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Introduction
The improvement of technology brings about an enormous change in the organization in terms of
communication and management of information. In the organization, the employers and
employees can easily communicate by using web-based email such as Gmail and social
networking tool such as Facebook. It ensures easy and fast communication in the workplace that
reduces both time and cost of the organization. By using Skype, the employers and employees
can communicate visually by showing different working matters. Technological improvement
brings revaluation in the management of information such as by using Microsoft Office tool, the
organization can save and print important document easily. In this report, the use of technology
in the workplace that ensures efficiency and effectiveness has been demonstrated.










[bookmark: _Toc491118744]Part1 Demonstrate the ability to evaluate the appropriate use of technology (including mobile devices) to improve the workplace efficiency and employability: 
All the digital business in the world now depends mostly on different smart technology. This use of smart technology increases the production greatly. An organisation uses digital technology to reduce the cost of production, to communicate with other organisation, increase production etc. Besides organisation, smart technology is also used by employees to increase their different employability skills as well as efficiency (Anandarajan and Simmers 2015). Efficiency represents the ability to do a work without wasting resources, time and energy. Every organisation wants to get the efficient worker for their organisations. On the other hand, employability represents some job-related skills and attributes which enable them to be the most successful person in their chosen jobs.  Employability skills provide many benefits to the employee in the workplace. 
[bookmark: _Toc491118745]Web conferencing:
Web conferencing has become more popular in the present business world. Web conferencing provides the opportunity to the organisations to solve different matters on online. The use and benefits of Web conferencing is given in below-
Use of Web conferencing:
Web conferencing is used to arrange different online meetings and seminars. It is also used to arrange different online training programs. An organisation uses Web conferencing for conducting their daily meetings, seminars, presentations, training programs etc. (Benson and Morgan 2016). By using Web conferencing different people can present the meetings from the different remote area on online. 
Benefits of Web conferencing:
The main benefits of Web conferencing are that it saves many times and costs. In web conferencing meetings, no one needs to present physically in the meetings but on online. So, an employee can attend the meetings from any place in the world even from home. It saves the travel times, costs and energy. Another benefit of web conferencing is that it makes easy to hold a remote training program.  
Web conferencing and employee’s efficiency and employability:
Efficiency and different employability skills such as communication and analytical skill are necessary for an employee to get success in business and use of Web conferencing can help them to attain this. Times and energy can be saved by using Web conferencing which can be used to do other works. Employees can also attend different employee training programs to improve their efficiency. Sometimes, employees get solutions or demo work for new work through Web conferencing which surely increase their efficiency. On the other hand, Web conferencing can be used to improve employability skills. Many employability skills such as communication skills, analytical skills which are important for employees can improve the attending Web conferencing (Best 2016). 
Compare and contrast between two different Web conferencing software:
The compare and contrast between two different web conferencing software is given in below-
	Criteria
	Skype
	WebEx

	Video quality
	Quality of internet connections determines the video quality of the Skype
	In case of WebEx, the video quality is based on subscription charges. 

	Number of participants
	Around 250 people can attend in Skype conferencing (Hopfgartner, 2014). 
	Normally 6-8 people can attend in WebEx

	Focus Point
	video conferencing
	Besides video conferencing, other options such as presentation, training programs.

	Cost
	Normally it is free for users
	WebEx charges different prices based on video quality.


 

[bookmark: _Toc491118746]Cloud File Storage:
Cloud file storage is also very popular in the modern business. It is used to store various confidential data and information. The use and benefits of cloud file storage is given in below-
Use of Cloud files storage:
Cloud file storage is used by organisations to store different files, media in online. Different cloud file storage such as Dropbox, Amazon Cloud Drive, Box are used. Organisations save and store their important confidential data, information, files, and media in theses cloud file storages (Fuller-Love 2015). 
Benefits of Cloud file storage: 
There is a great benefit of using cloud file storage. The main advantage of cloud file storage is that it is very simple to use. It offers online storage for all necessary documents so it saves computer space which can be used for different purposes. Cloud file storage provides a user Id and password and only respective users know this so, it is very safe for storing files and documents. Another benefit of cloud files storage is that the users can access this from any location in the world by using the internet. 
Cloud storage and employee’s efficiency and employability:
The use of cloud file storage can improve an employee’s efficiency and employability greatly. An employee can use cloud file storage to store his necessary data and files safely. It reduces the possibility of data loss. So, employees can certain about their stored data. Thus he can work without the fear of data loss which helps them to concentrate more on their work. So, it helps to increase efficiency.  Again, employees can save time in data storing by using cloud file storage so, they can use the time to work another task which increases their efficiency. An employee can take their necessary data from cloud file storage for analyzing purposes. So, cloud file storage also improves employee’s different employability skills such as analytical skill ((Doreian and Stokman 2013). 

