
Skills for the Workplace
Module Assignment Submission 

Student Name:	Tracey Hughes
Student Number:	2008698
Module No:	BMSK4007
Module Title:	Digital Skills and Personal Branding


Statement of Confirmation of Authenticity
By the act of making this submission, the student declares that this is the work of the student named above. The work has not, in whole or in part, been knowingly presented elsewhere for assessment, or where assessment has been built on a previous assessment, this has been identified. Where materials have been used from other sources it has been properly acknowledged. If this statement is untrue, the student acknowledges that an assessment offence has been committed.
Attention is drawn to the plagiarism and unfair practice policies of both the University and of ILM.
Permission for ILM to use this script
ILM uses learners’ submissions – on an anonymous basis – for assessment standardisation. By submitting, both the centre and the learner agree that ILM may use this script on condition that identifying information is removed. However, if you are unwilling to allow ILM use this script, please refuse by ticking the box: □





Table of Contents
What has been the impact of 21st Century Technologies on the modern workplace?	3
Evaluate the appropriate use of modern technologies and social media in the workplace generally	3
Explore the use of modern technologies and social media in own workplace	4
How can Personal branding help YOU?	5
Your LinkedIn Profile to promote your Personal Brand	6
Evaluate the value of other social media platforms to enhance networking and career prospects	7
Examine the impact of Personal Branding on your own employability	7
Discuss personal and professional security and safety online.	8
References	10






[bookmark: _Toc62902954][bookmark: _Toc456901517]What has been the impact of 21st Century Technologies on the modern workplace?


[bookmark: _Toc62902955]Evaluate the appropriate use of modern technologies and social media in the workplace generally 

