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Introduction 
The purpose of this report is to evaluate the effectiveness of technologies and social media within work place. Technology is one of the most important tools in the modern-day workplace. Baldauf & Stair (2011) defines technology as “tools, materials, and processes that help solve human problems” p.5. This essay focuses on digital technology which processes information in terms of zeroes and ones. Digital technologies allow members of a team to communicate thus reducing time and cost. Telephone conferencing system is a good example of technology that can be used to provide real-time interaction among employees, employees and employer and business to business either in local or in international level thus allowing some decisions to be made quicker saving time and achieving better objectives towards work or business  
Benefits of Technology
The benefit of using technology within the workplace is that it allows different people with different schedules and locations to collaborate and work effectively. Examples of technologies that facilitate collaboration among employees are the telephone, Skype, and email. An employee can send a message instantly through an email and the information is passed to multiple workmates immediately. Technology also allows small business and large organisations to grow, expand quickly and efficiently. In other words, it makes business more productive by speeding up operations and reducing labour costs (Acien, Fernandez, Magan & Molina (2012). Moreover, it enables companies to reach customers from different cities, countries, and continents via e-commerce platforms.  Said the other way, technology is turning the world into a small village by removing work boundaries that previously hindered business expansion.  
Software
Software is an application that is hosted on a device that processes information and generates output (Tiako, 2009).Software is transforming the way people communicate and is becoming an essential business tool. It improves an employee engagement with their daily schedules of work and keeps work on the track. It also facilitates business processes such as revenue collection. A good example is a point of sale software found in supermarkets. This software allows cashiers to scan the products bought by the customer, compute the total and print cash sale receipts. The technology speeds up the process of making payment and saves time. The software also updates the inventory database so that when the stock level for a particular product is low, the supermarket managers can order more supplies. Hence, it ensures that products required by customers are always available. Consequently, it enhances dependability of supermarkets. Dependability is the ability of a business to provide the products and services it promised it is offering. 
Telephone
Many people today use their phones to access the Internet, allowing them to communicate with team members quickly and efficiently. Through internet received via phone, one can send an email to a team member, ask them to review an attachment or view something online, then schedule a quick follow-up call to make sure that the team is reading from the same script. Hence, telephone allows people to work together regardless of their locations and time zones (Guffey, Rogin & Rhodes, 2009). Another way to use the telephone in group work is to schedule conference calls. All a person is required to do is check if his or her phone service provider is offering conference call feature. Many businesses with global operations subscribe to a conference call service that allows companies’ executives to call in and attend important meetings at the headquarters based several miles away. 
Video Conferencing
Another useful tool for group meetings is video conferencing. There are several of tools, such as Skype, that allow people to see each other while on a group call. This technology allows one person to make visual presentations, share charts, product samples and other information. Video conferencing can save a company thousands of dollars in travel and accommodations costs, as well as lost productivity when workers travel (Boitnott, 2014).
Cloud Computing
Cloud computing is a recent technology that is commonly used to facilitate collaboration in the workplace (Murah, 2012). It allows team members to access and share files from different locations. All that is required is to identify cloud-based file sharing platforms, create an account and lets individuals log in to a central repository of data and documents and modify or share documents. The information is hosted on a secure area of the web where only authorized group members can access the files via password.


Webinars
Another method for holding a group meeting is the webinar, which allows participants to listen to and follow along with a presentation using their Internet browser. A team member can present prepared documents that let participants follow along and comment. Some webinars allow audio communication, while others provide real-time text messaging.
Portable Document Format
Portable document format (PDF) allows people to share documents conveniently.  The technology converts different types of documents to one compatible file format which most people can easily access and open. Hence, it prevents incompatibility problems for people using different word processing programs. PDF also allows people to comment and make corrections and suggestions to a document and resend it to the originator. Besides, it has a password protection feature that can be used to make document sent from employers to employees confidential.
Negative Effect of Technology
Although the technology has many benefits to people and organizations, it also has some drawbacks. The negative effects of technology revolve around health, privacy, and social issues. 



Health Problems
Technology can have effects on user’s mental and physical health. Overuse can cause issues such as distraction, narcissism, and depression (Rebecca, 2016). On physical health, it may cause vision problem, hearing loss and neck strain (Digital Responsibility, 2016).
Privacy Problem
Technology such as social media exposes private lives of individuals. A person with sinister intentions can obtain contacts and personal information from these technologies and use it maliciously. Besides, technology has made it possible for people to use spyware to collect personal information of individuals and use it to withdraw money from bank accounts, bully the person, or blackmail him or her.
Social Problem
People are becoming addicted to technology thus causing isolation and lack of contact with other people in normal daily living such as the workplace and with family and friends (Hampton, Sessions, Her & Rainie, 2009). For example, the overuse of causes people not to meet face to face. Consequently, social media addicts lose the ability to read body language in other people and establish positive and organic relationships with other people.



