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The aim of this report is to understand what digital skills in the 21st century is and how they are used within a workplace setting.
The report will be analysing the advantages and disadvantages of using technologies such as smart phones and tablets at workplaces, and how cloud storage can be beneficial, and how social media is impacting businesses and companies.
The report will also discuss how social media is used as a tool for marketing online, information gathering and communication within a workplace, and how it can be improved upon for further success in all areas of the workplace.
Dukes (2014) has said “the use of technology has intensely reshaped a normal type of workplace in America over past two years. The office environment is no longer the normal type as it has been changed using technology”.
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The usefulness of tablets and smartphones at the workplace is important for the business, although there be both advantages and disadvantages.

[bookmark: _Toc7790561]Advantages 

Over the last few years smartphones and tablets have become a staple item in our homes and workplaces. They are used both personally and professionally.
Tablets and smartphones are used by ages, whether for personal or work reasons. They are used to make calls, send pictures, or create important documents and to watch videos. They are also used for video calling and watching movies/dramas online. 
All workplaces are now digital and use the internet for information and to find resources and for research purposes.
Smartphones and tablets are now being used in the workplace, as a tool to increase a company’s productivity. Smartphones and tablets can be extremely beneficial to the workplace,  if used correctly. Here are three ways they can be valuable: promoting autonomy, building and strengthening relationships with colleagues and customers, and improving knowledge, connected to the workplace.
When employees feel the benefits of their hard work, this leads to employee job satisfaction and this in turn leads to better efficiency for the company.
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There are a few disadvantages to having smart phone and tablets. It can be disrupting to the workplace balance. Especially if personal calls are being made or received. It is not very unprofessional and can interrupt employee workflow and their productivity. It can also interrupt the employees work-life balance as they might receive work calls out of hours while at home and also private calls while at work.
From the legal side, it needs to be taken into consideration that there may be policies and laws regarding using smart phones, e.g. prohibition from using a handheld phone during driving, during confidential meetings etc. 
Also, there is the possible threat of viruses. If this was to happen then private details of staff and customers could be exposed. 
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Cloud storage is an off-site storage system that saves all the data you need stored. This is than maintained by a third person. 
Data that is stored onto the storage system, can consist of many types. They can be documents, pictures, videos and audios. When you acquire a lot of important workplace data on the computers or laptop or mobile, so with the cloud you can store as much data as you like. 
You will need internet to access your data on cloud storage. Cloud storage is an excellent option to use, rather than purchasing larger hard drives for storage. 
As stated by Baiju.N.T, “the number of organisations gaining competition through high cloud adoption has almost doubled in the last few years.”
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There are many advantages to having clouds storage. 
· Usability – the option to drag and drop is available with cloud storages, thus making it easier to use.
· Bandwidth – giving you the option to link a file to your email recipients, without sending individual ones. 
· Accessibility -  files that are stored on a cloud storage, can be accessed from anywhere that has internet connection, from most devices. 
· Disaster Recovery – it is always important to keep extra copied of the files. If there was an emergency, then the cloud storage can keep them safely online for you.
· Cost saving -  annual operational costs can be reduced if using the cloud, businesses and organisation would be saving quite a lot. 
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There are also many disadvantages to having a cloud storage.
· Usability – when using drag and drop you would need to be careful as sometimes it will move the main file and then it could move form your location to a different one without your knowledge. You can do copy and paste instead to double check you are not losing any of the documents.
· Bandwidth – cloud storage services have a limited allowance for storage. Some providers allow unlimited and others only a set amount.
· No Internet – No internet means no access to cloud storage, therefore important documents will be inaccessible.
· Safety and privacy – some companies and business feel uneasy it may be easy to access important documents.
· Software – for you to be able to view, or edit a document, on all devices you may have at home, then this is the best approach. 


	Provider 
	Free Storage 
	Paid-for Storage Plans
	Annual Cost for GB

	Dropbox   
	2GB
	1TB = £79 a year.
	8p

	Apple Cloud 
	5GB
	50GB = £0.79 a month. 200GB = £2.49 a month. 2TB = £6.99 a month.
	19p
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There are a vast majority of people who are on social media sites and apps around the world. People like to keep in touch with each other and can do more so with these technologies. It can help you to keep in touch with family or friends in different countries. . It allows people to share information, ideas, views and opinions.
Social media is also used in many businesses. This helps to promote brand awareness throught social media sites. 
Social media can help with the marketing aspects of the business and also can be used to recruit potential staff. Some of the most popular networking websites are Facebook, Twitter and LinkedIn.
	
Social media can affect communication within the workplace, especially between employers, employees and potential employees. It is very important that businesses are very respectful of how they portray themselves on social media sites.  This can help to keep it professional at the workplace.  

For this assignment I will use Facebook, LinkedIn and Twitter networks to give examples of how they can benefit businesses.
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My LinkedIn account:
https://www.linkedin.com/in/shabli-kadir-6ba69715b/
LinkedIn is a great network for those looking to gain new staff and to form good working connections. Employers and employees both are able to join and use this platform to reach out to potential new talent and jobs. This platform gives the employees opportunity to post resumes and employers to post current work vacancies and offer referrals. LinkedIn like most social sites is about networking, but based more for businesses and professionals. There is a search feature that assists you with discovering your likes in a particular industry and where there are vacancies available. For businesses this is a great way to discover new talent but also most important to keep a tab on their competition, which can be helpful with assisting you to be more competitive. 
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My Twitter account:
https://twitter.com/Shabli_Kadir

twitter is mostly used to update news online, discover information and to share it amongst its users with Twwets. Twitter can be used for research. You can use it to discover more about a business or the general publics opinion. Twitter users use hashtags to highlight any important information, thus making it easier to follow what people are saying about events, products and services. In any event you need to get a message across it can be done on twitter without any delays, especially crucial information that can be beneficial to others. 
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My Facebook account:
https://www.facebook.com/shabli.kadir.1
Facebook has over 2 billion users on their website. This could be a very inexpensive and effective way to trade your business.  Facebook can be used as a low cost marketing tool. 
“Facebook is the dominant platform used and it can provide small businesses with a virtually cost free and easy way to reach customers”. Augar and Zeleznikov. (2014).

All three network platforms can be beneficial to businesses, but they can also have setback and disadvantages.  One of which would be the number of unnecessary messages and junk mail you receive and the time it takes to go through them. Networking platforms also require personal time which can consume a lot of your personal time in the beginning to get your connections started. Privacy in now more of a concern on social media as personal information is widely available and people are powerless to attacks to identity theft and their accounts being hacked into. 
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In conclusion to this report, technology within the workplace has become vastly popular. It is used in all aspects of the running of a business and in daily work life. 
Social media has also helped businesses to move forward and present themselves to the world much more transparently. It has played a crucial role in terms of how businesses are being advertised and becoming more recognised. Using social media sites such as, Facebook and twitter has changed how businesses use their marketing strategies. LinkedIn is also a popular and useful website for recruitment opportunities. 
For businesses promoting and marketing, I would choose Twitter. Twitter allows you to discuss what is trending in real time with people all around the world. Twitter can be used to research competition and also any interests people might have in potential new products. Occasionally you may have opportunities to advertise and recruit. 
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