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[bookmark: _Toc532923406]An Overview of the 21st Century Workplace
The author is a 24-year-old full time deputy manager in a children’s residential home managing a 3-bedroom home and a staff team of 20 employees. The author is currently undertaking a higher education skill for the workplace course as one of her future goals which she identified in her previous assignment is to hopefully open her own business.
The author’s aim of this assignment is to explain the significant impact of technology within the 21st century. It is apparent that technology is growing substantially and is developing worldwide rapidly leading to quick changes, which people are having to adapt to at a very fast pace. This essay will evaluate how technology effects workplaces, education and communication and how it will change people’s thought processes around the world. Individuals are now going to need 21st century technical skills to be able to adapt to the fast changes of technology (Djumalieva and Sleeman, 2018)
The author will be using two different sources during her assignment; primary source where she will be analysing her conducted questionnaires and secondary sources where she will be criticizing journals, books and many more to conduct her conclusion.
It is unbelievable how technology has become the major part of a human’s life, its apparent that no one can lead a single day without the use of technology. This is proven by (Prescott, 2019) as he has studied that 91% of adults in 2019 use the internet, which has increased by 1% from 2018.
During the authors research she has identified that companies used to struggle due to the following barriers; financial expenses, communication, performance and many more. These barriers have now been overcome with the invention of modern technology where it has made it possible for businesses to remain operational and achieve goals. Modern technology has overcome these barriers by creating software’s such as AL, instant messaging also known as IM and cloud PBX solutions which have been a significant contribution towards breaking down historical barriers as stated above.
Workplace technology is technology whereby is used in almost all types of organisations in different departments such as communication, production, management, accounts and recruitment. These types of technology make it easier for workplaces to run. This enables organisations to become successful and helps promote expansion within the business in a quick and effective way. 
Technology has changed the way people communicate within the modern workplace. Since the introduction of smartphones, social media, and different apps allowing people to talk has brought communication to a whole new level. This has now become beneficial due to it becoming more collaborative and unified. 
Modern technology is reshaping the modern workplace in the 21st century by effectively promoting the organization of the business, making business operations more productive, improving cost management, the business security, producing more options etc. An example of communication used is skype which is a global phenomenon which is a VoIP (voice over the internet protocol) which is the most popular resource of social media which allows both voice and video, giving you a option to text also which leads to both advantages and limitations  (Symonds, H.K Brown and Lo Iacono, 2016) 

The advantages of skype are it allows people to work from home, it has helpful features such as group video calling, saves travel time and money for businesses which as stated above it overcomes a historic barrier. People can communicate from all over the world.
The disadvantages of skype include; technical issues such as loss of connection, camera malfunctions, the programme can be hacked, requires WIFI or 3G to run, some services require payments which may end up becoming a financial barrier. Skype can cause social isolation due to more people working from home, no work life balance. 
Following on from work life balance the author identified from her questionnaire that 39 people (81.25%) out of 48 only have access to one smart phone, which could indicate that their smartphones are being used for both personal use and work purposes which then doesn’t allow the individual to have a balanced life. (please see appendix 2 graph A). On the flip side the author has gathered data on the number of hours individuals spend on their smart phone, surprisingly the results indicated that 54.17% (26 people) spend a minimum of 0–3 hours a day on their smartphones. The author stereotypically believed the data would have identified a higher amount of time. (appendix 2 graph B) The author has established research from Markowetz (2015) indicating that individuals who use smartphones check their phones as often as every 18 minutes.
[bookmark: _GoBack]Nowadays, mobile phones have become a huge part of our lives due to the advanced features they have. (reference) Smartphones have impacted almost all human life. Smartphones are now implemented in everyday life for many reasons, with approximately two billion users worldwide (Miller,2012).
But does anyone acknowledge the effects that come with them? Don’t get me wrong smartphones do have positive impacts such as; communicating i.e. texts/calls, emails and videocall. Have internet access, have mobile data so WIFI is not required to use the internet/send emails, storage space, able to download apps such as games. Negative impacts of smartphones include; becoming addictive, individuals becoming socially isolated, running out of data or signal, loss of mobile phone which will be a financial barrier.
Smartphones can become a concern for individuals well-being, for example can cause long term physical issues such as cardiovascular concerns. It can also impact an individual’s behaviour due to the fixation of the smartphone can lead to ignorance, and lack of face to face communication.

