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[bookmark: _Toc511870877]Introduction
Now a days, we live in the age of modern science and it has great contribution to our like and this is also contribute to develop the new and innovating device and technology. Modern technology makes our life easier and it is also made comfortable to the workplace to help to do the complex job more easily. The business promotional and operational activity has done with the help of modern technology as well. Businesses can promote their product through mobile related advertisement and the official operational activity can get help from web based mail service. Technology has given the opportunity to store document in office software that can easily edit and reform as per requirement. Due to keep the file, cloud storage has used that sustain until the user deletes the file. Professional social network helps to connect with other people with similarities. To use this, security is the main concern where proper security has to be ensured and has to be conscious to use modern technology. 


[bookmark: _Toc511870878]Part 1
[bookmark: _Toc511870879]The ability to evaluate the appropriate use of technology to improve workplace efficiency and employability
The appropriate use of technology is essential for the organization and this is also helpful for the business organization because it helps the organization to improve the skills and efficiency as well. The employees’ role and responsibility become lower due to the use of technology. Due to the bless of science, the people get helps from social media, package application, webmail, file storage and others that are most important to the workplace. These are as following- 
Web Based Email- Web based email is the mail service that is provided to the various hosting websites for sending and receiving the mail service through electronic way. It has many advantages and the user get many facilities from the web based mail such as Gmail, Yahoo Mail, Hotmail and other popular mail service. The mail has transmitted one person to another person through the electronic media connected with the computer and internet where user can attach the file, document, image, audio, text and others (Archer, 2008). The mail can sent one terminal to another terminal within second where distance is not matter that calls real time. 
There are many website and domains that provide the free mail service with many facilities such as Gmail, Yahoo mail, Hotmail, iCloud Mail, AOL mail, Zozo Mail, GMX Email, Yandex Mail and others. As per requirement, Gmail and Yahoo mail service are picked for making compare and contest between them as web based email service. 
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Figure: Gmail Interface
Gmail is the name of the email service of the Google that was lunched April 1, 2004. At present, Google is the top famous and most popular website and mail service provider. Google has provided also many services such as Adsense, analytical, webmaster tools and others. Gmail has 20 TB storage space for mail reserving. The Gmail account is applicable for all Google products such as iCloude, Document, Youtube and others (Google, 2018). 
Yahoo is another name of web based email service provider that was lunched 1997. Yahoo is the name of another search engine that is older than Gmail. Along with giving mail service, yahoo is also gives the Flickr photo service, Messenger and other services (Lifewire, 2018). 
[image: Image result for yahoo mail]
Figure: Yahoo Mail
Compare and Contest: Gmail and Yahoo mail, both are used for the sending mail without any with attachments. Yahoo has 100 GB cloud storage for mail box and Gmail has 15 GB cloud storage for the mail storage. Both of the accounts have contained 1, 50,000 mails without any cost. The GUI has worked in different systems but both of these are based on the website. Yahoo contacts additional information and advertise on the mail opening interface where Gmail does not show the advertisement on the inbox page of the interface. Yahoo mail contains the trend, news and other information links to the interface (Jobber Academy, 2018). On contra, Gmail is simple and shows the friend hangout ID on the left panel where is also showed the online presence friend. The minimal clutter is needed to the use of Gmail where the maximum is needed to the yahoo (MakeUseOf, 2018). The other difference is that the Gmail has strong filter to search the spam mail then yahoo mail. But both of the mail services have the spamming folder for the spamming mail. The layout and the options of the both Gmail and Yahoo mail are almost same. Gmail and Yahoo mail have used the POPUP and STMP for sending and receiving the mail access. To be a special user, a person has to pay to promote as the Yahoo Mail Plus where Gmail has no option to be special member but there is option to buy cloud storage in Gmail called Google Drive. The searching option of the Yahoo mail is stronger than the Gmail service. The Gmail has stronger server with faster than yahoo mail service. 
Purpose of Usage Email: Email has great important in business in many ways as following- 
· Officially, email has used for communication purpose to send and receive electronic and soft copy or scanned copy of the document. 
· The internal department contact to one another is also happened through email. 
· Colleagues and officials can communicate with one another through email. 
· Email sends to the user in real time where distance is not matter so that this is more useful to international communication. 
· For advertising purpose, email has used for sending the promotional massage to client (David Eitelbach, 2014). 
· For communicating with the producer, customer and other stakeholders email has greatly used. 
Tablet and Smartphone- The using purpose of the tablet and smartphone is almost same but the features and other things are different. Smartphones and Laptops combination is Tablet that has given the good multimedia experience and has large screen. Smartphones is the mobile phone that has performed as the computer with touching interface, internet access and operating system enable to executing the apps. Both Tablet and smartphone have used for the communication purpose and have many other features. Tablet and smartphone can help to complete the official task staying outside from the office (Mobilemarketer, 2018). Official software can also use for the employee of retailing for taking product order. Both, Tablet and Smartphone are same but there is contrast and similarity as following- 
[image: Image result for smartphone]
Figure: Smartphone
Compare and Contest: Tablet is the most updated device that is the laptops and smartphone combination with large screen than smartphone. The latest and valuable phone produces from iPhone from Apple Corporation and also lunched iPad used as the developing tablets. The operating system of the Tablet and smartphone is approximately same. Google has android operating system and Apple Corporation has iOS. Android is the user friendly operating system for both. The main difference is to them is to functioning. Smartphone is enabling to use WiFi connectivity and 3G enabled where this can use for calling and SMS. But most of the cases, it is seen that Tablet is only worked in Wi-Fi connectivity and it is unable to calling or SMS. At present, few Tablets can found in market that is also enabled to use SIM that is expensive (Differencebetwee, 2018). The Tablet has large screen and the Smartphone has small screen. The applications of the both devices are same alike where Tablet has rich multimedia and mainly special for the office work and e-book reading. Both of the devices have camera and GPS option. But the smartphone is emphasis on location detector, sensor, camera and others. 
[image: Image result for Tablet for office]Source: Tablet
Todays in organizational workplace, Smartphone and Tablet have greatly used that are as following- 
· For producing organization, employees related to the retailing take order from vendor by using Smartphone and tablet. 
· The employees moving, traffic information and location detected for better purpose. 
· Smartphone and Tablet is enabled to complete the little task staying outside of the office. 
· The customer data and information can collect from database (Forbes, 2018). 
· Smartphone and Table help to attend for emergency meeting with videos and audio conference (Towerleasing, 2018). 
· The communication within other employees is improved. 
· For solving problem instantly, smartphone and table are helpful. 
· Money transition and the other calculation can be easily done with smartphone and table. 
[bookmark: _Toc481705659][bookmark: _Toc511870880]Part 2
[bookmark: _Toc481705660][bookmark: _Toc511870881]Demonstrate appropriate use of technology and its application in the workplace
[bookmark: _Toc481705661][bookmark: _Toc511870882]A. Own professional Account
Social network is the platform where the people can connect to one person to another person where people can share their view, concept, idea and interest to other. Many social network sites at now exiting and every platform have particular purpose. The social network can use for social as well as professional platform. The account is as following- 
[bookmark: _Toc481705662][bookmark: _Toc511870883]Facebook
Profile Link- https://www.facebook.com/irene.kauzeni.58
[image: ]
Figure: Facebook Profile Screenshot