Compare and contrast between two cloud file storage services:
There are lots of cloud file storage services and among them, two cloud file services are taken to compare and contrast between them.
	Criteria
	Dropbox
	Google Drive

	Popularity
	Dropbox is the most popular cloud file storage. 
	Google Drive is also popular as it offers a complete set of file storage. 

	File support
	To open file in the drop box, one should download the file to computer
	Google drive provides file support so one can open the file in Google drive without downloading the file (Wiles, 2013).

	File storage space
	Dropbox provides less storage size than Google drive
	Google drive offers more storage space than Dropbox.

	File sharing
	People share their files from drop box through web apps.
	People can share their files from Google drive by using links.






  




[bookmark: _Toc491118747]Part 2 Demonstrate appropriate use of technology and its application in the workplace:
Technology has become popular in the workplace. Appropriate use of technology provides various benefits to the employee in the workplace. The details about is described precisely in below-
[bookmark: _Toc491118748]A. Create your own professional account:
1. LinkedIn Account:
[image: ]
ID Link: https://www.linkedin.com/feed/

2. Twitter Account:
  [image: ]
ID Link: https://twitter.com/

3. Facebook Account:
  [image: ]
ID Link: https://www.facebook.com/
[bookmark: _Toc491118749]B Evaluate the possibilities for communication and collaboration in the workplace that use of these social networks:
Which networks I think is most helpful in searching a job:
Social networks like Facebook, Twitter and LinkedIn have become very popular in the modern world. Most of the people in the world are connected with these social networks. So, many organisations use these social networks for publishing their job vacancy or job circular related news. Though all of them is helpful I think Facebook can help me most to get a job in the context of our country. The reasons for choosing are that most of the organisations of our country are connected to the Facebook. So, very often they publish their job circular in Facebook.   Besides this, many people and news providers share many job-related posts. For all these reasons, I think Facebook is the best social networks for me to search a job. 
How would I use social networks in the workplace? 
I should use these social networks in a right way in the workplace. I use Facebook to communicate with my other colleagues in the workplace. I also use Facebook in the workplace to get connected with my organisations as my organisations use Facebook to connect with customers.  Twitter can also be very helpful for me in the workplace as I can touch up with other persons who have similar interest by using a twitter account. I also use LinkedIn to share different information and news and also can use to get different information and news from others. 
The advantages of using social networks in the workplace:
An employee can get some advantages in the workplace by using social networks. As the users of social networks are increasing rapidly day by day so, many organisations create their own pages and account for business and professional purposes and by using these pages and accounts organisations try to attract people by sharing or posting much attractive and informative information and news ((Hopfgartner, 2014). Thus an employee can easily use this informative information which is shared by a different organisation to get advantages in their workplace. 

The disadvantages of using social networks in the workplace:
Along with many advantages, there are also many disadvantages of using social networks in the workplace. Sometimes using social networks in the workplace waste times and energy so, it affects employee’s efficiency. A competitor in the workplace can know much personal and professional information by visiting one's Facebook accounts and pages which can affect them. Besides these, an employee may face mental disorder problem for excessive use.   
The implication with regard to personal and professional security:
The personal and professional security is the most important issue of using social networks. It is proved that use of social networks affects the user’s personal and professional security (Internet security for business to business applications 2016).  There are lots of spam message and links in the social networks which is shared by hackers which may affect users account. Sometimes hackers somehow hack social accounts to get control over the user’s computer which increases the threats of losing valuable information. So, an employee must concern about the security issue of social networks. 
Similarities and dissimilarities among different social networks:
The similarities of Facebook twitter and LinkedIn is that all these networks can be used for various business purposes such as marketing the business products. Another similarity is that people mostly use these networks to communicate with each other. But along with similarities, there is also some dissimilarity. Facebook and twitters are quite similar and they are both used for interpersonal purposes whereas People use LinkedIn only to meet professional purposes (Zachry and Thralls 2016). 
Which network is preferred?
Considering different aspects I prefer Facebook most over other social networks. There are many reasons for my preferring. First of all, through a Facebook account, I can contact with all of my friends and relatives. I also prefer Facebook considering my professional reasons. Through Facebook, I can follow many renowned organisations to get much necessary job-related information. I also use Facebook to solve different kinds of the problem I faced. When I faced problems I post the problems on Facebook and asked my friend to solve it.  I prefer Facebook because it helps me to get different information to improve my efficiency and employability skills. Besides theses, Facebook provides all current information and news to me so considering all of these facts I prefer Facebook. 












[bookmark: _Toc491118750]Conclusion:
The use of smart technology in present business is increasing rapidly. These technologies help both organisations and employee to get the best. Organisations use these technologies for different business purposes and employees use these technologies to get benefits in their workplace. Besides, social networks are also used in business for communication and collaboration purposes. But the employee must aware of the different abuse of social networks. 
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