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[bookmark: _Toc532923406]An Overview of the 21st Century Workplace

Technology has changed massively over the last 20 years.  Before then, things were done much slower or a bigger workforce was needed to complete tasks that fewer people can do nowadays.  We now have technologies such as wifi, smartphones, cloud storage, intranet, email (which was around before, but it has developed a lot over the last 20 years).

Wifi has helped massively in the workplace because it now means that numerous devices can be connected to one internet service wirelessly, therefore allowing more work to be completed at any given time. 

Smartphones are a big thing now because they have the internet on them, and they are mobile.  So, work doesn’t necessarily have to be completed in once place and you don’t necessarily need a computer. This can improve efficiency of businesses because if one person is using a computer, time doesn’t have to be wasted waiting to use it – the work may be able to be completed using a smartphone. 

Cloud storage is a revolution to the workplace of the 21st century as it means that files and documents are now transferable.  Before cloud storage was available everything had to be saved in one place.  Now, if you know your login details and passwords, things you saved can be accessed anywhere around the world as long as you have mobile phone signal, and that you are not breaching any GDPR rules.  

Intranets are also very common practice in workplaces now and very useful.  It means that everything you need for the business can be found within the company’s intranet and doesn’t need to be searched for using the internet.  It makes things easy if you need to quickly access a policy or you need a document – they are one click away.

Emails are now a widely used tool for communication in businesses of the 21st century.  Emailing was around just before the 21st century but was used back then for mainly casual communications between long distance acquaintances.  Now email is used to communicate professionally between businesses, people within with companies,  external agencies that are involved with businesses etc. Before the 21st century, these types of communication were normally conducted through a letter that was physically posted, or a memo if it was between people within one workplace. This has improved time efficiency for things being done because emails are instant whereas before it could have taken a few days before something arrived with the intended person in the post.

Now, these technologies have boosted how efficiently a workplace can run.  According to Chron.com, (2013), technologies have increased the amount of work that one person can do now, and how long it takes them to do it, which means that only a smaller workforce is needed now rather than when there was not as much technology.  This is good for businesses as it means less salaries to pay to employees.  

Not all of the impacts that technology have had on businesses is positive. According to Chron.com, (2013), now that people are able to complete more work with the technologies, less people now need to be employed.  This can mean that it can be more stressful for the workers that a company has because more is expected of them for no more money than they would be getting if there was a bigger workforce meaning less work for them.  

According to Azcentral.com, (2013), having a wireless connection in the workplace does have its downfalls.  Firstly, being cost.  To have a wireless connection in a large workplace is not cheap when you need to make sure that you can access it from around all the building.  Another disadvantage is security.  This is a big one, because when you are using a wireless connection, it is potentially making it more easy for anybody around the world to hack into a company’s system.  This can have some real detrimental effects, especially if a company stores Personally Identifiable Information (PII), such as names, addresses, bank details etc.  To prevent this from happening, companies would need to make sure they have sufficient security protocol, as if someone was to breach the security and gain access to PII, this again could be very costly to the company

Smartphones again have their downfalls.  Although they are very useful as they are mobile, this can also be detrimental to the person using it as even if they are away from work, they may be inclined to check emails and other things when they are not working; meaning that they are getting less down time from work and potentially becoming more stressed. According to Statista, (2018), back in 1996-1997 only 16% of households in the UK had mobile phone, whereas in 2017-2018, 95% of all UK household had mobile phones.  This is a staggering increase in just 21 years.
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Looking at some other statistics, it seems that work-related stress is also on the increase.  This could mean that due to the amount of work being done via a smartphone, possibly outside of working hours is what is causing the increase in work-related stress, although this has not been confirmed.
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Cloud storage is another fantastic resource for many companies, as it allows them and their employees to access information from anywhere in the world.  Again, this comes with some disadvantages.  One being security. When having cloud storage, you are essentially trusting somebody else with your data. According to Pritchett, (2018), this leaves a company vulnerable to security attacks.  The internet is never completely safe and that is a risk that a company takes when subscribing to cloud storage.  Another problem could be with managing data.  Cloud storage has its ways of storing information, but this may not be useful for some companies and how they want to store and manage their data.  This is something that needs to be considered when subscribing to a cloud storage.  Also, there are some businesses such as health businesses and financial businesses that aren’t able to use cloud storage because of the sensitivity of the data that they hold and what could happen if this data fell into the wrong hands.

