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 This essay looks at the digital skills and research methods in the workplace,
  It is important that digital skills are used in the modern workplace, due to the efficiency and speed for its employees.  Digital technology has modernized  the way people work, evidence of this has being reported in the European Union as it quotes,” digital technology is widely used in the workplace, most jobs require basic digital skills. This includes being able to communicate via email or social media, to create and edit digital documents and to search for information or to protect personal information online. [www.digital single market.com}
 With the increase and growth of modern technology, employees need to be able to use more than a simple desktop computer or a laptop due to the fact that there are many organizations providing smart phones, tablet device and two in one laptops to ensure that their workforce is proficient on the go,  as well as in the office.  The uses of social media are primarily used for marketing, however employees from other departments are also often asked to help, especially in smaller organization.   A 2015 study conducted by social media states that 98 percent of brands used at least two types of social media channels and 2.2 billion are actively using social media, this provides a rich opportunity for brands that get this part of their marketing strategy {www.technology.com/articles}
The use of Technology has become very important in all works of life and in everything we do today, whether at home or work. Modern technologies such as Telephones, Web conferencing, Email, Facebook and Twitter has significantly improved the work place in the 21st century,It has become an immense part of our personal lives and has changed the average workplace.   Modern technology in the workplace has improved   security  and  safety,  due   to the fact that the security of companies should also implement innovative technology place against the breached of security, to minimize the threat of data thefts and leaks.
The use of technology has enabled us to communicate in various ways; we can literally connect with our employees, leaders and co-workers at anytime and anywhere.  This has made it easier in the workplace and has affected how employees communicate, collaborate and work more efficiently.  For example, face to face meetings will be out of date soon, for it will be the new normal and could be the next major change impacting the workplace.  Mr. E Gattiker states that to acquire skill it is necessary for communication in technology to be mediated at work and training.  Skills acquisition is also vital for communication technology within the workplace, however one of the many issues remaining is how to increase information load due to the improvement of modern technology, for example voicemail, electronic mail and fax may affect organizational structure and the workflow in companies. (E. Gattiker Baldwin & ford 1988).
Technical device has become a key part of our working lives and plays an important role in modern workplaces.  For example, the use of emails, mobile apps, tablets and other technologies have impacted the way we communicate in the office.  The use of tablets in the workplace has benefited many employees in the workplace due to its efficiency   and functionality has enabled employees to download and reference imported documents. More and more tools are being designed to specifically enhance internal communication and provide a place to share documents to share and store. (Office space, software.com)
 In todays society, technology has driven the world and social media networking sites have become an avenue which retailers and businesses can extend their marketing as a connection between brands and consumers to interact and communicate with businesses.  Therefore, it is significant for businesses to use social media for marketing purpose if they want to grow. Facebook has established its importance as portent marketing tool, advertisement and information gathering channel.
The social media marketing experience is no accident in fact it has many great advantages.  Massimo Moruzzi states that, “the process of gaining website traffic or attention through social media sites, with efforts aimed at creating content that attracts interest and encourages readers to share it with their friends across their social networks (Massime Moruzzi pg2 2016).  As easy as it sounds it makes sense especially sharing useful information, although a lot of businesses are benefiting financially from consumers sharing their products and websites on social media such as Facebook, Twitter and Instagram.  Companies should not enforce their business by creating an advertisement to force consumers into signing and answering questions as part of their marketing research and strategy without their tools consent.  
The revolution of Facebook is one of the most popular social media created by a man called Mark Zuckerberg.  A Harvard student who was able to create the Facebook.com, it became popular very fast with over 400 million users who generate millions of pieces of content and has a larger population.  Facebook was initially launched in February 2004 in Cambridge Massachusetts United states of America.   Although Facebook is a popular and free social network that allows registered users to create profiles, upload photos and video, send messages and keep in touch with friends and family it also promotes businesses and brands.    There are some significant benefits that only Facebook can provide, such as increasing the profit and growth of businesses using low cost marketing policy. 
 Marketing is immensely vital for every business and it is very easy to create through Facebook allowing businesses to connect with existing and future clients.  This allows customers to directly contact the business on their Facebook page, which gives a personal touch rather than compared to a robotic business email.   Businesses can collect customers report via Facebook this can be done by attaching a link to the website on the Facebook page and posting exciting content from the website to the Facebook page, this allows consumers and fans to click the link and be able read the full post on the website. (www.b2bmarketing.net)


