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Executive summary
This report have focused on the digital skills in the hiring process. The definition of digital skills and some examples have been introduced elaboratively in this report. Types of a few digital recruitment tools which are being used in job places have been mentioned in this section. These tools are comprised of mainly job sites, job marketing initiatives, human resource software used as applicant tracker, human resource analytics, and the flexible working app-gig which have been discussed in this report. The process in which pandemic COVID-19 has increased the role of technology in the workplace has been included. This report contains some benefits and limitations of the use of technologies during the recruitment process.
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[bookmark: _gjdgxs]Introduction
Digital skill is a very remarkable skill in the workplace in the developing digital world. These skills have a huge positive impact on the work area. These skills also have some drawbacks for those who are not too familiar with the digital world. According to UNESCO, Digital skills are defined as they encompassing the ability to use digital applications, communication applications, and networks to direct and access information. They allow people to create as well as share the content for improving communication power and accessing immediate collaboration with each other all over the world. This skill is also composed of some core skills such as communication skills, and problem-solving skills. Digital skills enable us to give informative data which is a prime requirement in the workplace. Examples of some essential digital skills- Data handling and data entry, coding, email process, data analysis, programming, and app development (Adams, 2022). This report will focus on the types of digital technology which have been used usually in job places. The advantages of using digital technology and its drawbacks will be mentioned in this report. This report will also be based on the way in which the COVID-19 Pandemic has raised the role of digital technology in the workplace. 


[bookmark: _30j0zll]Types of Digital Technology used in job places
Digital recruitment tools are the source of the modern talent acquisition process. Digital technology is the right process for the selection of the right talent. Some types are used in the process of hiring.  They are mentioned as follows:
1. Job sites
Some job boards or job sites such as Indeed.com, Reed.co.uk, Snaphunt,  Totaljobs.com, Monster,and Google for Jobs, have been used spontaneously in the past decade while applicants are searching and applying for jobs. In the current scenario, nearly 41% of recent hires found their current engagement through job boards. These essential sites and job search engines depend on algorithms to connect candidates with jobs that are suitable for their skills and requirements. Though they have been used for several years, these sites are only becoming more familiar to applicants to meet their relevant job criteria nowadays (O'Connor, 2020).
2. Job Marketing initiatives
According to a report by MRINetwork, more than 90% of the job market is applicant, not employer-driven. In the current situation, candidates have the power to reject the inappropriate offer letter and to avoid applying to irrelevant jobs. Employers used to deploy this marketing software to upgrade the quality of applicants finding and applying to desirable jobs. Marketing software uses some effective strategies and some practices in the process of searching for talent, enabling the distribution of job openings and enhancing them for the modern techniques in which job seekers can find proper jobs.
3. Human resource software used as applicant tracker
Human resource software implies a system that can be used as an applicant tracker. This tracker manages the recruitment process digitally. This software enables HR professionals’  the mechanism of application workflow, saving their time to focus on more valuable tasks related to reviewing applicants. It can also boost up the onboarding process for new employees.
4. Human resource analytics
Human resource analytics refers to digital HR within the domain of digital technology. With the advancement of technology, there is a need for more informative data which can be captured electronically. HR analytics allows the different kinds of ways that can maintain in capturing, measuring, and organizing that information to create beneficial perceptions of an organization.
5. The flexible working App-GIG 
It is one of the famous market systems which enables independent workers for temporary and freelance jobs in any organization. They make a connection with customers or clients through online platforms. 


[bookmark: _1fob9te]The effect of COVID-19 on digital technology in the recruitment process
From 2020 onwards COVID-19 Pandemic puts technology more efficiently in the workplace. Recruitment processes adopt new criteria for the effect of the pandemic. Employees in the workplace depend on artificial intelligence, learning based on machine and virtual environments to save money, and limited personal contact. The technology acted as a tool for recruiting, training, observing employee performance, and maintaining interactions during the isolation period (Nagele-Piazza, 2020). Employers must be aware that their use of technology should not go against employment and labor laws.
A. The using of technology in the selection process improves the effiency and quality of right candidates. Technology can be able to decrease human’s mistake.
B. Learning based on a machine is a process in which a machine or device can learn and adapt by itself by using algorithms and statistical data to analyze inference from data.
C. The utility of virtual systems in the job area has been increased during the pandemic time. In that situation, people could not able to meet physically with their co-workers. Virtual environment inputs a connection, efficiency, and time savings for the workplace (Maurer, 2021). Job interviews have been conducted virtually. The compilation of a hybrid workforce of onsite and remote employees has become more standardized, due to the cost savings and time savings as well.
D. Most companies have been focused on the internal mobility of the hiring process. The escalated engagement, low costs, and less hiring process are a few advantages of the internal mobility, but the biggest benefit may be improved reservation. Organizations put static jobs move forwards toward project-based work in terms of  changing their business needs (Koch et al.,2021)
E. The pandemic created volatility in technology because many businesses pulled up tech industry recruitment instead of reskilling their current workforce. Companies used their internal human resources departments and learning and development teams to offer professional development opportunities. This effort helped employees boost their qualifications and secure new or expanded internal positions (Jallow, et al., 2020).
.