Intranets are becoming more popular within businesses, especially bigger ones where it can be difficult to communicate efficiently as there are workplaces over a large geographical area. Again, like with everything, intranet has its pitfalls.  These could be security, cost and underuse.  According to ESP Projects, (2017), although intranet is deemed to be safer than internet, it can be quite easy to give the wrong person details on how to access the intranet system, therefore potentially leaving themselves vulnerable for a security breach.  Also, an intranet can be very time consuming to build, which could incur some high costs.  Also, if companies don’t give their staff the correct training on how to use it or show them the benefits of using it, there is a good chance that it won’t be used effectively, therefore being a waste of resources and money.

Although email is a revolution to businesses in the 21st century and an excellent form of communication, it also has downfalls.  Being time consuming is one of them.  According to Vdovin, (2017), kepp having to check emails throughout a workday can be very time consuming, therefore lowering the efficiency of the employee.  Also, email can be very hard to manage, especially if there is a lot of mail coming in regularly.  If emails are not dealt with quickly, whether it be by reply or deleting it because its junk, the folder can very quickly become difficult to manage.  Also, you cannot guarantee that you are the only person seeing the email.  Again, the internet is not always safe and there is always the possibility of somebody else seeing the message sent to you and if that contains sensitive information it could have a detrimental effect.  Emails have taken place over some telephone calls and face to face meetings now, with it being easier for some to communicate through a screen as opposed to on the phone or face to face, and when writing an email, it lacks the nonverbal communication such as a gesture or body language or tone of voice that the former two communications have.  This can quite often lead to misinterpretation of emails.  Another disadvantage is loss of information.  It would be more difficult to lose a number of hardcopy letters that you have been sent in the post, whereas with emails everything can be lost at just one click of a finger.
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HC One use an array of technologies to make their business run smoothly.  Some of these include email, wifi, intranet, time and attendance machines and smartphones.

Email is used regularly within HC One as there is a lot of communication that is needed between a large number of people to ensure the care that their customers are receiving is at the standard it should be.  Emails hurry many of the processes up to ensure that the customers are receiving the correct care.  Sometimes a few letters need to be exchanged before appointments can be made with particular external bodies.  These things cannot always be done on the phone as that would mean there is no paper trail, and by using email, it can save weeks of waiting and therefore have a positive impact on the person that is needing the appointment for whatever reason.  The problem with email, though, is that sometimes colleagues indifferent parts of the business may choose to converse through email rather than using the telephone and sometimes emotions can be read wrong as there is no tone of voice in an email as there would be in a telephone conversation.

Wifi is used in all of the HC One care homes as it allows more than one computer or device to be used at a time.  There are always at least two computers used throughout the day if not three.  The admin has their computer connected to the internet, completing the work that they need to, whether that be doing payroll for the employees of the home, or arranging repairs within the home, by email.  The manager is always using the computer in another office as well for the work that they need to complete.  That could be writing emails to external bodies or filling in online paperwork that has to be done daily to ensure that the home is running at an acceptable level.  The manager also has a laptop that can be transported around the home, and this allows them to send emails whilst away from the desktop computer or online reports can be done about damages to the home or repairs that need doing  whilst at the scene of the damage or broken item is.  That way everything can be recorded efficiently as the manager will be there and less likely to forget any detail from the report.  It is also done in a timely manner, as it is so easy for somebody to forget what they are supposed to be doing, especially in a care home as many scenarios pop up throughout the day and may defer their attention temporarily. 