The author conducted a questionnaire about smartphone usage to which she used her personal social media Facebook account to target her audience. The author has approximately 850 friends on Facebook. The author also used her WhatsApp to send over the link for family members and her university tutor to undertake. The author aimed for 100 completed questionnaires but only received 48 completed to which was a very low completion despite the population of people using social media on their smartphones. Please see appendix 2 graph C whereby the author identified that 43 people (89.58%) stated they used their smartphone for social media. This question was given as a multiple-choice question, but it can be argued that the results are not reliable due to the author not clearly identifying whether social media was used for personal use or work purposes.
The author was curious when creating her survey and wondered how many people could go without their phone for one day. Results identified that 28 people out of 48 could go a day without their smartphones and the further 20 couldn’t. The author believed the results would have concluded much higher than 28 as she is an individual who couldn’t go a day without the use of her smartphone, but this is purely as her smartphone is used for both personal and work use. Please see Appendix 2 Graph F.
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An in-depth look at technologies used in own workplace
Within the authors own workplace as an organisation they use the following types of technology; computers, landline phones, emails, Cloud station to sync shared information, the internet to advertise job vacancies, a in house mobile phone to help prevent the use of personal mobile phones (not a smartphone). As an organisation we try to limit the amount of technology available to avoid the breach of confidentiality. 
The computer available is a modern model which has software’s available to access such as Microsoft office, Cloud station which is used to store shared information within the organisation and outlook whereby staff have access to a generic email address to be able to email professionals and management when required. The computer is in the staff office to which the children are not allowed access to. 
As with all 21st century technology computer use demonstrates both positive and negative impacts. The positive impacts include the efficiency of computer use, it has instant means of communication, it’s a business model due to different internet search engines creating job opportunities due to the expansion. The negative impacts include the increase of employees becoming stressed for example people who are not computer literate, distractions and interruptions occur such as emails, messages or phone calls. Pressure and health issues such as musculoskeletal problems.
Despite the computer being accessible for all staff members to access, the author has witnessed in her own place of work that the employees tend to use their own personal laptops for the usage of software’s such as Microsoft office. If they require the need to send an email to management, they will use their personal smartphones despite smartphones not being allowed within the workplace.
The authors place of work has a policy and procedure in place to ensure their employees are not spending their working hours using their smartphones in the workplace. This is to safeguard not only their employees, but the vulnerable children accommodated in the home. The author created a separate questionnaire for her work colleagues to complete to compare her survey results. The author was surprised that 8 (61.54%) employees out of 13 answered yes to being able to use their smartphone during work hours, there is clearly some sort of misunderstanding as the remaining 5 (38.46%) demonstrated they knew it wasn’t allowed by answering no. (please see appendix 2 graph D) This questionnaire has helped the author reflect on  issues identified from her questionnaire within her workplace.
Unfortunately, barriers are often faced due to the children located at the home each own a smartphone. They themselves are realistic evidence of smartphone addiction. The author has established a piece of research by Montag, Kannen et al, (2015) who states that those who use smartphones check their phones within the first five minutes of waking up and the last five minutes before going to sleep. This the author couldn’t agree with more, she has observed the children being engrossed in their smartphones for hours at a time.
The author has put together two surveys to investigate the usage of mobile phones, asking members of public via Facebook and What’s app. The author then asked employees within their workplace to fill in the survey specific to their working environment. Below the creator of this survey has put together the mean, median, mode and range of one question on the survey “What do you use your smart phone for?”. This research is a primary source due to the fact the creator conducting this survey for evidence in order to get an insight of how the people use smart phones daily. (Please see appendix 2 graph C & E)
Average; smart phone usage (Public)- What do you use your smart phone for?
Mean; 44+48+19+43+42+15+4 / 7= 30.71
Median; 4,15,19,42,43,44,48 =42
Mode; Unable to do due to no repeated numbers in my data.
Range; 48-4=44

Average; Smart phone usage (Workplace)- What do you use your smart phone for?
Mean; 7+5+11+0+2+0/ =4.16
Median; 0,0,2,5,7,11= 2 & 5
Mode; 0
Range 11-0=11
Comparing both surveys and the questions answered by two different audiences, the author have realised that when the creator asked the public they had better correspondence and more people taking part in the survey meaning the mean, median, mode and range were all substantially higher due to it being shared virally on Facebook and What’s App which are popular use of social media, compared to the work place due to their only being twenty employers. The reasoning the author compared both audiences who took part in the survey is because in the workplace the author has established that smart phones are being used regularly through shifts, where staff members fully well know that they should not be used unless there is a valid reason and emergency.
With the authors workplace being a small organisation, they are not exposed to loads of different technology and only has the ones they require to work in an environment which is run smoothly. Having more technology than needed, this may lead to confusion from employees learning about more technology which will not benefit those and will over-load with information and may jeopardize your ability to make good decisions. 

