                                                                             
 DIGITAL SKILLS
 HOW EFFECTIVE MORDERN TECHNOLOGY CAN BE USED AT MY PLACE OF   WORK

[bookmark: _GoBack]INTRODUCTION
I will be writing a Report regarding the Effective use of modern technology at my place of work. I will be reflecting on the importance of technology in the modern era whilst also contrasting technologies of the past as well as outlining how technology has developed and become an essential part of the modern workplace as well as an integral part of the modern worker.
DEVELOPMENT PAST AND PRESENT 
As recently as 15 years ago businesses and workplaces were using filing of documents and storage in cabinets as their primary method of retaining information; communication was primarily via a fixed line telephone and fax and postage of letters were the primary means of information dissemination.
However the era of electronic communication then in its infancy was about to revolutionise how information will be disseminated (e-mail) and stored (physical hard drives on a computer or server). Today we have multiples methods of communication, email, SMS, instant messaging, social media etc. There are a number of ways to store documents, hard drive, cloud storage all of which can be accessed and managed via portable devices most of which are reasonably priced as to be within the reach of the average worker, business or person. Additionally the introduction of cloud computing has brought incredible computing power within the reach of all.
Modern technology in this present age has taken over within our society and way of life. In general man at the moment cannot do without technology.

THE EFFECTIVE USE OF TECHNOLOGY AT THE PLACE OF WORK,
How can we actually use technology at are our place work? Firstly what is technology? Technology is science or knowledge put into practical use to solve problems or invent useful tools. At a place of work we actually use most of these tools for our work place, especially during this modern age. 
Let’s consider three types of modern technology and their impact on the modern workplace;
Email – Email is a valuable tool in the modern era, email is used for many different purposes, Depending on your purposes, and the messages you send will differ in their requirement, intended audience, and desired outcomes.
ADVANTAGE OF EMAIL
Email is a good way to get your message across when:
· You need to get in touch with a person who is hard to reach via telephone, or is not located in the same part of the country or world (for instance, someone who lives in a different time zone).
· The information you want to share is not time-sensitive. The act of sending an email is instantaneous, but that does not mean the writer can expect an instantaneous response. 
· You need to distribute information to a large number of people quickly (for example, a memo that needs to be sent to the entire office staff).
· You need a written record of the communication. Saving important emails can be helpful if you need to refer back to what someone said in an earlier message, provide some kind of proof (for example, proof that you have paid for a service or product), or review the content of an important meeting or memo.
Smart Phones - The rapid growth and increasing popularity of Smartphone technology is putting sophisticated data-collection tools in the hands of more and more workers. This has exciting implications for the growth of workplace collaboration and communication. With Smartphone-based applications (apps), it is now increasingly practical stay connected and to submit data at a fraction of the cost.
Scanner - Even though offices have become highly digitized spaces, the fact of the matter is that hordes of critical-to-business information continue to be communicated through paper. This includes business invoices, contracts, business cards, tax documents, travel claims, customer information forms and employee personal records. Benefits of Scanning Business Documents include;
1. Lower operating costs
2. Reduced risk of loss
3. Improved employee productivity
4. Anywhere access 
5. Improved information security
6. Better disaster recovery 

SOCIAL MEDIA
Social media is today’s most transparent, engaging and interactive form of public relations. It combines the true grit of real time content with the beauty of authentic peer-to-peer communication; e.g. Twitter, Face book, LinkedIn.  
In business, Social media is used to market products, promote brands, and connect to current customers, foster new businesses, offers, personnel interactions with customers.
In Education, sending reminders to students (twitter), for employers to find about employees (LinkedIn), Google+ (to main a loop with students having interests in a common subject) and finally Skype (Distance Education or Interviews).
Similar to Hoot suite, Sprout; Social combines several social media tools into one platform — from social media scheduling to monitoring, to reporting. Sprout Social is one of the few social media management tools that provides customer relationship management (CRM) features. 10 Sep 2018.
Information Gathering; can be done by having the following at a place of work;
· Interviews
· Questionnaires and surveys
· Observations,
· Focus groups,
· Ethnographers, 
· Oral history  
· Case studies
· Documents and records. 

