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

Looking back at working environments from 2000 to the current year (2021), there have been enormous changes. One of the biggest changes is how individuals work. 
An article in Bizfluent (2017) charts the history of computers in the workplace from the very first US government use in the 1930s, through the 1970s and up to the present.
 In 1975, the microcomputer (PC) began to analyse business data for small businesses.   To fast forward in time to the 1980-90s, it was realised that, in fact, computers could have substantial uses and could make the working environment a lot easier. 
So, gone were the tedious typewriters and in came the new computers. Companies would start to send their employees on courses to learn all the skills needed to work with the new piece of kit they would have in the office. The 90s were a fast decade when it came to the computer. There were always new things that businesses could use. Windows 3.1 was developed for the sole use of sharing data. 
“Computer training institutes such as Computer-Prep began to develop courses in microcomputer technology to teach skills for use of Windows in the workplace” (Bizfluent, 2017) 
That’s when the 2000s came and hit everyone with the internet. With the internet people feared that their careers would go down the drain as companies might not have needed them. However, that couldn’t have been more wrong. It created more careers than it might have lost. The internet hasn’t stopped growing since the late 90s to the current day. The majority of companies ask for individuals to apply via an online form, rather than to phone in through an advertisement in a newspaper. To have your CV available you need an online pdf version for companies to see. The internet has created an easier way of life for everyone, and that is so very true when it comes to COVID-19, everyone had to stay at home to keep themselves safe. “Of those who did some work from home, 86.0% did so as a result of the coronavirus (COVID-19) pandemic” (Alastair, 2020) 
These statistics are very high, but in order to work from home that 86% needed a computer or phone to work from. People from the 21st century have adapted themselves to become tech savvy. Each company and business have different needs, and that reflects on modern day technology as well. 
For the company I work for they have different departments which have different requirements.  I work for a tourist destination which the primary objective is to bring visitors in. The botanic garden has its very own Facebook, Twitter and Instagram page which advertises things such as the plants that we grow and the food we have on offer in the café there. That is the department I work in, and we have a few uses from modern day technologies. We use windows computer systems for logging data such as the money intake. 
We as a company do not want to over complicate the use of technology as there is so many members of staff that require different things from technology that a much larger system wouldn’t work well with us. The primary use of technology is for the use of the media department where they take photos and edit them on editing software, and then publish them on social media for the public to see.  
The café department requires some software that other do not need. We use a system which is called Planglow. This system is built for the use of creating labels for the food items we sell in the café. It is also the law for us to label allergens on food items as many have allergies. We benefit greatly from this software as it is an easier option rather than writing down all ingredients down. It would also take double the time. For our data storing we use a software called Access Gamma, which many other companies use. The brilliant thing about access gamma is that we can share relevant information to other departments through a simple email. No need for fussy paperwork, all of the information is stored safety on the computers we have. We have also ensured that only a certain amount of people have access to the data, as not all members of staff need it. 
We currently use modern touch screen tills in the café. A person is allocated a log in number. This system is called EPOS. It is great whenever we are busy during peak times. We take the order on the tills, and the order goes straight to the kitchen so there isn’t any need for faffing about with new orders. However, sometimes the system crashes and causes us problems. We are looking at having better Wi-Fi in the workplace so that it has a faster connection to these tills.  

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

Social media has its benefits for a company such as us, however it does have its disadvantages as well. Many of these networks have the opportunity to give a reviews for individuals who have visited the attraction and give their honest thoughts behind the place. It is a great thing, however a lot of the time they can give reviews with a negative light to it. I have added a link in the references to show the variety of reviews that we get on a day to day basis.(Garden of Wales, 2021) 
Reviews give visitors an oversight as what they would expect in the gardens. The majority of the reviews are great, however, if an individual sees a bad review it can give them doubts about coming at all. Majority of people wouldn’t go to a restaurant with the rating being a one star. There are things such as cleanliness and the food itself to think about before you’re something. 
Social media is huge. You have all these different platforms that enable workplaces to gain recognition. Since COVID-19 has had a detrimental effect to some businesses, it has also given opportunities for smaller ones to grow. In my workplace we have a gift shop that sells an arrange of different things. Before the pandemic, we only sold these things to our visitors. We had to arrange a way to sell these products even though we were closed. We sold a whole stock of Welsh honey and chocolate online to people who were regulars, to make them feel a sense that they were still in the gardens.  However, it doesn’t stop anyone to buy them, if you have or haven’t been to the gardens before, there is nothing stopping you from buying them. This link will send you directly to the shop to see all the products that are up for grab. https://botanicgarden.wales/siop/
As the gardens is quite a secluded area, a lot of the time people pass it to go to other destinations. We find that the majority of our members and visitors use the internet to see what attractions there are. Having a brilliant marketing team has enabled the garden to gain more visitors throughout the years. We have different people for different things that include the use of social media. We have a translator for using the welsh language for the posts we share on social media. We also have a professional photographer that takes outstanding pictures that not our mobile phones can take. To capture such a beautiful place, there needs to be an outstanding team behind it. 	
[bookmark: _Toc58250694]How can Personal branding help YOU?