[bookmark: _Toc532923408]Part 2

[bookmark: _Toc532923409]An exploration of the use of social media in the workplace generally
Workplace social media for some businesses have created an environment whereby their employees can communicate, collaborate and share information. The author believes that social media plays an important part in reinforcing the organizations culture, values and beliefs. 
The author researched the population of social media in the UK to which the statistics for 2019 identified by Avocado Social (2019) that there are 3.484 billion active individuals on social media around the world. In the UK alone there are 45 million social media users, the author being one of those.
Despite social media bringing positive benefits to businesses, there are still negative barriers that scare some businesses away. The negative impacts of social media are that it is a distraction which can lead to employees failing to complete work tasks, its believed to be a timewaster whereby employees are not being productive, breach of confidentiality if images or updates are being posted which highlight confidential information, social media sites such as Facebook and Instagram can cause cyber-bullying, employers can prejudge individuals from social media sites.
Of course there is a positive advantage to the use of social media. The positive advantages include; it can help productivity when allowed access during working hours, it can be used for advertising for job vacancies or for sales, employers are able to complete checks before hiring employees to find out more information about them, building up good working relationships.
Social media is social networking that is accessed through the internet also known as being online. This can enable individuals to communicate and build up relationships. The use of online communication helps to promote people to maintain and enhance new or existing relationships. Jacobsen & Forste (2011) states that internet use increases the interaction of friends, family members not only online but face to face and over the phone. This is an example of why business’s use social media due to building up working relationships.
The most well-known social networking sites in business’s are Facebook, LinkedIn and Skype. This enables employers to communicate with individuals in different locations. Facebook is a social networking website and as stated by Facebook (2004) it was launched in February 2004. It is privately operated by Facebook itself.
Organisations become more well-known when they build up a well-built branded name for themselves. Social media can become a result of building up a good reputation for businesses and organisations. Carraher, Parnell & Sullivan (2006) states that with the use of social media, the organisation or business can reinforce and promote their name. Carraher, Parnlee & Spillan (2009) tries to promote organisations to become visible and accessible online. The author agrees that this can help organisations to progress further if an organisation is willing to be friendly and approachable.
Social media also faces challenges whereby they need to remain reliable for organisations and businesses to use for communication to be promoted. Social media can help reduce rumours, negative talk and can be a motivation for individuals. Hollier (2009) states that social media can be implemented to be realistic, transparent and help overcome communication issues.





[bookmark: _Toc532923410]An in-depth look at the use of social media in own workplace 
Within the author’s own workplace, she has identified that compared to many other organisations social media isn’t used much. The author’s organisation uses Indeed to advertise for available job vacancies, this is how the creator ended up working for the organisation she is currently working for. She had come across it on the indeed website whereby she submitted her application form online and was offered an interview. The organisation also uses outlook email. Its undefined whether emails are a form of social media. 
The author researched to try and gather evidence whether emails were a form of social media. During the authors research she identified that emails were a form of social networking and not social media. Cohen and Stelzner (2009) states that social networking is a tool that is used for individuals to connect with each other for example; emails, texts and many more. Cohen (2009) also identifies that the functions and features created for each website have identification for how they are to be used. The author was under the impression that emails were a form of social media due to the ability to communicate with others.
Hartshorn (2010) reports that there are in fact several differences between social networking and social media such as social media is used to share information primarily and social networking is where individuals can share interests and build up relationships through the community. The authors organisation promotes social networking due to them being a private run business who worry that the power of social media will ruin the reputation of the company. The organisation currently have no intention of introducing other forms of social media but are open minded for the near future with expansion.
As previously explained through her assignment the author has explained that the use of smartphones and social media are not encouraged to be used during the workplace due to the vulnerable children accommodated. This is implemented to safeguard the children and ensure confidentiality is being maintained accurately. The aim of the organisation is to ensure the employees are delivering a high standard of care to the children they support instead of spending their working hours accessing social media or social networking sites. Whilst the author gathered her evidence from her surveys, she identified that the questionnaire carried out by her work colleagues demonstrated that only 2 out of 13 people access social media during their working hours. (please see appendix 2 graph E) The author also established that social networking was more popular within her workplace as 7 people use emails during working hours, 11 people call, or text and 5 people stated they use the internet.
The author fully acknowledges her organisations policy and procedures but believes that her organisation would benefit from the use of social media to help promote the business. A negative impact to the authors organisation is that there is no website for people to access for information regarding the company. This has an impact on future applicants due to them “going in blind” when offered an interview.





