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Technology
Technology is the essential element in our present lives. It is the basis of development of the human race. It has worked to bridge off the gap between the new inventions and helped us to reach all the destinations much more easily and faster than we could do without it (Poynter- 2010). 
Concepts of Technology:
We know that human creates technology. But this technology serves the demands of humans. The existence of technology is everywhere starting from everyday life to work. It is brought to action through the correlation between resource and system. Technology is based on some core concepts. They are:
· Systems: A System is a group of components who work together to achieve the same goal. If one part of the system fails to function, it hampers the function of the other component. Example: In an office, if the computers are broken then it will hamper the regular function of the office.
· Requirements: It involves all the parameters required for the proper development of a system. It involves the limitations and the further development that can be pertained to the best function of the system.
· Optimization/Trade-offs: Optimization involves making a system as productive as possible. Trade off means choosing a more beneficial form of the product over other, example: Choosing a computer to input data than doing it manually.
· Processes: It involves all the steps required to combine all the resources to give a fruitful output, example: The joint action of the technology and the human effort in a company to bring profit for the company.
· Controls: This is the key concept where an action or information causes the system to change.

Effectiveness of the Use of Modern Technologies Within the Workplace:
Technology has become the major power in terms of expanding the business more easily & efficiently. Business owner & its employees are using technology each & every day in the workplace for doing their daily task, communicating with other peoples & all other works (Holmes-2011). Cloud storage, virtual office, social networking, emails have made the workplace so easy that people can connect from anywhere without coming to office. Here is some technology that is widely used in the workplace:
Mobile device: It’s become the necessity item or lifeline for owner & employees of the organization in terms of communication, staying in touch. Smartphones & tablets have lots of applications like mail, text message, social networking by using this everyone can get in touch in the workplace.
Email: It’s a web-based system, it’s really efficient in terms of communicating with all the stakeholders, suppliers of the workplace. Dragging & dropping a file in a mail solves the time management in the workplace.
Web conferencing: Web conferencing over the application of mobile phone is the easiest method in terms of communication. Anyone can join in a conference from any corner of the world by web conference, it has video, audio, messaging, sharing facilities which has made the business meeting easier & convenient as well.
File storage: Cloud computing has made the all the documents, programs in a protected way. It allows a real-time communication for all the authorized persons in the workplace. It helps to keep the files safe from any kind of system crash, failure, data loss of the computer system. Virtual vaults have given an extra layer of security in terms of keeping & storing the valuable files of business where without proper approval no one can access to the system.
Social networking: Facebook, twitter, LinkedIn & other social networking sites are helping to marketing of any kind of product or organization. Social networking is helping to communicate as well.
Modern workplace communication system:
· Email: Traditional business communication methods are letters, handwritten staffs for different reasons. But now the system has been changed to an email message. Business communication from to customer or stakeholders, shareholders, suppliers or all other related persons are communicating with email. It’s the easy way to share any kind of file at the shortest possible time. With email, people can get the easiest response than the traditional handwritten method. For security purpose many big or small corporations use their own domain, there is free domain as well as Gmail, Yahoo mail, Apple mail. 

· Social Networking: Social Networking sites are now using the new marketing tools for business, though it's been made for communication. Facebook, Twitter, Instagram are used to communicate with colleagues & unknown people through the world for business purposes. Many social networking sites like Facebook are used for promoting of organizations or products by advertisement. For example, LinkedIn used to promote a business organization or a certain people, by opening id in this site people can get to know of business people easily. People shares their information, experience, interesting facts on the LinkedIn. It helps to interact with other people and promoter of the organization. It allows people to upload their CV, to build a strong network system to explore any kind of professional people. Allows to search people, organizations & make a strong connection with related people around the globe.