[bookmark: _3znysh7]Benefits of using Digital Technology
Technology now has become the most crucial part of our lives. Digitalisation in the workplace has made working even easier. In modern organisations, the use of digital technology is the key element of success. The benefits of using digital technologies are discussed below (Hamburg, 2019).
Collaborative Atmosphere: Using digital technologies means providing all the required tools to the employees so they can communicate and cooperate with their co-workers. It enhances the productivity of work in any organisation. During the COVID-19 situation use of digital technologies has become very helpful for modern organisations as it allows them to work remotely. The utilisation of reliable tools enables the employees to work more as it cut down an extra meeting time.
Time for Innovative Ideas: Proper technological tools in the workplace provides a chance for the employees to invest more innovative ideas in lesser time. It also enables to have a work-life balance as it creates a translucent work environment between co-workers. Digital technologies in the workplace remove the distraction from unnecessary elements such as social interaction and help to focus on innovative ideas that can expand the growth of the company and work efficiently.  
Flexible Work: Pandemic has taught organisations to adapt and evolve as the situation comes. The workplace atmosphere is also changing every day. Using digital technologies helps organisations work remotely at any time. Therefore, digital technology provides more flexibility to work from any place at any given time in a productive manner (Haddud et al., 2018).
Maintaining Compliance: Using digital technologies means using certain software that can help the employees to examine, review and store information of the organisation in a secure way. Documentation of information enables us to understand the risk compliances of the company, which automatically puts the company in a better position in front of rules and regulations.
Secure Information: Digital technology in the workplace is a very efficient way to secure the company's information from any kind of theft. Security tools such as antivirus, authentication software and so on help to protect the data of an organisation. Important information about a company and records of employee details can be securely stored in the company's database systems. Hence, technology in the workplace provides security to the organisation.
Time-saving: Use of technology increases the production of work. Computers and software lessened the chance of making human errors, which leads to taking decisions faster. Furthermore, when new employees join the workplace, digital technology gives access to gain important information about the company and work, which help the employees to learn and grow faster (bbc, 2022). 


[bookmark: _2et92p0]Disadvantages of using Digital Technology in the Workplace
The use of technology in the workplace is the cooperation and productive outcome through using digital technologies such as software, ATS, recruitment marketing software and so on. However, everything has both positive and negative impacts. Similarly, the use of technology in the workplace also has some negative aspects (Rakovic et al., 2022)
Self-Contained Employees: Due to the use of technology in the workplace, the relationship between the employees can get affected. Employees only communicate with each other through virtual meetings or email. The absence of face-to-face interaction often does not build the foundation of understanding between them. As a result, employees become more self-contained and restrained.
Fear of theft: Online theft is a greater concern nowadays. An enormous amount of information regarding accounts, employees, financial data and client details is stored in a company database. If this data leaks into the hands of criminals, international enemies or foreign competitors then the company can suffer a huge loss.
Increased work pressure: Increasing performance and productivity also brings a few drawbacks. A huge amount of information and statistical data needs to be examined and stored through digital tools on a regular basis. This heavy workload often becomes quite time-consuming and distressing which can make the employees depressed.
Reduced job opportunity: Previously all the work of any organisation was done by human employees. Due to digital technologies, there are certain works which are executed by self-operating machines. Installing more digital technologies in a workplace can reduce the opportunity for a human applicant to get a job (Goodman, 2022).
Distraction at work: Technology serves many ways to distract employees in the workplace. The use of social networks can cause employees distracted from work. Workplace technologies such as smartphones, various apps, and social networking sites can be named as some unnecessary distractions at work.
Malfunction and high maintenance of Technology: There is no assurance that the technology will function efficiently all the time. In that case, organisations can suffer a huge loss. The whole process of work can stop due to the malfunction of technology. This can lead the company to face a tough situation. Furthermore, the installation of new technologies and software in the workplace needs proper care maintenance on a daily basis. This can be very expensive for some organisations. As a result, many companies send their employees to take maintenance training to lower the labour cost (Appel Meulenbroek, 2019).


[bookmark: _tyjcwt]Conclusion
New technologies in the workplace enhance the chance of progress for the company. Employees with technical skills such as data management, communication skills, problem-solving ability, collaborative approach and so on get the chance to access information from all over the world. Digital skills and technologies allow companies and employees to work more productively and efficiently. Although, digital technology and skills have some positive and negative impacts on employees and workplaces. The above report has focused on the types of digital technologies, which are used in job sectors for overall success. In this report, it has also been discussed how COVID-19 Pandemic has played the role of digital technology in the workplace. Other than that, this report has also discussed the way the various types of digital technologies act in the time of recruiting staff. Furthermore, this report has also stated the use of technology in the workplace and how technological skills have played an important role for the staff that are recruited by HR during the pandemic situation. The effect of COVID-19 on the recruitment process has also been discussed in this report. In addition to this, this report has elaborated on the advantages and disadvantages of using digital technologies in the workplace.
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