[bookmark: _Toc532923411]The use of social media to enhance networking and career prospects
As the author has explained throughout her assignment, social media has become a major influencer for business’s for both employers and their employees. How social media is used can have great implications for individuals’ job and career prospects. It’s become apparent that employers are increasingly turning to social media to not only just advertise job vacancies but also to carry out screenings before they hire an individual, this is carried out to determine whether they are suitable for the position.
Social networking can help individuals to enhance their career prospects due to individuals being able to make their personal information available to be accessed anywhere at any time. Individuals need to ensure their CV’S remain professional and should avoid distracting graphics that will detract professionals outlook of the content.
Social networking websites such as LinkedIn are commonly used to promote careers prospects. Junco, Heibergert & Loken (2011) identifies that LinkedIn was in fact introduced from 2004, when then author in fact thought LinkedIn was introduced from 2018 due to her not being aware of it. LinkedIn allows you to create a free, detailed professional profile which allows you to include uploaded files i.e. a CV. It enables people to stay connected to other colleagues and friends who may be in an individual’s offline social networking. 
Indeed is another social networking used by employers to advertise available job vacancies. It can be exhausting and very time consuming sometimes to jump from website to website searching for a job vacancy. The author has witnessed herself how time consuming it is to find a job vacancy. Thankfully Indeed is a unique job search site who has clearly aimed to solve this problem for individuals. Indeed is accessible all over the world.  Indeed has both positive and negative impacts, the positive being; indeed allows employers from all over the world post available job vacancies, It allows individuals to create their own personal accounts so they can upload their professional CV’S, they have a search bar available for key words to be used for individuals to find suitable job vacancies tailored to themselves. Another positive is due to the popularity of Indeed they have created a software App available to be downloaded on technology such as smartphones and tablets. The author has in fact downloaded the Indeed App to which she finds it beneficial and effective. On a flip side Indeed also has negative impacts such as; they don’t offer individuals the tools to help create CV’s, they don’t give career advice, often or not Indeed have pop up adverts which show you other job vacancies related to your search. This can be identified as both a positive and a negative impact as some individuals may appreciate recommended jobs being advertised, whereby others may find it a distraction.
Although social media saves you time and allows individuals to select their ideal candidates, there are some drawbacks that employers need to be aware of. These drawbacks include employment discrimination which often or not isn’t job related. For example; race, religious beliefs and marital status. Facebook is a well-known social networking site which shares a lot of information which is not job related. It has been identified that some employers have discriminated and not hired individuals due to perceptions received by their Facebook accounts. Acquisti, Gross (2006) states that employers who discriminate on the basis identified above could face legal precautions as some are protected by law. The author finds it unfair that some employers discriminate against an individual before allowing them a chance to demonstrate their knowledge and abilities.
The author was tasked to create a LinkedIn account as part of her assignment, the author had in fact never heard of LinkedIn prior to this. During the process of her creating an account the author was amazed with how popular LinkedIn was. The creator enjoyed the process of creating her account and has now become open minded to creating a professional account for herself for future career prospects. Whilst the author created her LinkedIn account, she ensured she chose a suitable and professional photo. Also creating a truthful but well written profile to try and attract businesses to take time to read her profile for future career prospects. Please see appendix 3 for LinkedIn profile.
The author has her own personal Facebook account, she doesn’t post anything work related and is very conscious of what is visual on her social media account in case she is prejudged or is demonstrating behaviours that can be discriminated against her.

