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Introduction:

Technology influences nearly all that we do today and it likewise impacts the greater part of our arrangements for what's to come. Our time has come to experience the essential significance of advanced technology in our everyday lives. It enables us to open a colossal accumulation of data and communication information. Digital technology includes parts of software engineering and information technology. It investigates how we can utilize innovation to make, store, and process, examine and present data in a digital setting. This incorporates computer science, systems, technology related to internet, digital media, programming instruments and programming applications. Every sort of tasks, whether they are personal or occupation related needs digital skills or proficiency. The term digital skill can be characterized as the capacity to utilize digital technology, specialized devices, communication tools, as well as systems to get to, oversee, coordinate, assess, and create information so as to work in an knowledgeable society (Lemke C & Coughlin E.C 1998). 


The Importance of Digital Skills in the Workplace:
 
Digital technology has changed the manner in which we work – however numerous small organizations that lack the use of digital technology at workplace are miserably fails to succeed. So it is very important to make sure that the digital skill gap doesn't turn into a skill crisis. By making a digital culture in the working environment – and furnishing representatives with the correct skills – organizations remain to profit in various ways. Some of the important digital skills in the work environment are discussed below.

Digital Skills can expand business efficiency: With the correct training, representatives can utilize digital innovations, tools and techniques to turn out to be increasingly profitable at work. For instance, we can create digital archives, store and access them more effectively than printed renditions, however just if representatives realize how to find them, use them and share them with confidence. We also can use communication channels more efficiently with colleagues as well as with customers in minimum possible time. Using digital technologies properly in workplace saves employees time and energy which result in organisational productivity.

Digital skills helps employees to develop competitive edge: These days most of the occupation requires some type of digital aptitudes, and in future there will be a higher interest for technical abilities to give organizations an aggressive edge inside their market. A trained employee with proper and relevant technological skills can outperform their companions at the rival organisation which helps a business remain in front of the challenge.

Digital skills can give better approaches for working:  Digital technologies are very important nowadays, digital skills can give better approaches for working, It is true that people that collaborate communicate or create utilizing new technological instruments help them to carry out their responsibilities all the more productively. This could incorporate better access to remote working, important programming and cloud-based applications or enlarging the accessibility of internet preparing. 

Digital skills can help increment income:  Most organizations presently perceive the requirement for a solid online presence to help increment income. Now-a-days customary types of offers and advertising are getting to be obsolete as shoppers turn towards advanced digital channels to buy a product or services. Most purchasers presently depend on the feedback from online contents like blog articles or short recordings to conclude their purchase decisions. Every business organisations final goal is to increase revenue and in doing that they need to be in the same platform where their customers are by utilising various digital skills to engage, convince and drive their demands through their favoured online channels.
 
Digital skills enable organizations to create better customer relationship: Now-a-days consumers spend more time and energy in digital channels. And in these digital channels customers browse goods or services, compare prices, check other users feedback on products or services, gives their own feedback after using a product or service etc. Organizations need to react to evolving desires of the customers, engage with their clients and also need to build connections through an assorted scope of channels - these could incorporate email, web-based social networking sites, and mobile applications and so on. It's imperative that workers have the correct digital skills and internet using skills to guarantee the online client experience is a positive one.

Guarantee computational accuracy: With regards to business, it is always to make sure the figures are right. Various computer based application and software make sure accuracy at work. Software like windows excel, word, quickbooks etc are some of the examples which ensures error free work.
 
Empowering remote working: Remote working like video conferencing, has totally reshaped the work place and environment. People can participate to work, regardless of where they are. Video conferencing has also made it possible to organize with the best workers. People can work from remote places now-a-days through digital technology like video chat, email and other internet based applications.

Expanding collaboration: Digital technology has changed the way of working at the workplace. Digital technology helps employees to collaborate each other at workplace. With the help of internet and network based technologies employees, managers, team leaders can communicate with each other from any place and any time within minutes which minimises communication gap and help in finding quick solutions of any working related problem. Manager can contact their workers, supervise them remotely without needing to be present physically in the local store.






Evaluating modern technologies:

Now-a-days most of the organisations depend on technology for every part of their business. some of the important and essential technologies are discussed below.

PC/Desktop/Laptops: Computers are very important for any workplace. It’s an essential part for any business. It helps to write letters, produce financial documents, message and email writing and receiving, creating presentation for various purposes etc.

