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[bookmark: _Toc456901515][bookmark: _Toc522584123]Introduction 

This report will be focused on digital skill and research method. In the modern era technology is the most important elements in our regular life. we all are highly depend on information technology. Technology have a positive influence over our business activity. Technology helps to enhance networking. This also helps to reduce the production cost of a company. Business promotional work is becoming easy and creative day by day. Now a days we can endorse our product in a digital media platform with a low advertising cost. There is no limitation in this era of modern science. Its all about how we can use this technology effectively for our daily purpose. 
            [image: ]          





[bookmark: _Toc522584124]Task 1
[bookmark: _Toc522584125]Technology that helps to improve efficiency in workplace & employee  

Technology refers a scientifically system with a knowledge that helps to do any work in a short period of time. Technology added a new dimension in the era of business communication. Technology added a value to our activity and makes our life more comfortable. Now a day we use technology in every expects of our life. Today is the era of modern science. I this era we have to enhance our business networking that helps to grow our business internationally. We easily can communicate with people by using modern technology. Workplace technology helps to utilise machineries in more ideal ways. So that those technologies can ensure our productivity and reduce cost. Of our productions. Technology also helps to ensure efficiency in our work. Technology also added effectiveness in our work. Technology helps to create a good organizational structure & a good organizational culture. We can easily keep a good communication with all our employees and ensure a good bonding among us. That helps to ensure an effective organizational culture in the company. Business marketing is highly benefited though technology. Digital marketing and technology based marketing has open an effective door of modern communication and networking. Technology helps to manage our life and make it more comfortable that before. Effective use of technology helps to enhance the annual profit merging for a company. Globalization is highly depending over technology. So, by using technology we can easily improve efficiency in our workplace. (TechnologyAdvice, 2018). 
Web based email 
Email is becoming one of the most famous and renamed communication tools. Email is a form of communication tools by which user can send and receive massage from one to another via using internet network. It’s mainly used for business and professional communication purpose. Business people use this medium in order to maintain communication & share confidential information. Anyone can send email in any time from anyplace. Another good side of this medium is its safety. Email is also famous for its security system. It’s not easy to break their security system and hack account. As people use email to share important official documents so company always try to provide best possible security service to the users. There are many company who offered this service for consumers. (Website.com, 2018). 
· Gmail 
· Hotmail
· [bookmark: _Toc456901517]Yahoo mail 
Comparison among their service  
Gmail is the most famous platform among all email service. It is offered by Google Company. Google is famous for their security system as they are one of the biggest tech company in the world. So, they always try to provide best possible service for their consumers. On the other hand, Hotmail is another kind of email service that is offered by Microsoft Company. As they also try to serve good service system or their users. On the other hand, yahoo mail is offered by Yahoo Company. They were very famous in past time but due to slow update a lack of good customization Google take their market place. All email account has specific place limit for their users. Gmail normally offer 15 GB od storage that is free of their users on the other hand yahoo has offered 1 TB of storage for their users.     
[image: Related image]Email has become a very important platform of communication. As email provide service via using network. There always has a risk on security. Many hackers might try to take this facility and can try to stole many companies’ confidential information. So all service providing company have to be very careful on that mater and always try their best security system for their users.





Cloud file storage 
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Cloud file storage is used to store important files, document, pictures and so on. It’s basically an online platform where we can store our important documents in an internet platform. Cloud file storage system opens a new door for all of us. In previous time people use to store their data, documents, pictures etc in any hard drivers or memory cards. Which can be crashed anytime for some reasons like virus attack or hard drive problems. That is why it is become a risky platform. Because of this uncertainty we use cloud file store by which we can secure our important documents in an internet based file storage place. As cloud storage service use internet there has less chance of being damaged or lost any file or documents. People use this service for this reason. Cloud storage service helps businessman most. By using cloud service, we also can share our stored files to our clients. On the other hand, we know we cannot share any file which is more 25 MB in size. So, it becomes a problem when we have big file and we have to share large documents. In cloud service we can share any large or small files without any restrictions. We also can store or erase our files from cloud profile. So as a result cloud storage has become famous platform for all of us. It gives us more freedom in terms of our storing system. There are many platforms which offer cloud storing facilities for us. Cloud service is fully cost free and less chance of losing data due to virus attack. Company needs to buy hard drives in order to store files in regular system. Which is a costly system for any company. In any business every business man tried to reduce cost. In this sector cloud service opens a new door in professional sector. (Amazon Web Services, Inc., 2018).      
· Google drive
· OneDrive
· Drop Box

Comparison among those service
Drop box is a cloud service system that is offered by Drop Box Inc. company that is specialised for cloud storage facilities. And OneDrive is a service system that is offered by Microsoft company. Drop Box offer 2 GB cloud storage for free. They also offer 100 GB storage per month for $9.90. On the other hand, Microsoft offer 5 GB cloud storage for free and also we can buy 50 GB per month for $2. That means OneDrive is more cost efficient for users rather than using Dropbox.

