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Digital Skills Task 3 Report Guideline
General rules
Task 3 of 3 – Report – 1000 words (40 marks) 
Choose one of the following topics to complete. 
Write a 1000-word (+/- 10% is allowed). So, it can be between 900-1100 words report.
Either on 
The role that social media tools such as LinkedIn and Facebook can have in the recruitment of staff. 
Or 
How social and digital media can be used to reach a wider customer base. 
In your report, you must use relevant literature to support and develop your points.
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Topic 1: The role that social media tools such as LinkedIn and Facebook can have in the recruitment of staff 
If you choose this topic for the Task 3 of your Digital Skills module, you need to follow this page

Introduction
(100 words) 
Introduce your chosen report topic. Introduce the key points of your chosen topic with further elaboration (like what social media is, advantages and disadvantages of social media in general etc.).
Main Body
· (800 words)
· - Include an overview of social media, its use and development in recent years. 
· -Outline what recruitment means, what methods are open to companies, traditional vs modern. 
· - Describe how LinkedIn and Facebook can be used for recruitment. 
· - Outline the advantages of using social media as a tool for recruitment. 
· - Outline the disadvantages of using social media as a tool for recruitment. 
· 
· (Feel free to add more sub points if required under the main body based on your chosen topic)

Conclusion:
(100 words) 
Discuss about the lesson learnt from this report with some concluding narratives. You can discuss about your overall findings. You can also discuss about your recommendation(s) on how to improve the use of social media.
List of References 
(Words used in this section are not counted) 
Please use at least 3 different (Book/e-book, Article, Website, Journal, Conference Paper etc.) credible sources.

Please also do not forget to use in-text citations in the body of your report
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Topic 2: How social and digital media can be used to reach a wider customer base. 

If you choose this topic for the Task 3 of your Digital Skills module, you need to follow this page

Introduction
(100 words) 
Introduce your chosen report topic. Introduce the key points of your chosen topic with further elaboration (like what social media is, advantages and disadvantages of social media in general etc.).
Main Body
(800 words)
     - Include an overview of social media, its use and development in recent years. 
     -Outline what marketing is, what methods are open to companies, traditional vs modern. 
     - Describe how social media can be used for marketing and reaching new customers. 
     - Outline the advantages of using social media as a tool for reaching new customers. 
     - Outline the disadvantages of using social media as a tool for reaching new customers. 

(Feel free to add more sub points if required under the main body based on your chosen topic)

Conclusion:
(100 words) 
Discuss about the lesson learnt from this report with some concluding narratives. You can also discuss about your recommendation(s) on how to improve the use of social media.
List of References 
(Words used in this section are not counted) 
Please use at least 3 different (Book/e-book, Article, Website, Journal, Conference Paper etc.) credible sources.

Please also do not forget to use in-text citations in the body of your report