Programming and productivity tools: Use of various software are common at workplace. We use Microsoft Word to write letters and other documents, Windows Excel is a financial spreadsheet which stores and calculate large number of numerical data without errors. Microsoft PowerPoint is a great tool in creating good and attractive presentation. Another new innovation is word press which allow people to create webpage without need of programming language knowledge.

Network administration of Computers and Printers: Now-a-days at workplace computers and printers are usually connected to each other through a common network which helps employees to connect and share data with each other. Everyone can use a common printer through this network. Employees can even access internet services through this network.

Phone and Voice mail systems: Now-a-days business telephone frameworks are very unpredictable. The most well-known kind of telephone framework comprises of an equipment unit that utilizes programming to part the telephone company line among individual handsets. 

Financial accounting system: Financial accounting systems are very important for any business. An accounting system can keep track every penny an organization spends alongside each penny of income. One famous financial accounting system is QuickBooks by Intuit, which is easy to set up and keep up.

Inventory system: Every business have an product inventory control system which help to reorder the stock, or even if they have stock excessively.  Some programme allow to adjust the stock system manually for convenience, like system can switch over from LIFO to FIFO etc.

Customer relationship management systems: A CRM system tracks a client all through their involvement with an organization. Soon as an organisation get data about the client, the CRM frame work will follow their communications with the organisation. When clients calls to order something, or calls for help or an inquiry, the CRM framework will tell the administration agent the previous history of the clients activities with the organization.

Web conferencing tools: In the cutting edge universe of outrageous innovation headways, all typical every day activities in our business are supplanted into the virtual universe of the web. The same is valid about web conferencing. Every expert knows how imperative the web conference as far as advancement is by talking about points of view, trading thoughts and critical thinking. Web conferencing is online gatherings with a boundless measure of members who can talk about issues on the web, share records, watch sites together, trade thoughts in regards to current issues, and so forth(Laura Spencer 17 Sep 2018). GoToMeeting, Cisco WebEx, Google Hangouts, skype, Zoho Meeting, Amazon Chime etc are some of the popular web conferencing plat forms.

Cloud storage: Sometime in the past the workplace was the beginning stage and completing point in each working day, even for representatives who were travelling more of the time. Finally Cloud storage has prompted a change, where the workplace has turned out to be practically insignificant. The improvement of the Cloud as a reasonable, safe information stockpiling choice implies that records and data can be accessed from anyplace. Regardless of whether they are going to a gathering in Network, a representative can get to vital data in their London office right away. It not just cuts the time expected to work details, figures and reports, it likewise makes sharing problem solving thoughts and technical approaches so a lot simpler, and for groups/teams depended with vital tasks to be progressively profitable (Kefron 15 February 2019). Dropbox, Box, Egnyte, Amazon S3, Google drive, OneDrive are some of the popular cloud storage platforms.

Use of social Media: Social media can profit an organization in an assortment of ways including marketing, promotion and advertising and discovering potential workers. Marketing and advertising are very important for the success of an effective organization. Organizations can utilize social media for promoting product or services with expectations of it reaching a bigger crowd. Marketing and advertising are factors that need to stand out enough to be noticed by the customers and make them need to purchase a product or services of an organisation. Utilizing internet based social media, for example, Instagram, Facebook and Twitter are great approaches to engage an a lot bigger group of audience then just signs and boards. With these platform individuals from everywhere throughout the world can perceive what the organization is promoting. This gives the organization the possibility to make an a lot bigger benefit. Bigger benefits and a bigger group of audience can enable the organization to develop and thrive in new ways. These are the most cost and time effective platforms through which organisations can market promote and advertise their product or services within a minute.


Evidence of my Online Presence: 

I own a coffee shop Enfield. I use Facebook as a social to promote my business, as well as to maintain good customer relationship with my customers. These are discussed below:

Facebook:
Facebook is an integral part of my business. I am using it daily to convey special offers, events, and other promotional posts to my existing and potential customers. I monitor the Facebook page more often for customer’s feedback and reply them accordingly during working hours and non-working hours as well. An image of my page has given below.

[image: ]


https://www.facebook.com/Mishu-Cafe-2186813868097795/?modal=admin_todo_tour


Conclusion:

There are such a large number of ways technologies and technological skills have been of enormous help in various work environments and they have demonstrated to improve work adequacy and profitability. In the above report I have discussed various technologies which are important for modern workplace. These and a lot more technologies are fundamental in each cutting edge work environment and are in this manner drivers for ideal and effective operation while saving time, energy and money, and helping an organisation to be more productive, effective, profitable and successful in every manner.
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