Technological advancements have accelerated in ways which were unthinkable just a few decades ago. The greatest advancement of all has to be the use of communication tools, where we are able to get hold of people via a variety of channels, email, text messaging social networking sites, video and web conferencing and mostly the use of Microsoft Office 365. These tools have helped most business trade in the global pandemic (Covid-19) [NHS UK] when most stores and businesses have had to shut their doors.
The start of Skype, Zoom, Microsoft Teams means conferencing tools have reached new heights as everyone is working from home and they can be used anytime, anywhere from any device. It's a chat-based workspace that includes instant messenger, video calling and file sharing and this has helped people feel connected in the workplace. Social media outlets such as Facebook, Instagram and Twitter have given the opportunity for businesses, whether large or small, to get themselves out there and advertise their goods and services.  They can also interact directly and this also helps to highlight positive and negative feedback and act accordingly.
These platforms also contain artificial intelligence to learn what people are looking for and what their preferences are. It's been a major year for ecommerce as customers have shifted their shopping online due to store closures. This has impacted a lot of businesses who were not so quick as others to use social media as another form of advertising as this form of advertising can be seen as too much of a risk to data protection as would need permission from all parties involved.
Advancements with Artificial Intelligence have become incredibly significant in the workplace as they mimic human cognitive functions and can learn to solve problems this technology has also been used in the medical field, modern medicine cannot exist without technology which is used to manufacture drugs research and produce vaccines and has been a main team player in the COVID-19 vaccine. Artificial intelligence helped researchers understand the virus and its structure and predict which of its components would get an immune response and this has led to the rollout of the Oxford and Pfizer vaccines.  AI is also used to record data for any side effects that may occur. In the early weeks of the pandemic, the Stanford Institute for Human Centred Artificial Intelligence (HAI) used machine learning to do just that, (Waltz, 2020).
 Artificial Intelligence also works with 3D software and Medical Professionals already print 3D prosthetic hands and surgical tools, but 3D printing has only just begun to transform the field. The ultimate goal is to replicate functioning tissue such as livers, kidneys and hearts which can then be transplanted into humans (Mendis and Rutschman, 2020).
3D and Artificial Intelligence has also been used in manufacturing and assembly line technology because it is more productive and environmentally friendly. Products can go from just a design to an actual protype within hours. 3D printing and automation go hand in hand as 3D printing is a type of automated manufacturing and the reason for automation in production lines is to reduce inconsistences and errors and reduce labour costs. The downside is if all parts can be manufactured by machines there is less need for workers and human interaction, as in comparison humans are too slow and make mistakes (3D printing.com). 
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The modern Retail Sector
The retail sector uses computer systems known as Electronic Points of Sale or E.P.O.S. (EPOS Direct, 2020) and EPOS (2020). This system helps retailers have a complete overview of the business and also enables each store to promote or discount slow selling lines, while stocks of good sellers can be replenished quickly. 
Reports are generated to show trends and sales in other stores and therefore being able to keep track of this information means stock is reordered to meet customer demand, so they aren't disappointed and would shop elsewhere.
Using an EPOS till system makes barcode scanning, chip and pin and contactless pay possible. Providing email receipts reduces administration and enhances the customer experience making payment quick and easy.  Loyalty Cards also enable the company to find out which goods their regular customers buy most often, allowing them to make personalised offers and discounts available to them. In-store kiosks offer an unmanned shopping experience which is modern, friendly and easy to use. This method also has the ability to process online orders made from other devices, such as mobile phones or tablets/iPads and gives the same sort of data as ecommerce systems. 
Companies also use profiling to tailor adverts on based on interactions and purchase behaviours online.
Debenhams, a UK store, decided to use Concrete Publish to create a retail portal in the cloud, enabling it to create and share content with its international franchises, which now operate in over 20 countries worldwide, (Concrete Media, 2020).
Debenhams has been offering free Wi-Fi from 02 in its stores since 2012 (Mobile News, 2012) customers can download the Debenhams app and will then automatically connect to an O2 Wi-Fi hotspot when visiting any store.  customers can then access information about products, view reviews, order out of stock items and receive discount vouchers. 
Data protection of all this personal data that is being collected is very important and this information is secured with a 256-bit SSL connection provided by Debenhams' technology partners, Symantec (2020) and Verisign (2020). Personal information is normally held for 6 years unless removal is requested and is regulated in accordance with the General Data Protection Act UK (GDPR) (2018), 
The Edelman Trust Barometer (2018) discovered that 83% of customers thought that "Protection of privacy and personal information is one of the most important responsibilities for business, or an issue business must help solve".
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A LinkedIn page is the foundation for Personal Branding, (Fleming, 2020).
It is a very good platform to showcase yourself.  Putting a lot of thought and care into making a profile with the right headlines, profile photos, skills and achievements will help it stand out from the crowd and be relevant to the people you want to attract. Making connections and joining groups is a fantastic way to find other professionals with the same interests, which can lead to opportunities and job roles and help in your chosen field. 
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Social media platforms are important to reach out and attract the right customers with the right information to help to highlight your brand. Having an online presence on any of the social platforms like Facebook or Instagram is a terrific way to connect with your audience on a personal level. Social media advertising has to be one of the cheapest ways to market your brand digitally. With the vast number of online users which is 59% of the world's population (Henderson, 2020), influencers and sellers must not miss out on being able to reach the maximum people they are able to as a huge amount of people spend all day and sometimes night on their social media. 