Applications in the workplace: 
Web page: Web page is the common application system of the workplace, it’s like the open diary of an organization. Websites have all the updated information, promotional information, basic ideas of all the process related to the organization, address, major employees and all the relevant information where anyone can access from anywhere. Having website is now a basic thing of any organization, it means worthless if there is no website of a company (Pritchards-2008). The website helps to promote a business as well, now scan a barcode and get to access to the website is also become popular. It allows to no need to remember the web address of the organization, just scan and access.
A website allows for chatting access to its customer, it allows to get to know about all the updated information or get in touch with all the frequently asked questions of various people. It allows a virtual access, so it can be accessed from anywhere. 
A website allows getting in touch with the most efficient and updated information about the organization, which allows people to just click and get all the updated events, service, charges or fees for several items.
E-commerce is now popular things to sell an item by clicking from anywhere, it allows the customer to buy any product by getting the product information & pictures. It’s now popular system for the people who wants to buy anything from home. People no need to come market to buy something, just need to browse the website, get all the relevant information about the product given by the organization then buy the product from home as it allows home delivery.
Mobile applications: Mobile applications mean a program in the smartphones which allows getting in touch with a business organization, it’s really important technology in the workplace. It's more easy and efficient than the website. it allows people to get access by just clicking on the application and get in touch (Glendinning P-2012).
In the workplace, people use lots of application tools for communicating with inside or outside of the organization. Smart applications like Viber, WhatsApp, messenger allows communicating efficiently. Gmail or other mail can be accessed from the smartphones from any place of the world. 
The mobile application allows getting the exact location of the people, which helps to get in touch by sharing the location to others, chatting with clients are easy on application. In terms of selling goods over mobile applications are easier than the website as its faster & can stay in touch in front of customers by tracking the locations.
Mobile apps are personalized in terms of its accessibility, it also can be instant access by offline or online. It allows getting access to NFC, QR scanning or payment over card just touching the applications. Fingerprint or face dictations are a more secure method to keep the secrecy of payment over applications.

[bookmark: _GoBack]Appropriate use of technology in the workplace with Social Network:
1. Productivity increases: Social networking is helping productivity increase of an organization. Social networking allows people to communicate with their all the basic information more comfortably. Organizations who are more social are getting more privilege & selling their products more rather than who are not social or who are not wants to get in touch with the customers (Becker, L- 2010).
Facebook: Facebook is the easiest way to get in touch with the people. Companies open Facebook pages to stay in touch or promote their products, upcoming events and all the updates on the Facebook. People give like, comments, share pages to others, which let them promote their business more. Facebook allows people to chat on messenger which is instant access, people ask their queries & business people reply all of their answers. 
LinkedIn: LinkedIn allows to describe the business & all the people around the organization broadly, connect people basis of their interest. Share pictures, promotions of the organization, so that people get more interest. It also allows people to send their CV & make employment if anyone wants. 
2. Cooperation: Social media helps to cooperate and collaborate all the employees of the organization anytime whether its inside or outside. It helps to build up a strong teamwork & make the work easier (Becker, L- 2010).
Facebook: For example, my friend Anna runs a restaurant business, she has 20 employees in her restaurant. She has a Facebook, Twitter page of her restaurant where she gives the post of her upcoming offers, events, post pictures of delicious foods. People ask many queries about her opening/closing time, location, details of the offer. As Anna stays busy all the day, it's not possible for her to reply at the rush hour, so she has a team who replies all the queries of people all the day long even after the shop closed. So, it’s a great advantage for her to use social networking as a cooperation and team working effort for her restaurant.
3. Entertainment: Social media helps to entertain and keep reunite with all people around the organization, a recent survey has shown that building a friendly environment helps to encourage employees to stay in a unite. Employees stay half of their days with colleagues, only for sleep they go home, so to make entertain and keep them as a string teamwork social media allowance is must (Van Dyke – 2009).
Social Network: For example, all the employees of my friend Annas restaurant have Facebook account, they share pictures, exchange their wishes on the birthday or different events, all keep in touch & communicate whether they are in the office or not. It helps Anna to keep and make a strong teamwork around her office so it reduces the turnover. No one wants to leave her restaurant because they all are united and have a great understanding of each other.
4. Competitions: Social network helps to get all the updates of competitors in the market, which allows making the strategic decisions to become the leaders among all.
Social Network: For example, Anna always looks after what other competitors are offering on their page, what types of food they are newly introducing in the market, what is the customer view regarding their restaurant. After searching for all information Anna makes strategic decisions on her own.






Safety and security of the social media
· Hacking of computer & account: it’s a common scene of all the organization, hackers are always looking how to hack of the computer, social account, mail account or any other access which can hamper for the organization (HoylesC – 2010). All the personal & professional data can be pass to the 3rd party within a second, so to be safe from the hacking organization should take necessary steps for this. For example, maintain a high-security system to filter all the spam mail, harmful URL tracking, scanning all the link that is transmitted to the organization, find out harmful attachments.

· Personal information & location: A business organization should be careful in terms of passing personal information like birthdays, interesting things, personal photos, messages and all other information to Facebook, Twitter or LinkedIn account. There should be proper monitoring of the location because passing someone’s location to other can be dangerous.
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