[bookmark: _Toc532923412]LinkedIn Profile
https://www.linkedin.com/in/melissa-davies-82b87219a/
Please find my LinkedIn profile on the link stated above
Facebook Profile
https://en-gb.facebook.com/checkpoint/?next=https%3A%2F%2Fen-gb.facebook.com%2F
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Unfortunately, there is no way to avoid the increasing presence of technology within workplaces of the 21st century. Although the author has identified the negative impacts to the different varieties of technology, the author believes it’s inevitable, so it should be embraced and for everyone to try and focus on the positive impact it can bring, but keeping in mind the negative impacts it can also have.
The author believes that it is the presence of motivated employees who create a successful and productive workplace. It is beneficial to find cost effective and time efficient solutions to keep employers and employees happy.
It is apparent that technology is constantly changing and is going to keep integrating into the workforce as it continues to have many positive impacts on productivity levels on the overall performances of the workforce.
Many companies such as the authors organisation are very scared to jump onto the social media band waggon, when there are so many positive impacts it can have. The author has learnt a lot during her research on both technology and social media to which she is now recommending that companies should utilize social media. The author is also going to aim to utilize her own organization to use social media. Unfortunately, just advertising a job in the local newspaper doesn’t cut it anymore. Social media now has the power for organisations to remain competitive in the market but is branded online.
The author found it challenging to write in depth about the use of technology and social media in the workplace. Due to the author working for a small private organisation they are very old fashioned and have very clear policies and procedures set out. The author acknowledges the reasoning behind the limits implemented and respects her organisations wishes but since carrying out her assignment she has identified many positive impacts the use of social media and social networking could bring to her organisation. 
Whilst carrying out her research to complete her assignment the author included both qualitative and quantitative data throughout her assignment. The author included quantitative data by creating surveys to gather numeric data to create graphs. This method was used via observation as it couldn’t be measured. Qualitative data was used by the author researching theorists to help backup or conclude what the author was saying.
During the research process the author has identified another weakness she faces. This was carried out using a SWOT analysis. The authors identified weakness is that she finds it difficult to use a piece of research information in the right context. The author can use media such as the internet well but needs to work on using appropriate information with the context she has written about. The author needs to use the CRAAP test to ensure the research she finds is current, relevant, authoritative, accurate and if it has purpose to what is being asked.
Whilst the author analysed her results from her surveys, she demonstrated her abilities of using different software’s such as Microsoft word and excel to produce graphs to demonstrate her findings. (please see appendix 2) The author faced the challenge of trying to find the “mode” result in 1.2 due to there not being a repetitive number for the author to conclude a result. This may be prevented in the future by targeting more audiences to complete the survey created to conclude more of a balanced result. It’s not always possible to conclude a “mode” reading.
It has been identified that the most common problem of the use of social media or social networking in the workplace is that employees may spend too much time using the networks rather than completing work. Keller (2009) states that organisations don’t like promoting these sites due to employees spending more time updating their profiles. Laudon and Laudon (2007) also agrees with this and states people who use social networking sites spend hours exchanging messages and updating profiles.
The creator faced a difficulty whilst using a social networking site, she created a survey on survey monkey but unfortunately was unable to share her survey via any social media sites such as Facebook. The author researched other online social networking sites to use to which she came across Smart survey which enabled her to create and conduct an audience for her survey to be completed.
To conclude smartphone use it has been identified by the author that smartphone use has both positive and negative effects, and how addictive smartphone use can be. The author believes that individuals need to be educated smartly of the impact of smartphones. The education provided should include the emphasis of the positive impacts but also highlight the negative impacts which can affect an individual’s health and well-being. Smartphones and technology can become beneficial if individuals and society understand their responsibility towards smartly using their devices for it to be beneficial for business’s, education and health and social life.
The author tried to create a new Facebook account to demonstrate her abilities but unfortunately her account was disabled with no reasons given. The author doesn’t want to give employers her personal account due to resources being accessible that can lead to her being prejudged. Please see appendix 3 for visual image of disabled account.
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Please see below a link to take you to my two online surveys I conducted for my assignment. I can assure you this link is not a scam.
https://app.smartsurvey.co.uk/
Questionnaire 1- Smart Phone Usage
Questionnaire 2- Smartphone usage in the workplace

By clicking on the link above you will have access to viewing both my questionnaires condcted to allow you to see the format and questions asked. You will also have visual results of how many people completed the survey and the results collected of both completed surveys.
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Do you own another smartphone?


Yes 	No	9	39	

Hours per day spent on smartphone


0-3 hours	4-8 hours	9+ hours	other	26	19	2	1	

What do you use your smartphone for?


Emails	internet access	calls/texts	gaming	social media	other	work purposes	44	42	48	15	43	4	19	

Are smartphones allowed to be used in your workplace?

Yes	No	8	5	Survey Answers


Amount of people



What do you use your smartphone for?


Emails	internet access	calls/texts	gaming	social media	other	7	5	11	0	2	0	Survey results


Amount of employees



Could you go a day without your phone?

Yes	No	28	20	Survey results


Amount of people
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