[bookmark: _Toc481705663][bookmark: _Toc511870884]Twitter
Profile Link- https://twitter.com/IreneKauzeni
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Figure: Twitter Profile Screenshot
[bookmark: _Toc481705664][bookmark: _Toc511870885]LinkedIn
Profile Link- https://www.linkedin.com/in/irene-kauzeni-1a6579162/
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Figure: LinkedIn Profile Screenshot
[bookmark: _Toc481705665][bookmark: _Toc511870886]B. Evaluate the possibilities for communication and collaboration in the workplace usage of those social networks
Social media is getting part and parcel of present days in personal life and professional life. Social media helps to contact personal compunction and it is also helpful for the professional life. It is helpful in professional life to connect with the colleague and staff. Through social media people from an organization can learn about other from other organization. This builds a relationship web among the employees to the workplace and business conduct communication through it. Organization has personal social media page that is used for personal problem solving and prompting the product and service where social media has significant distraction (Fauscette and Fauscette, 2011). Salary.com has conduct a survey in 2014 where it is showed that the employees has wastage their valuable time in using social media that can be productive for them in workplace. Many organizations have conduct their social media page for connect to their employees in workplace. The organizational product and service can be promoted with the social media through advertising.  For example- An important notice and emergency notice can reach to the audience and the employees by Facebook and Twitter. LinkedIn is used for the professional life where this emphasis on the professional activities. 
Social media has changed the communication behaviour in the organization. Social media is helpful to for making public relation rather than communication. The new employees can recruited from the social media like LinkedIn. In Business, social media engage with the employees for better relationship where it is also helps to knowledge increasing and learning tool. The personal opinion can shows in the blog posting that can attract to the proper authority. Most of the people at now use social media and if an organization failed to build then it would be lag behind. The business can ask suggestion from the customer through social media. The products complain and product problem is also comment in the post of the product that concentrates to the proper authority (Sciencedirect, 2018). The recruitment adverting is posted to the social media that minimise the recruitment cost. So, social media has some positive and negative in business organization as following- 


Possible advantages- 
· Social media helps to connect with the people and increases knowledge.
· Product review and suggestion getting. 
· Business idea getting from desire customer. 
· Better communication system.
· Promoting activity.
· Market research (Claywell,2018). 
Disadvantage of social media- 
· Too much use, it is harmful
· Decrease the personal and professional security. 
· Addiction to work. 
· Data maintained problem
·  Rumour spreading and others (Claywell,2018). 
[bookmark: _Toc511870887]Conclusion
Modern technology and internet has great influence to the present business organization. Most of the business organisation has given higher priority to the social media as well. So we have to use this technological device and social media by being conscious. 
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