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Executive Summary
Digital skills can be defined as a series of skills to use communication applications, digital devices and networks to access and manage information. The modern technology in the workplace provided an efficient way of communication, time management, and increase in productivity and cost-effectiveness. The aim of the report is to assess the effectiveness of the use of advance technologies within the workplace and examining social media as a tool for marketing along with information gathering. The technology plays a vital role in providing end-to-end security of its hardware along with the software-based data encryption. The encryption of data allows only authorised users to read and retrieve it. The social media marketing results in increased exposure, increase in traffic to their website, increase in consumers belonging to the same demographic, improve in sales and reduce expenses in marketing. 
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Digital skills help businesses to increase their productivity by providing the right training to the employees to enhance their digital skills. The digital skills can be anything from replying to emails to handling Google drive for a company. The digital skills help to increase the revenue, build a stronger customer-business relationship along with providing a new and an alternative way of working. Some digital skills include social media marketing, search engine marketing, analytics, content marketing and pay-per-click marketing. This report discusses the digital skills and communications along with the need for it in a day to day life. The impact and its implications on health and social care will also be discussed. 
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As opined by Uhl and Gollenia (2016), the modern technologies within the workplace help the business to grow as these technologies reduce the workload on the employees by automating tasks that required manual working. This helped the company by increasing the efficiency of the employees along with an overall increase in productivity of the company. However, according to the words of Verner and Merksamer (2015), the introduction to modern technologies has also opened the path for illegal cyber activity such as hacking, spying and selling of classified data. The modern technologies helped the workplace in the following ways:
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Web conferencing is a technology which allows peoples from various locations to hold a live conference over the internet. As stated by Ashley and Tuten (2015), this type of online communication is synchronous rather than asynchronous. Various advantages of web conferencing includes enhancing productivity, it makes it easier to train employees located in various location at as same time, support team is able to take control of client’s computer and fix problems in a more efficient and timely manner. In addition to that, it allows an organisation to act without geographical locations. 
The arrival of new modern technologies helped in organizing the business in an orderly fashion. According to the words of Laudon and Laudon (2016), the software such as Web conferencing helps in building, authorising, examining, and evaluating a task. The software also helps in assessing the risk whenever the task is going off track. However, in the views of Foucault (2016), these technologies are costly along with lack of knowledge about software can increase the deadline time for the project which might affect the company on a larger scale.
Cost Management
The goal of every company is to increase its profitability which is now even more possible due to the new technologies and software. The companies are successful in reducing the overall expenditures by using new technologies and software such as Management Information System, cloud computing and other such technologies. The SaaS tools are also an effective tool which helps in reducing the cost of the company by automating the tasks where possible. 
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Marketing
Social media is a powerful marketing medium as there are 2.7 billion active social media users worldwide (statista.com, 2019), out of which 2.5 billion users are using these sites through mobile. Social media is an efficient tool for marketing as it creates a dynamic relationship between consumers and brands or influencers. The social media helps the brands to build a strong media presence by interacting with its consumers. Social media can be used as marketing tools or for gathering information globally. Social media helps us to communicate with people around the world along with gathering information globally.  
Securing Data
The workplace should be secured as the company contains confidential data of their clients or customers. In the views of Tweneboah-Koduah et al. (2017), the technology plays a vital role in providing end-to-end security of its hardware along with the software-based data encryption. The encryption of data allows only authorised users to read and retrieve it. There can be an extra level of security requiring fingerprint along with facial recognition to the systems in a company. The companies are using modern technologies to implement a high level of security and algorithm in the system which contains confidential data. This helps the company in protecting sensitive information from the malicious hacking attempt. However, according to the words of Woods (2017), even after the high level of security and algorithm it can still be hacked and sensitive data can be stolen or overwritten.
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The aim of the report is to assess the effectiveness of the use of advance technologies within the workplace and examining social media as a tool for marketing along with information gathering. The aim also includes the use and need of digital skill and communication within the workplace.
The objectives of the report are:
· To identify the effectiveness of modern technologies within the workplace
· To explore digital skills and communications in day-to-day life within the workplace
· To suggest an area of improvements in digital skills and communications within the workplace
Modern technological advancements have made marketing simpler and wider. Digital platform is most commonly used by companies to expand its operational activities and enhance its overall performance.
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[bookmark: _Toc7256921]Comparison between Skype and Team Viewer
	Skype
	TeamViewer

	Advantages
· Skype is useful for having multiple conversations at a  time
· Time effective
· Conversation History is stored within outlook inbox
	
· TeamViewer transmits both sound and image signals 
· It is free to use
· Updates are made very frequently

	Disadvantages
· It sometimes crashes while running
· During a video call, there are network delays which degrades user experience
· Call rates on the software is pretty high
	
· The bandwidth consumption is quite hefty.
· If a guest login is not set, TeamView requires user connected on other end requires to accept a connection request.