The internet is great, and most would agree with that. However, when you type your very own name in Google, does it show the true version of yourself? Majority of the time it’ll show your previous pictures on different websites such as Facebook and Twitter. A lot of people use these platforms for different things, most would be to socialise with friends. The people you are most close to. However, there are some things better kept private. But once something is out in the internet, a lot of the time it’ll never leave. 
Having a personal brand is a no brainer. When it comes to applying for future careers, a lot of these businesses will see what you have been up to online to see your true colours. C.V’s do not show these things, that is why having a professional brand on LinkedIn is the golden nugget to opportunities in the future. 
Below is my LinkedIn profile. There are things on my profile which I would not put into a C.V. “According to a 2018 CareerBuilder survey, 70% of employers use social media to screen candidates during the hiring process, and 43% of employers use social media to check on current employees” (Caroline, 2019). 
These numbers are so high and that is why it is so important to ensure that a good personal brand is essential in all workplaces. This will ensure that companies show who they have working for them, and that employees and employers have the same understanding in professional use of social media. 
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LinkedIn isn’t the only social media platform you can use for your personal brand. Twitter, Facebook and Instagram can also replicate good branding. One thing that is vital is that all these platforms show the exact same person throughout. A lot of the time, people display what they want you to see, and that is so very true when it comes to personal branding. The Christy I display on my Facebook account can be a completely different person to the one I show on my LinkedIn account. 
In these platforms you have the power what to show and tell. Instagram and Twitter are quite similar in ways. You can display a picture of yourself and then a little section of what you want to say. These things can be as simple as a quote that you like, or, the things you like to do. In my LinkedIn profile I have given a lot about my career and personal hobbies. However, you can hardly see any pictures of my workplace in platforms such as Instagram and Facebook. I have set these platforms so that they are private for myself. I believe some things are better kept to myself. Future employers wouldn’t care less to see my recent pictures of my walk down the beach. However as long as my LinkedIn profile matches my C.V it is a perfect way for future employers to see a different side of myself online. 

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

I have always had an understanding in that whatever you put on social media can have repercussions to it. I have always set my accounts to be private. This is simply because I know through the grape vine that pictures and things said on these platforms have affects to them. My sister was a newly graduated student and was looking for her first career as a teacher. So, she looked online on websites such as Indeed and found the perfect job in a school which was only minutes away. She didn’t have the career for one fact. That she didn’t present herself in a manner online as she did in her interview and C.V. 
When my current career was advertised, I made my Instagram account open to public to see.  During the interviewing process they praised my online appearances. There are pictures such as the different food I had made, and the latte art coffees I made in previous cafes I worked in on there. One of the reasons I was employed by Botanic Garden of Wales was my passion for food and drink. I have taught fellow work colleagues the skills I have learned through the years in previous careers, and these skills were shown on my Instagram page. 
I have made sure that all these platforms stay relevant in my career. I have ensured that I put on my profiles that I am a student in the Skills for the Workplace course. For future and present employers, I want to show them that I am constantly thinking about ways to better myself. This shows willingness to learn, and I believe that to be a great thing to show off. 

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

However, there are always negatives to a positive. That is so very relevant to the use of modern-day technologies. As said previously, there are some things in life we wish to keep private. Things such as pictures and personal information. Platforms such as WhatsApp requires your personal phone number. This is a way for people to contact you. Facebook and WhatsApp are under the same ownership. They have released that there will be a new update for users that requires Facebook to take all the information from WhatsApp to be shared with Facebook. Meaning that your phone number will be shared onto Facebook. Many users aren’t happy with this new information, and have thought about moving to a different platform rather than WhatsApp (Anthony, 2021) 
Data protection is now more than ever so very important. The internet is so very wide and vast that you can almost google anything these days and something is bound to turn up on your search feed. Businesses need a lot of information from you. Things such as your full name, address, and even your bank details in order for you to get paid. These things are private and need to stay with relevant people. 
That is why there is a law for this. It is named the Data Protection Act 2018. This act is so very important, and we use it every day without knowing. If you are fortunate enough to be working, your employers require information from you. This act ensures that the information shared is used fairly and confidently. If this law isn’t used correctly there can be consequences. Consequences such as fines and sometimes prison sentence (Gov, 2018). 
These laws are used with social media, the internet in general and in our workplaces. It is a mandatory law that everyone needs to abide by. If it isn’t used in a professional manner in the workplace it needs to be reported imminently. 
Data protection is vital for yourself and your safety. We use passwords for our social media platforms to ensure that the data you have stored on them are for your eyes only. On mobile phones we have passwords and even face recognition to ensure that nobody can possibly access your mobile phone.  
A lot of people agree and disagree that the internet has been a blessing. To see both sides of the coin, the internet and social media have created many opportunities in life and the workplace. It enhances us to talk to family that might live far away, it might also create careers for you. In the 80’s there wasn’t a career role such as the “Instagram influencer”. It enables so many businesses to manage their finances and staff, whereas if there weren’t any modern-day technologies used, we would have double the amount of staff and double the amount of work used. The internet has been a wonderful way to get noticed for future careers. Since creating my LinkedIn account I have had an opportunity to apply for a role that I would never imagine to work for, so there is always opportunities ahead. 
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