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[bookmark: _Toc7733710]Introduction:
In this report, my aim is to provide a relevant workplace topic showing evidence of the use of a range of research methodologies and ethical data collection. In this assignment, the topic that was selected for this report is ‘Do all work places need a computer’. This would require various amounts of research methods that would have an effective amount of relevance to the topic. It will also require various forms of ethical data collection which will include data collection, data storage, data organising etc. that would provide detailed information for the report. The purpose of this topic is to determine whether or not all workplaces need a laptop or a computer in order to make the company to run smoothly and efficiently or if there is no effective use of a laptop or a pc. 
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For a business or succeed or to achieve company goals, there is usually some form of a hardware that would store private and secure data and that would most likely be stored in a computer. There are many types of secure information that can be stored that would have a negative impact on the company or a specific individual if the information were to be accessed by an unauthorised individual. The most important types of files that can be stored at a bare minimum are personal information such as personal details, terms and conditions, disciplinary actions, employment history, accident logs, training history and absence details. A few ways that employee details are stored are paper based employee records, manual electronic employee records, cloud storage electronic employee records, on premise human resources records and cloud based human resources software. The paper-based employee records are essentially a physical paper file that would most likely be stored in the main company location and is the most secure method of storing private information. However, this method is believed to be the most inefficient way of securing files as there would be a space or over flowing issue that can occur. The manual electronic employee method is storing information on a primary desktop that would have administration documents such as employee absences, holiday forms, employee contracts and more. This method is believed to be a higher level compared to the paper-based employee records method and there are no physical situations issues. The cloud storage electronic employee records method essentially stores employee details on private servers that are usually google docs or dropbox. The downside of having to use google docs or dropbox is that it would require manually updating the servers to store any new information, however, any files stored there can be accessed anywhere at anytime as long as there is an internet connection. This method is by the most effective and the most efficient method of storing employee personal information. However, this method is not the most reliable as the server may crash at any given moment or could be accessed by an unauthorised user that has the skill set to hack in to the servers. Another method is on-premise human resources system which is a software that is specifically designed for storing employee personal details and for the specific company. This saves the hassle of uploading the personal details on to a server which may crash at any given moment and essentially saves time. However, the software does have its down side as it would take time to build the software and is very costly. By far the reliable and most efficient method is the cloud based human resources software which combines the features of google docs and dropbox with on premise human resources software. These means that the company would use a server to store their secure information but would be a server that is generated only for that specific company. Which includes the fact that the secure data can be accessed anywhere at any time but minimises the issue of servers crashing. As far as storing personal information from employees in a secure method goes, the most reliable and the most efficient method is he cloud based human resources software which would be a massive benefit to a corporate business. (brooks, 2016) As stated on the rules on data protection act 2018 an employee has the right to be informed by their employer, of any business, what records are being kept by the company and what those records are being used for, the confidentiality of the records and how the records can help with their training and development at their work place. (gov.uk, 2018)
However, computers are not always used for storing secure data but is usually used to communicate with employers and employees whether it would be for notices, changes of company legislation or to contact clients to pass on information. There are many ways of communication for all businesses by the main form of communication is considered to be through email which is commonly completed through a computer. If a manager has the duty to provide their employees with information such as updated legislations or premises changes, it would ideally be passed on through emails from a computer as where the files would be located. If the workplace did not have a computer however, passing on the important information would be extremely difficult to process as the manager would need to print numerous amounts of copies to be sent out to many individuals. This process be a wasted of time and most importantly expensive as a massive amount of paper and ink would have to be used. This supports the fact that the importance of having computers a part of any form of business is very high. (McQuerrey, 2019)  Computers have been proved to help communication from one another within the workplace environment. If there were no computers in sight within a work place environment, the flow of information would be catastrophically slow as there would be phone call or letters being sent to an employee’s address to pass on vital information. This would be a disadvantage to any work places as there wouldn’t be a distinct method of communication from one another. Many would argue that face to face communication is the most effective method of communication, however, in today’s day in age most people would have a sophisticated time shift where people would work at different times. Some would work an early shift and other would work on late shifts. Also, having a computer in a workplace can increase customer satisfaction through by giving customers an additional method of making online inquiries or finding out new information. This method would eliminate inefficient factors such as receiving letters or face to face complaint which would mean that more unwanted time has to spent dealing with the letters or face to face requests which can be used for any other company-based benefits. Computers also improves efficiency in any work place environment as it would eliminate any processes that would require filling out a paper-based form and edited information. All these processes can easily and efficiently be done through a computer which would be more time efficient and cost effective. (Joseph, 2019)
Not all work places are perfect and work places have flaws. There are many ways of improving work places which would have a positive impact on the company. But the most important method of improving a workplace is for employees to be able to work from home which can have tremendous impact on the employee and could potentially improve the individuals work efficiency and work flow. To allow an individual to work from home, at their own comfort, allows them to interact with their friends and family while doing their work which means instead of being moody and unhappy while doing their work, they would be happy and energetic. This can be done by providing the employee with a computer or a laptop which would the same if they were at an office. This may be a little cost effective, but it would also mean that there would not have an office being rented out or maintained which is the costliest aspect for a company. (Hicks, 2019) 


[bookmark: _Toc7733712]Conclusion:
Whether or not a workplace has a computer, work flow efficiency is vastly improved with having a computer in the company. Most would argue that have a computer in a work place is not necessary or needed but from what has been explained in this report is that employees would no longer suffer from paper formats and dealing with papers. Not having to use paper would save the company money on paper, ink and printers. Also, the methods that is thoroughly explained in this report is that the most effective and efficient way of storing personal data from an employee is to use the cloud based human resources software which has the capabilities of securely storing information on a server that can only be accessed from authorised personnel at any given time and place. This report was made to give companies a better understanding as to why their company should have a computer rather than having to use paper-based methods. Despite the fact that face to face communication is the most effective and mostly used way to communicate, there is no efficiency involved in it what so ever and would be recommended to use emails through computers as a form a communication to all employees that work in the specific company. To conclude this report, companies are advised to use a computer for better efficiency and better work flow
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