             
[bookmark: _Toc522584126]Task 2
[bookmark: _Toc522584127]Evaluate how social media increase communications and help marketing and information gathering & usages in workplace 

Social media helps to enhance communication. By using social media applications, we can develop out networking which can help in our business. Internet is a blessing for all of us. We can use social applications by activating internet. Internet connect the whole world in a single roof. Internet helps to create a virtual world for all of us. In this era of modern technology, we all are connected with one another. Social media helps us to create a border less relationship with one another. Social media like Facebook, LinkedIn, What’s app, twitter, Imo, WeChat etc. helps to build new friendship with new people & make new bonding with them. Another important thing is all those social media are free for all. Anyone can create an own profile and start making friends. Digital marketing is a new strategy for all company. As many people use social application and maintain their social profile daily, it is easy and cheap way for all marketer to endorse their product and grab potential consumers. Facebook, YouTube thus become one of the most potential platform for all business company. Any company can easily create a page and maintain a good relationship with their consumers. They can connect with their loyal consumers and also by giving proper advertising they try to grab more potential consumers for them. Company can provide all types of information to their consumers. They also can give knowledge about the new or upcoming product’s information. Thus social media helps to enhance communication and maintaining relationship. (Oyza and Edwin, 2018).     
[bookmark: _Toc522584128]Task3
[bookmark: _Toc522584129]Demonstrate appropriate use of technology and its applications in the workplace. 
  
Technology is a blessing for all of us. But we have to ensure its best possible use to gain its full benefit. By using technology, we all create a new virtual world. Where we can make new friends and enhance our networking. Social media helps to maintain good communication with others. We also can promote our product in social platform. (Smallbusiness.chron.com, 2018).
[image: Image result for facebook]Facebook: Facebook is one of the most used and effective social applications. Most of the people in this era are familiar with this application. In Facebook we can easily keep our communication with all our relatives & friends. We also can meet new peoples and make new friends. So it’s a very potential platform for promotion. Any company can create their own Facebook page & provide all their new updates in this page. Customer care work can also be done is this social platform. They can give digital posters in terms of giving advertise. Thus they can be benefitted. 

[image: Related image]LinkedIn: LinkedIn is another social application that is used mostly by professional peoples. Whey can create a professional profile and keep updating our professional activity there. Many company use this in their recruiting system. We can search a potential employee from this platform. 

Twitter: it is one of the famous applications that is used for business purpose. Any company can officially open their twit account and keep giving update about their activity, product and can do many more promotional activity there.     
[bookmark: _Toc522584130]Evaluate the possibilities for communication and collaboration in the workplace by using social networks.

· Social network helps to ensure efficiency
· It helps any company to endorse their product in a cheap way 
· Helps to reduce the cost of promotional activity 
· Helps to grab more potential target consumers
· Helps to know consumers demand form the company 
· Helps to know and collect consumer’s feedback
· Helps to keep a good communication with consumers
· Helps to realize future steps and required innovations (Goubiq.com, 2018).   

[bookmark: _Toc522584131]Task 4
[bookmark: _Toc522584132]Discuss any measures that might be appropriate to safeguard personal and professional security or legal issues 
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All the social media applications try to ensure a proper security system for their platform. We have to follow all terms and conditions to ensure our security system. We have to follow some basic security rules like
· We have to give a strong password for our personal and business profile 
· We should hire professional IT worker to maintain our organizational system
· We should not save all our confidential file in an internet platform 
· We should teach our employee about the effective use of social media 
· We have to use good virus protector antivirus to maintain our server to 
· We have to keep on a close eye over our employee’s social platform activity 
· We have to take actions if any of our employee misuse our information rules or break our rules (Naughton, 2018).        
[bookmark: _Toc522584133]Conclusion
[bookmark: _Toc456901523]
Technology is a blessing for all of us. We just need to learn the appropriate use of technology in our personal & professional life. In this era of communication, social media offer us new & potential development in our life. We have to ensure the best possible use of those social applications to enjoy their benefits. We also have to ensure our required security system to ensure our safely.   
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