Intranet is also used within HC one.  It is quite a big system where there is array of resources to help the employees within HC one with their everyday work.  The intranet has links to all the company’s policies and procedures so that they can be accessed and referred to easily.  It also contains all the documents that are needed within the care home that need to be filled out by carers, such as food and fluid charts to monitor what people are eating and drinking, and all the paperwork needed to complete a care plan that is needed for each and every resident to ensure that they are receiving the correct care for them with a person centred approach.  Also, on the HC one intranet is an online form called a ‘Datix’. Datix is used to report any incidents or accidents that happen within the home.  They have to be reported so that they can be investigated by the necessary bodies if necessary. Datix is a lot more efficient than the old accident forms that had to be filled out as they had to be sent either by fax or post to head office who then deal with them and sent them to the relevant people.  The Datix form is immediately updated on to a national database and will alert the relevant people immediately, meaning that if there is something wrong, it can be dealt with in a timely fashion.  Employees online training is all included on the intranet to ensure that they are up to date with their training and ensuring that they are providing the best possible care to the service users.

HC One use time and attendance machines for all their employees.  When an employee starts working for HC one, they are issued with a fob and they use it sign in and sign out.  This has replaced writing down hours on a piece of paper. This has also benefitted HC One because they can now be certain when people are actually in work when they say they are.  The machines also take random pictures once every so often to make sure that the person who is using the fob is the person who is supposed to be and it is not being fraudulently used.  This machine also saves time for the home administrator when doing payroll every week as the machine automatically clocks the hours.  Even external companies have to use the machines when coming to do work within the home.

Smartphones are used with HC One as well as they are used to make telephone calls between employees.  Meetings can be arranged, appointments can be made, and emails can be sent from them.  This frees up a person from a desk where they would have to use a wired telephone and a desk top computer.  Emails being sent from a smartphone would have to be done within the building though as it breaks the policies of the GDPR and HC One having documents that include PII outside of the workplace.
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Over the last few years social media has really taken a massive part in businesses.  Businesses now use social media to disseminate information.  By using social media, they are pretty much guaranteed that the information they are publicising will get to the intended market in a very short amount of time, with it also taking a very short amount of time to do.  An example of a business doing this could be a local council telling their customers that there has been a change in the refuse collection day.

Using social media for businesses is now a necessity.  Everybody uses it to promote their business, so if you had a business and didn’t use it, you would most probably fall behind your competitors and your business would find it difficult to expand or thrive.  According to (Hoosuite, 2018),  in 2018 there were just over 3 billion active social media users worldwide, and people use social media to interact with businesses.  That number has probably increased now.  That is a staggering amount of people that can see a business.  Now, this doesn’t mean that all 3 billion people will try and interact with a business, but it does mean that the business is out there for everybody to see, giving it the potential to grow.

Social media is also free to use, so this a perfect way for somebody to get their small business out there into the eyes of the public without having to spend a huge amount on advertisement.  (Baranovska, 2020) says that over 60% of Instagram users find new brands while using Instagram.  Instagram is one of the three most popular social media platforms.  Instagram is a social networking site where people share videos and pictures of their lives and add captions to their pictures and videos (Instagram, (2018).  This works very well for businesses as they can show photos of new products that they have and add a caption of its cost on to the picture or video.

Another of the three most popular social media networking sites is ‘Twitter’. Twitter is a networking site in which people ‘microblog’. (Qld.gov.au, 2018) says that people can put up small posts about their lives, or in the case of businesses their business.  People can follow businesses and when the business posts something, it will come up on the people who are following them timelines.  This allows businesses to get information across to their customers in a very timely fashion and deals to potential customers quickly.  

The last of the three most popular networking sites is Facebook.  Facebook is used to connect with different people and to share posts, pictures, articles and videos with each other.  People can even chat live on Facebook.  People can share their views on things on Facebook.  Again, like the other social networking sites, Facebook allows businesses to advertise their businesses and get information out to customers quickly.

The advantages of businesses using social media are that it is pretty much free advertisement.  Most advertising is very costly to businesses, whereas setting up a profile on social media and putting posts up is free.  It is also possible to have a two-way conversation social media, so prospective customers can chat to people within the business to see what the business can offer them.  (Baranovska, 2020) says that as a business’ social media presence grows, more people will be liable to trust their brand and more referral traffic to their actual website from social media will happen.  It is also possible for a business’s post to go viral around social media.  This means that lots of people (normally thousands) share a post.  This exposure can lead to a massive sales increase for businesses.