 I cloud storage:  I cloud storage is a computing service from apple inc, launched on October 12, 2011.  The service also provides the means to wirelessly back up iOS devices directly to iCloud instead of being reliant on manual backups to a host Mac or Windows computer using iTunes’’ (iCloud.co.uk) ,  iCloud have been defined as a cloud computing solution by apple that  provides cloud storage and apps to desktop, tablet and mobile devices, iCloud also provides the ability to store documents, videos, photos ,music, and other online and the ability to sync it between iOS powered devices. iCloud is the name Apple gives to its range of cloud-based services, covering areas as diverse as email, contact and calendar syncing, the location of lost devices (Find My lost iPhone/Pad) and storage of music in the cloud (iTunes Match).     Fundamentals of Cloud services in general, and I Cloud in particular, is the ability they give you to store information on a distanced computer device, known as cloud server , rather than locally. This implies you are not taking up storage space on any device, and also means you can access the information from any internet-connected device. Ideally, iCloud allows you to store information online, and then access this information from all your devices -iPhone, iPad, Apple TV, Mac, even Windows PCs Contacts: If you allow it, iCloud will sync contacts across your iOS and macOS devices. This signifies the need to maintain only one list of contacts, because any changes to address, iPhone will apply to contacts on your mac.   Calendar: Likewise, iCloud (if permitted) syncs events across all your devices.                                                                                                                                                                                                                                                                                             iCloud Drive: A simple method of storing files in the cloud. Apple created cloud-based storage service, called iCloud, that makes it possible for us to sync our documents and files across of our iPhone, iPad, and Mac devices. The program used to access these file is called iCloud Drive{ in iOS11.the app is called files)                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      The Advantages Of iCloud storage:   iCloud storage has an unlimited storage ability allowing you to store things like your personal device, ringtones, text messages, applications, music and photos from your camera.                                               
 Usability: All cloud storage services are equipped with desktop folders for Macs and PC’S. This enables the users to drag and drop files between the cloud storage and their local storage.                                                                                                       
 Bandwidth: You can sidestep emailing files to people by rather sending a web link to recipients through your email.                                                                                                                                                                                                                                    Accessibility: Stored files can be accessed from anywhere through internet connection.                                                                                                                                                                                                                                                                                Disaster Recovery: It  is  highly  advised that  business  provides  an  emergency  back-up  plan , have it ready in the case of emergency. Cloud storage can be used as a back-up plan businesses by providing a second copy of important files. These files are stored at a distance location and can be accessed through an internet connection.                                                                                                                                                                                                                                                                                           Cost Savings:   Businesses and organizations can often minimise yearly operating cost by using iCloud storage; cloud storage can be procured at about 3 cents per gigabyte to store data internally; Users ca find extensive cost savings because it does not require internal power to store information remotely.  
[bookmark: _GoBack]                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                   Disadvantages of iCloud storage:                                                                                                                                                                                                                                                                                                                                                                                                  Usability:   Be cautious when using drag/drop to move a document into the iCloud storage folder. This will permanently move your document from its main folder to the cloud storage location , Copy and paste is advised instead of drag/drop if you to retain the  document’s main location as well as transferring a copy onto cloud folder.                                                                                                                                                                                                                                                                                               2.Bandwidth:  Many   cloud    storages have specific bandwidth allowance. If an organization exceeds the allowance allocated, the additional charge could very significant. Having said that some providers allow unlimited bandwidth. It is imperative consumers take this factor into consideration when looking at a cloud storage provider.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           Accessibility: Without internet connection you cannot access your data. 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                DROPBOX:  In today’s world there are several avenues to store and share files.  One of these avenues is via the use of Dropbox.                                                                                                                                                                                                                             Dropbox could be seen as a method for personal cloud storage. It is ordinarily referred to back-up one’s files online. One can also benefit from the possibility of sharing with friends and colleagues stored files, all using Dropbox. you can store documents, pictures, videos and presentations in Dropbox.
Storing, retrieving and management of files can be done via the use of the Dropbox application, The Dropbox application is compatible with Mac, Windows and Linus systems. Moreover, there are Dropbox applications for smartphones. They can be downloaded and used on any smartphone running Androids, iOS, and on Blackberry. 
Advantages of Dropbox: The biggest advantage of Dropbox is that, it is totally free once you commence use, there are no additional or upfront charges.
Easy to use:  Dropbox is easy to understand and very easy to use. You can share files using Dropbox,and files left in the storages are left secured and well taken care of.
Disadvantages of drobox: The developers have the right to delete information from free inactive accounts; information left in a dormant account even for a few months can be deleted by the administrators.



FACEBOOK: It is one of the most fundamental social media networks; its unprecedented number of users speaks volume. Facebook was enabled to have fluid communication and easy sharing of contents.
[image: ]


Conclusion
These reports presented here comprehensively enunciate the use and importance of digital skills in the modern workplace. Also explained is the immense contribution of social media networks such as face book and twitter as a strong and far reaching marketing tool. The social media has made easy the dissemination of information in the 21st century. Having explored these technologies, I  recommend  the  icloud which I consider user friendly as it is more secured and guarantees users adequate security.
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