85405996]Evaluate the value of other social media platforms to enhance networking and career prospects
Other social media like twitter has a lot of benefits to enhance anyone’s networking with others that want to have connections and likes to express ideas and draw attention to others. Twitter at present has 280 characters giving more capacity. Anyone that has a twitter account can learn the nature of twitters system where one can know in real time the areas they are in interest. Furthermore, can share message, Images, also can comment and be part of any existing conversation around the globe that can be extend beyond people that one can know or not. (Sreenivasan, n.d.). Instagram is about photos, videos, Caption. Anyone that has an Instagram account knows how visual content is important to network and influence adding a hashtag and @ sign at the end of sentence can make people discover anyone that is networking. If job hunting on Instagram, it is important to interact by following and listen to relevant companies and learn about them so that they can follow back. (Sreenivasan, n.d.).
[bookmark: _Toc85405997]Examine the impact of Personal Branding on your own employability 
Personal branding is something relatively new foe me. As I started to explore personal branding, I discovered that with having a personal Branding it will give me a greater chance for my career. (Orlic, 2016). Growing results show that social media is main factor to personal branding in the 21st century interacting with the relevant social platform can help me with future progress on my personal branding. (Karaduman, 2013).
[bookmark: _Toc85405998]Discuss personal and professional security and safety online.
when using a smart phone e.g., iPhone, googles Android phones for text message or social media, or to send an email, surf the net the software allows the user to do all this, but they also store huge amount of the user’s information. (Freedman, 2011). They hold a history of web site the user has visited lately. Now all smart phones have a note pad features which most use to keep up with daily chores or record any information that should be kept private. Thus, smart phone is unique there for if lost and get into the wrong hands can be a danger this can lead to others to get hold of data and information of the phone holder. The safest way to keep data on a smart phone protected is by using passwords and pin on one’s smart phones. (Freedman, 2011). Safety online in other words is to act accordingly to stay safe online. The other name for this is e-safety, or cyber safety. Being safe online means protecting oneself and another from online risks and harm which may put someone into a situation that can lead to loss of danger that can lead to mental health and wellbeing or Evan unsafe communication. (swgfl.org.uk, n.d.). Having internet security is important this will help from hackers not get into anyone’s computer or smart phone. Internet security is like an extra pair of armour it helps stay protected. With a security software it helps the device from a lot of damaging viruses that are ready to attack any time if left with out software security any device is vulnerable and exposed to damage. (Safer Internet Centre, 2019) 
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