To keep your audience entertained you need to be consistent and posting regular updates and content and interacting to help you gain new customers and hold on to the ones you already have. It is also especially important to communicate with your audience to create a friendly persona as customer service plays just as a significant role online as it does face to face. Social media users crave human interactions and evidence does suggest they are more likely to buy from someone who appears genuine and human and in a year of isolation, this could not be more true (Jowett, 2020). It is very important to be able to trawl through other social media sites to find competitors to help you understand the strategies other business are using to gather audiences, see their content and be able to see how it has impacted on their business and customers. Checking out comments that customers have asked is a great way to be able to see what potential customers are looking for, their likes and dislikes and create a better marketing strategy for your brand.
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A Personal brand is a reflection of who you are professionally and personally. A personal brand is strongly influenced by several factors, one being your appearance as it's the first impression someone has of you, by wearing smart clean clothes it will give the impression you are business minded, clean and tidy and have pride in yourself. another factor would be your key values, personality and overall identity and another would be your uniqueness and the ability to be able to offer services that no one else can and stand out from the crowd. These factors are important as this gives someone an insight to who you are as a person, a lot of people look for a positive outlook, also showing you are reliable and trustworthy and reflects it in  your conduct and behaviour .it is easier than ever to promote your own personal brand thanks to online social media platforms such as LinkedIn, Facebook, Instagram and Tic toc and most employers will look through personal profiles before making any hiring decision.so it's important that you are giving out the right message.
To increase your following and keep interest you must maintain a presence by staying present and reachable so it reinforces the message you can be relied upon also keeping up interactions with your contacts will also keep you present in their minds. posting videos and blogs is another way to keep yourself current and build real relationships with your followers.  
It's a lot easier if you create your brand around your lifestyle and personality, as telling your story will make more people warm to you as they feel they will now you as a human and not another advert. William Harris, a Facebook ads expert said " Be genuine, it will make it a lot easier to manage your personal brand on a daily basis " (Harris, 2018) 
Taking this advice would be helpful as it is hard to maintain different personas through different social media platforms. Being mindful in what you post if very important as it shows what type of person you are and what current beliefs you hold.
 “Remember, you are your brand and all we have is our reputation” (Chan, 2018)
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It's very important to be very mindful of anything you do on the internet, whether using mobile devices or desk top computers. It's very easy for a cybercriminal to get authorised access to websites and most data breaches can cause a lot of financial damage to retailers but the real victims are users who have had their financial and personal information stolen.
Cyber criminals are prone to target online retailers as a lot of the population use these platforms, some will trick users by having fake online stores and some will also try to imitate existing online retailers. Some of these websites are only set up to collect payments as the product advertised does not even exist, these might be pop up ads that offer incredible promotions but seem to be good to be true, these ask to share personal data like credit card details and personal information and can infect your devices with types of malware.
Fake online websites are usually promoted through phishing and emails, your contact information has either been acquired through a different phishing scam or can be bought off the dark web for very little cost. if you feel you are being scammed, do not attempt to click on any button not even to unsubscribe as these actions will infect you with malware. It is not known by a lot of people that the X to close the ad is the most malicious part of it all.
The main security risk by trying to purchase anything of these sites is having your identity stolen as cybercriminals aim to steal as much as your personal information as they can, therefore, do not ever give out sensitive information such as date of birth, your full name, your national insurance number etc as they will use it to impersonate you.
Identity theft normally occurs on fake websites, but legitimate companies can expose their customers if their platforms develop a malware/virus and they suffer a data breach.
The best advice given is to use mobile phone rather than desktops to purchase anything as retailers have their dedicated mobile apps and are safer by default.
It is especially important to be aware that websites that do not use SSL encryptions (those whose URL address starts with "http" instead of" https") are a big online shopping risk, as these platforms are not encrypted, so the information you share can be seen by hackers.
 "From July 18 2018, the Google Chrome browser will mark "http” sites as not secure" (Robbins, 2018) and according to their blog post, 81 of the top 100 sites online use https by default. 
Even if you take the proper precautions, there will always be a risk, so it helps to protect your devices with anti-malware/anti-virus software and using such a program will prevent you from accidentally using malicious websites.  
You should also not postpone your computer and phone updates, as often the changes boost security. 
 Always use A VPN service to protect your privacy as it hides your IP address and information and uses encryption to secure your online traffic.
 It can also help if you do not expose yourself to unsecured WI-FI and it is never a good idea to check your banking emails or make online purchases while in an unsecured spot.  If the Wi-Fi provider does not ask you for a password, then its unsecured and not encrypted, so is easy to hack. It's always advisable to use payment sites such as PayPal or credit cards because if you need to dispute a sale you have cover and if your details are stolen the card provider is liable. 
Business and companies must abide by The Data Protection Act 2018 which consists of many principles - one of which is that personal data must be processed fairly and lawfully and can only be used in the manner it was collected for.  It also needs to be relevant to the company, not kept longer than is necessary and they also must have adequate security measures to protect customers from hackers 
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