Social Media
Social media are forms of electronic communication platforms that facilitate the creation and sharing information with users or online communities (Osterrieder, 2013). For past 20 years, digital technology has rapidly changed information and communication with the key development being the emergence of social media. Mobile technology and other light devices have played an important role in shaping social media thus the impact are felt everywhere in the world.

Effect of Social Media at Workplace
According to Career Builder (2016), 60 per cent of employers use social network sites to research job candidates. Further 19 per cent of the employers make their decision based on information found on social media. These findings illustrate the growing influence of social media in the workplace. Social media sites such as LinkedIn allow people to create and market their personal brand. Besides, social media skills are increasingly being required by employers. A Survey by Pearson (2012) established that social media has an effect on the way people operate in the workplace. The survey also found that social media is having a positive impact on university students who form groups on the platforms to exchange ideas.
Type of Social Media
There are different types of social media, below are just few.
Face book, Twitter, Google +, LinkedIn, WhatsApp and Skype
Facebook
[bookmark: _GoBack]Facebook is a free social media platform where a registered user creates profile that allows them to connect with friends, family, workmates and other people they know and share photos and videos. It also allows users to send messages and get updates. With more than 2 billion users in the world, Facebook is the largest social media in the world (Kathleen, 2017). Users not only use the platform to connect with friends and family but also to promote and advertise goods and services.
At the workplace, employee and employer can create a group on Facebook to drive focused attention to a call to action. Also, Facebook plays a big role in small, medium and large organizations’ marketing strategy. Businesses are increasingly turning to Facebook to conduct their marketing campaigns and promotions. According to Reuters (2017), Google and Facebook dominate online advertisements, a proof that enterprises are relying on the social media site to pass information about their products to consumers. 
Twitter
Twitter is online news and social networking services with more than 380, million registered members interacting with messages called ‘tweets’ (Hillary, 2017). Using multiple platforms and devices members can broadcast messages and follow others. Creating a tweeter account is free, making it easier to share ideas and thought. In business, it can be used as a marketing tool due to its massive audience potential across multiple platforms as its widely accessible.


Google +
Google plus is a social networking owned and operated by Google. In 2015 it was redesigned to replicate the way people interact offline. The main advantage of Google plus is that good and services can be accessed from all Google products. In business, Google is a great marketing tool which can reach over 100 million users faster than any other social media platform (Finn, 2012).
LinkedIn
LinkedIn is a professional network that was designed specifically for the business community (Shin, 2014). Its main objective is to link employers and employees and post jobs openings and job seeker posting theirs. In business, this platform helps connect people and organizations and grow brands. 
Whatsapp
Whatsapp is a social media that allows registered users to send instant messages, images, and documents and make voice and video calls to other users. With over 1 billion users, the platform helps the user to stay in touch with friends and family anytime and anywhere (Darrow, 2017). The application is free and offers reliable messaging and calling all over the world at no cost except the cost of internet. In business, it provides an efficient platform to communicate with customers and business representatives through short messages. Digital images and video can as well be sent to customers thus cutting the cost of marketing as the platform is free.


Skype
Skype is a software application that enables the user to call, text, send instant messages and conduct video calls. Free to use and with over 300million users worldwide (Perez, 2016), the platform is mostly used for making conference call where different people in different locations share a conversation in real time.  Advantages of this platform in business are that it cut cost, reduce travel cost required to reach colleagues and customers.

Disadvantage of Social Media
Despite social media having many advantages, there are few disadvantages of the technology. According to the author of this report social media can cause addiction to teenagers thus preventing them from concentrating on their task and in business, a user and unsatisfied customers can comment negatively about a product on social media leading to some customers boycotting the product. Research has shown that electronic word of mouth (e-WOM) is a powerful influencer of consumer behaviour. In other words, consumers are likely not to buy product when they read a negative comment about it from the social media. An employee can also leave negative feedback on social media about their organization, work and their bosses which may damage the image of a company. Social media has also been used by employees to organise strikes which although are not illegal but affect company’s performance. Again, social media is also linked to reduced productivity of employees. Some employees spend a substantial amount of their time at workplace chatting on social media which reduces their work output.


Conclusion

Technology and social media has become part of human life and changed life.



https://www.facebook.com/mugo.jeff
https://twitter.com/mugojeff7
https://www.linkedin.com/in/jeff-mugo-5292401b
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