Along with the advantages of using social media within businesses come the disadvantages.  The first one being a business exposing their self to the general public and possibly having their business publicly tarnished.  With social media, if a person has an issue with a business they are able to broadcast their problems publicly for everybody to see by tagging the business in their post, therefore it coming up on everybody’s timelines/newsfeeds who follow that company.

Another disadvantage of using social media within businesses is it is massively time consuming. As a business grows and more people are showing more interest in the business, people may start messaging the person in charge of dealing with the social media pages for information about  their products and they will have to keep the page up to date and continue to the interact and engage with people on social media.  This alone is very time consuming and if it becomes too much for one person to handle, a business may have to employ a second or even more people to handle the pages.  This then having a financial effect on the business if they don’t actually make any sales from the interest being shown through social media.  (Https://facebook.com/techjackie, 2019) says that although advertising on social media is free or very low cost, time is not free, therefore costing a business.

Another disadvantage of using social media is if a business is solely using social media platforms for their advertisement or disseminating information, there will be groups of people that they won’t be able to advertise or disseminate to.  For example, the older generation.  A lot of the older generation do not understand or use social media, so they don’t use it.  If a company like the local council only told people on social media that they were changing their refuse collection day, the people not using social media would not know.
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HC One uses Facebook and Twitter within their business.  They don’t directly advertise their business using social media like saying where there are vacancies and how much it costs for somebody to live there, but they indirectly advertise.  They put posts up about things that are going on in their care homes and promote some of the awards staff have received and why they have received them, or events that the care homes are holding.  They put up information like this so the general public can see and maybe sit there and think that that is the sort of place that either they would like to live if required, or would like their relative to go and live if they needed 24 hour care.

This is an effective way of advertising a business as they are using emotive language in their posts and it gives respective customers an insight to what it will be like within that setting.  If they can see that a home regularly has external people going in for entertainment for the residents living there or staff receiving awards for extra kindness, it will interest the potential customer more and could persuade them to have a telephone call with the manager of the home or go in for a look around.
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[bookmark: _GoBack]There is another up and coming social networking site, and that is called Linkedin.  Linkedin is more for people trying to enhance their career prospects. When setting up a profile on Linkedin, you are essentially writing a C.V.  This is so that when somebody connects with you, they can see what you have to offer their company and see whether you would make a good part of their team.  If they like what they see they can instantly message you on there and you can have a two-way conversation and see if either of you can be beneficial to each other.  It is very important, though, to be selective with the personal information that you put on there (likewise with any networking site).  It would not be a wise decision to divulge information such as address and personal information, as this makes you vulnerable to things such as identity fraud etc.  It is also worth noting that you should always lockdown your privacy settings so that the bare minimal information is available to people that you haven’t connected with. Linkedin works pretty well for somebody who has a small business that they are trying to promote, where maybe on somewhere like Facebook or Twitter it would become too much for that person to handle because those networking sites are more for pleasure, therefore having a lot more and Linkedin is more professional. 

Upon having a look around Linkedin, I don’t think it would be beneficial to me as a Care worker, as I feel that Linkedin would work better for people that are trying to promote a business that they have or are a part of.  I don’t think that I would be sought out by somebody looking for a care worker as it is so easy to acquire care workers without having to take the time to actively seek somebody out on a networking site.
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Technology is fast moving and businesses are having to keep up with it to be able to evolve.  There are advantages and disadvantages to technology, but without it, businesses would sink and probably go bankrupt.

There are swings and roundabouts with using social media within a business, but the advantages outweigh the disadvantages.  Also, it isn’t really an option to not use social media within a business nowadays as the business will be left behind as all that business’s competitors will be using it.  As long as a business does its research on how to handle social media traffic and how to interact with people on there and they implement everything they need to handle social media effectively, social media can quite quickly help a business to grow to something that it would have been much harder to achieve without social media.
[bookmark: _Toc456901523]
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