Various modern technologies used within the workplace help the business to grow as these technologies reduce the workload on the employees by automating tasks that required manual working. The health and social care industry uses social media as a tool for gathering relevant information along with marketing the service it offers. The social media is a powerful tool to gather relevant information on other rival companies along with creating a plan to counter their offers by providing better services to the care users. The information can be gathered using website of the company along with the social media handles such as Facebook, Instagram and Twitter. The social media tools can also be used to create an online presence of their own company along with displaying different services they provide. In present time social media is also used to market products and services of different companies. 
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The descriptive method has been used to evaluate the effectiveness of the use of modern technologies within the workplace. As opined by Ashley and Tuten (2015), the descriptive method is generally of three types’ observational method, case-study method and survey method. The observational method was used to understand the use and need of digital skill and communication within the workplace. The characteristics of descriptive method research are quantitative research, cross-sectional studies and support for further study. The descriptive method helps in understanding the nature of modern technologies, its impact on businesses, organisations and more. However, in the views of Krause et al. (2017), a different approach, argumentative approach, has also been implemented in some parts of the reports. The argumentative approach helps to understand not only the positive impacts of modern technologies and digital skills but also the negative impact of it in businesses and organisations. The argumentative approach helps in comparing the positive and negatives impacts of the topic along with understanding the overall impact of modern technologies in day-to-day life. Data was collected from various secondary sources. Secondary sources include gathering information from journals and magazines that are relevant to the topic. It makes use of existing information on the topic and there are no primary researches that are directly made. In this study, the method has been used because it saves time to a large extent as only existing work are followed. Secondary source are also reliable as they have been generated using relevant data.
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The most obvious benefit for organisations is to choose a social media platform, which is the sheer number of potential customers for marketing. Facebook is a modern social media where an organisation is able to promote their business to large number of potential customers. It enables an organisation to gain brand recognition, generate a conversation around their brand, able to connect with their audience, gather data from audience research to improve and provide quality service to their customers. The basic digital skills needed in health and social care industry is managing information, sharing data, using digital skills in direct care along with development and learning. The digital skills help to increase the revenue, build a stronger customer-business relationship along with providing a new and an alternative way of working.
[bookmark: _Toc7256925]Facebook for information gathering and communications
Facebook had made it easier for organisations to reach out to customers efficiently. They have enabled transfer of information easy and effective that saves time and prevents any clash of work in departments. Digital learning has gained immense popularity in recent days owing to its convenience. Communicational; hierarchy has been effectively developed in organizations through digital technologies. Therefore, it has been analyzed that when technologies are updated and digital practices are proficient, it greatly contributes in the success of an organization. 
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I use regularly my Facebook account for providing the individuals with information related to various services, which are provided at my care unit, and people are able to communicate directly with me regarding various queries, providing feedbacks and complaints. It allows me to improve the services that are provided at my care unit in order to provide quality service to care users.
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Source: https://www.facebook.com/maria.bastic.1
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Twitter is another social media tool like Facebook, which allows me to connect easily with the individuals who are using services at my care unit
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Source: https://twitter.com/search?q=Maria%20Bastic&src=spxr
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Technology plays a vital role in expanding businesses through social media marketing which helps to increase their target customers along with advertising their businesses to the consumers. As per the results, the modern technologies provide effective communication, time management and increased productivity, cost management and enhanced security features to an organisation. The observational method was used to understand the use and need of digital skill and communication within the workplace. The digital skill is the basic requirement in any industry as these skills help in increasing the effectiveness of the company along with increasing the productivity of the organisation. The results suggest that modern technologies reduce the workload on employees by automating the tasks that required manual labour. This helped the organisation by increasing the productivity of the organisation along with an overall increase in the efficiency of the organisation. 
The results also suggest that social media marketing helps in creating a direct communication channel between the brand and the consumers. The social media marketing also results in increased exposure, increase in traffic to their website, increase in consumers belonging to the same demographic, improve in sales and reduce expenses in marketing. The social media also helps to gather information on a global scale. Social media can provide an insight into the behaviour and demographics of their customers. This helps the organisation to create more customised products that would attract more customers towards their brand. Social media campaigns also provide feedback on their product by individual customers. 
Technology-supported self-management empowers service user to manage and understand their conditions. Digitalization of records using electronic health record (EHR) has helped allied healthcare professionals. The EHR assists the service provider by providing necessary information related to the service user such as medical history, medications, treatment plans and test results. The use of cloud service in storing service user data has provided multiple benefits to this industry such as better and safer data storage along with the use of ICT for communication amongst service provider. As opined by Torous and Roberts (2017), mobile app technology also has benefit in the medical field such as providing specialised care management groups available all the time for the service provider. These management groups consist of chronic care management, medication management, diagnostics and personal health records.
Due to the growth of various new technological advancements in modern era, marketing has not only become effective but also profitable. Geographical limitations attached to marketing have been removed. It has enabled companies to expand its customer base. It also makes the company widely recognizable. There can be better sales when marketing is done digitally as there are buyers’ on online platforms than on traditional platforms. 
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Source: https://www.linkedin.com/in/maria-bastic-6707b9181/
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The Smartphone, social networking sites, other chatting applications have changed the way people used to communicate. The software such as Management Information System and other such applications helps in building, authorising, examining, and evaluating a task. The SaaS tools are also an effective tool which helps in reducing the cost of the company by automating the tasks where possible. It can be concluded from this study that social media has provided great platform for companies to expand its sales. It is also used by companies to ensure safety in transactions. Methods have been discussed in this study that can be used to analyse the impact the digital marketing puts in an organization. The technology plays a vital role in providing end-to-end security of its hardware along with the software-based data encryption. The social media marketing helps in creating a direct communication channel between the brand and the consumers.
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