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[bookmark: _Toc522499051]Introduction
This is the world of technology and its important for every organization to adopt any kind of changes in technology (Bell, 2005). Otherwise, its impact on the business development due to competitors are always looking forward to using the weakness as their opportunities. Technology is the necessity of every organization that helps to do work faster and influence all other activities. It helps to increase the efficiency of working with an efficient process in the workplace. Without the proper use of technology in the workplace, it seems dull and worthless. Technology helps to increase the productivity, communicate properly, strong bonding in workplace and teamworking. This report is about the digital skills and research method in the workplace and they help to increase the profit margin by employability. Proper use of social media as marketing, different communication methods, and their usage will be described in this report.
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Technology means the forming of art and science to make something different by various techniques. That helps to increase the productivity by proper usage and create something different than other competitors. Workplace technology is really different than the form of technology, it needs proper utilization and practices in the workplace. By proper usage, it can easily increase the efficiency and effectiveness of different product or service related organization. business is all about the proper analysis of the external and internal environment, to do this, workplace technology is important (Cottrell, 2011). There are different types of tools that are used in the workplace on regular basis. Web-based email, social networking, cloud storage, communication software or applications, all these applications are important for the organization to run their daily activities smoothly. Digital applications help to make proper communication between stakeholders and employees that allows doing business with cost-efficient way. There was a time when people to write a letter for purchasing different materials and it was a really long working process to communicate for a single thin,g. But now its really easy to communicate with the different personalities, no matter where the person is. Just need an internet connection to make video conference, data sharing, even pc sharing for working as a team. Digital practices in the workplace help to save money and time by taking a fast communication method. In this competitive world, it's important to increase the brand value of the organization by proper promotional and innovative ideas. Digital technology helps to increase the brand value by using different social networking tools. They allow business people to take different marketing techniques to reach customer easily and collect the feedback. Finding out the weakness of the organization and take the opportunity to strengthen the performance by proper usage of technology helps to beat other competitors. It’s true that technology is the wonderful blessing but there are some threats and security issues that make difficult to work properly or can be considered as major disadvantages. That’s why identifying all the threats and preventing them are important before making any strategy or launching any new products. Hackers always try to collect different types of important or confidential information from the organization that really make a negative impact on business development.

[bookmark: _Toc522499053]Email
Web-based email is one of the most important communication tools for the workplace. It needs an active internet connection and mobile, laptops, or tablets or any kind of smart device that have the access to email. By using any of tool its enough to receive or send mail from one place to any other place of the earth. Almost every organization needs email access for purchasing of any material to solve a customer problem or make any kind of business communication (Hoechsmann, 2012). Email is considered as the secured communication method that needs to sign in by using email id and password for opening any personal or official mail id. In this modern world, Gmail is the most accessed email domain and there are other domains as outlook, yahoo mail, and many others. There are two types of domain, one is for free like Gmail, outlook, yahoo and so on. Another is costly that have separate domain address that mostly used at the workplace. Purchased domain has the most security and storage capacity than the free domain. In my workplace, I use Gmail for communicating with different people inside and outside of the organization. I use email on regular basis and helped to make communication easy and securely. It helps to increase the efficiency of communication by sending data and a better relationship with customers or stakeholders. Customer send different types of the problem over mail or any query of product or service. Using email helps to send the solution to one person or many others by using CC or BCC. CC means the short form of carbon copy that allow to access over mail and receivers can see the mail id as well. BCC means blind carbon copy that doesn’t allows the receivers to see who is inside the mail. For send mail secretly, BCC is used and its maintain proper security. Traditional letter service is replaced by email that helps to reduce the cost and save times for transferring information within shortest possible time. For sending resume and doing any other activities, email is used as an official form of application. In terms of sending any invitation, purchase material, communicate with stakeholders, sending the report, interview offer appointment letter and many other things are done by using email. Email is really important for than s digital world of communication in any organization to pass different information or asking for any query.
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Figure: Gmail account opening page (mail.google.com) 
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Figure: Composing a new mail (mail.google.com) 
Comparison of Gmail and Outlook
	Features
	Gmail
	Outlook

	Seize
	Free and easy
	Free and fast

	Usefulness
	User-friendly and effective
	Useful

	Security
	High 
	Strong security than Gmail

	Cost
	Free (Purchase domain is costly)
	Free (Purchase domain is costly)