How Social media is used for marketing;
While most recognize that a strong social media policy is important for any business, less than half of companies integrate their social media data with the rest of their sources or even know how to analyse the feedback that they get from these efforts - and even fewer can put it in the bigger context of their business.
A lot of businesses do social media marketing wrong. They hear everyone screaming, “You must have a social media presence,” but what that involves is not always spelled out correctly. Social media marketing should be effective and affordable, and when done appropriately, it can help scale businesses of all sizes.

Just like with traditional channels such as television commercials, radio spots and print ads, your results are going to be minimal at best if you broadcast your message to the wrong audience. To help you execute a successful social media marketing campaign. 
There are 6 list of must-do.

1. Dedicate time to learn how social media works. 
Charles Grumbly, Director of Flower Telecom, explains, “It’s important that you take the time to learn how social media marketing works for your specific business. While the basics are similar across the board, different businesses will have to alter their schemes slightly in order to capture the attention of their target audience. In the beginning, consume as much content and free resources as you can. From there, you can then focus on your specific goals and objectives.”
2. Listen to your customers.
“The only way you are going to know what your customers want is by listening to what they have to say. It’s important that you use your social media platforms as an extension lead of your customer service. More customers are going to voice their opinion on social media than via email or over the phone,” says Ryan Koehler, VP of Marketing for ABODO.
3. Use automation for consistency.
Use social media as a way to communicate with your audience and provide them valuable information. When you do that, you create happy brand supporters you can eventually convert into sales. “If you have a full-time social media employee, make sure they are consistent and push out content across all of your social media profiles. There are several pieces of automation software, like Hoot suite, that offer a free plan that can greatly increase your efficiency. If you schedule your posts in advance it gives you more time to dedicate to replying and engaging with your social media followers,” advises Daniel Moravia of Street Saw.
4. Engage with and delight your audience.
“It’s one thing to fill up your social media feed with posts, but it’s another thing to actively engage with your audience and turn them into satisfied customers. I see a lot of small business owners posting a couple times a day, thinking that they are doing the right thing when it comes to social media marketing. You can’t just post and walk away. If you do that, you are missing prime opportunities to engage with your audience and convert them,” explains Roy Surdej of Peaches Boutique.
5. Don’t spread yourself too thin.
It’s nearly impossible -- and almost always ineffective -- to be active on every single social media platform. I always suggest new brands should start with two or three social media platforms they are certain their target audience is active on. Master those, and then expand your social reach as the business grows and more effort can be allocated to additional social platforms.
Jasper Hilliard, Managing Partner of elf 925 stresses the importance of focusing on the social media platforms that complement your brand, explaining, “While interest marketing might not be effective for some businesses, it is one that we put a lot of energy into because we see that it works first-hand. Just because it wouldn’t be a preferred social media channel for a law firm, that doesn’t mean it should be ignored. It’s important to pick where to focus your social media efforts based on what works for your specific customer base.”
6. Track and measure everything.
“You will never run a successful social media marketing campaign if you don’t measure your results. It’s important that you lay out clear goals with benchmarks that allow you to determine whether or not your social effort is paying off. The data you collect and analyse can then be used to make changes to your campaign. You must be willing to constantly optimize and test your efforts if you want to develop a truly successful campaign,” explains Eric Ritter, Founder & CEO of Digital Neighbour;
‘It doesn’t matter if you are working with a £10 daily social media budget or six figures. The objective is the same -- put your message in front of the correct audience and trigger engagement. In order to do that, you need to track and measure everything’.












[image: ]


This is my Online Presence and How I can use it in my business;
To promote My business on it by creating a page.   
I can engage Group members to view it and learn more regarding the business.
I can add adverts of my product on the page.

CONCLUSION:
With the Recent modern technology, at my place of work it has help with the storage of information by keeping most of it in a hard drive, it has helped me to be more educated with the way to do most of my work with the technology. 
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