	
	
	



Riverdale Nursing Home 
Secure files storage and sharing and Writing care-related documents:
My workplace task is secure file storage and sharing. I recommend Microsoft One Drive because it allows staff to store and share files safely in the cloud. At Riverdale Nursing Home, carers and nurses work in different buildings, so they need access to the latest care documents. OneDrive lets authorized access files from anywhere, while keeping resident information secure through encryption and permissions settings. It also prevents duplicate files by ensuring everyone works on the same version. This improves teamwork, saves time, and helps protect confidential information.
The second Workplace task is writing care-related documents. My recommendation is using Microsoft word to create efficient and accurate documents. Microsoft word uses a wide range of features such as spelling checks, provides pre-designs templates for care plans, ensure all staff use the same format, making easier to record data and supervisor can review accept and reject changes. Microsoft word is also ideal for documents to be stored and saved though OneDrive which is encrypted and secure to ensure that all data is protected.
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