	Mail storage limit
	15 GB
	5 GB

	Attachments size
	25 MB
	20 MB
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Cloud storage the name has its meaning, it means storing data or information in a server that can be accessed from the internet (Mackenzie, 2015). Its one of the most wonderful innovation of modern technology. By keeping or storing all the data in a central server anyone who has the accessibility can make access to these files. It has reduced the cost of saving data in traditional ways and maintain the security of working. Anyone in the workplace can upload their files to the central server and can be accessed by everyone in the team. It's really easy than saving files in a hard disk or maintaining paper working. If there are different types of people working in the workplace, there need to buy a hard disk for them or using a USB drive for sharing files. Having cloud storage opportunity saves the time and cost from these hassles, just upload the file and make access, that’s it. Google Drive, OneDrive, Dropbox and many other sharing sites and applications are ruling in the current world. All have free and premium solutions and have some advantages and disadvantages than others. Any kind of files can be stored in the cloud storage like the word, excel, video file, presentation, audio, PSD images and many more. Cloud storage helps to work from home as well, just need an internet connection and work from anywhere on the go with the team. It helps to increases the team working and communication with all in the workplace. In my workplace, I also use Google Drive for uploading or sharing different files. This allows us to save money and time by just passing the link of sharing. Employees who need the file just access the link and work with them. We have to hare different types of files and make a collaboration with all before making any meeting or announcement. Cloud storage made my work easy and fast by giving less effort for any work.
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Figure: Google drive website (google.com/intl/en/drive)

Comparison of Google Drive and Dropbox:
	Features
	Google Drive
	Dropbox

	Usefulness
	User-friendly and widely used
	User-friendly 

	File sharing
	Need to send the link 
	Need to add person separately

	Free storage
	15 GB
	2 GB

	File support
	Any type of file
	Limited file access

	Paid storage
	Cost effective than Dropbox
	Need to pay more money than others
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Social media is now one of the most useful parts of the workplace that allows to communicate with different people internally or externally and helps to maintain a social relationship at the workplace. Social media helps to make better communication with different level of people and increase the opportunity of building strong market advantages in the workplace. Social media is a great marketing tool that allows people just scrolling down and see different promotions, campaign, social activities or any information in hand (Schriek, 2017). Now people don’t spend much time seeing billboards, newspaper articles or even tv advertisement. People watch all the things on YouTube, Facebook, Twitter, LinkedIn, Instagram or any other. For effective, fast and cost-efficient communication, people use social media wisely. Facebook allows to share what’s on the mind or what is seeing by others, it helps to connect people and great advantages or marketing people. Twitter is the business for artists that allows sharing their views and is great advantages for marketing people too. In my workplace, there are different social media I use to communicate with team members. WhatsApp, Skype, and Viber allow us to communicate in a cost-effective way than traditional phone calls. These allow to share or transfer any data shortly and easily with anyone just instant clicking.
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As previously said, there are some disadvantages of social media that make the huge risk for the organization or at the workplace. The Internet is the blessing of technology but there are some people who want to make harm to the people by making different threats, hacking tools, virus and different harmful programs. It can be caused by internal or external hackers who want to earn money unethical way. There need proper security issues to prevent from hackers while using social media or internet at the workplace. The passing of confidential information needs to follow proper policies so that it helps to prevent hackers. There are different types or anti-hacking tools and software that allows the organization to become more secure. Different policies, rules regulations, and laws have been created by the government to prevent hacking or theft. All is need is to make the ethical environment in the organization and make self-awareness before sharing or any internal workplace information to others. Proper safety issues, strong password, maintain proper safety while interacting with others or sharing data can prevent hackers (Morgan, 2016). 

[bookmark: _Toc522499057]Connecting business to customers
Social media is a great tool for connecting or making the brand value of the organization. It allows making direct communication with people that help to make the active presence of an advertisement. People spend most of their time using social media for communicating or sharing different information (Poynter, 2010). This is the biggest opportunity to make a proper connection by giving an advertisement, promotional notices, or any social work on social networking sites. These are really cost effective than other traditional media and helps to make good communication with customers.  The instant message allows customers to stay updated with any promotional activities, notices or information. When a customer provides a good reputation in the social media about an organization, it builds trust for the people and increases market demand. 

Facebook and LinkedIn page attached
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Figure: Personal Facebook profile (facebook.com/tracy.asantewa.77)
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Figure: Personal LinkedIn profile (linkedin.com/in/tracy-asantewaa-92717616a/)
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To finalize the report, it can be said that modern technology is the most important tool in the workplace and proper use of them helps to increase the productivity. It helps to make communication in the easiest way that allows to interact with customers and make a friendly environment in the workplace too. In terms of increasing the efficiency and effectiveness at the workplace, there must need the proper use of technology.
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