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[bookmark: _Toc534313977]1.      INTRODUCTION 
[bookmark: _Toc534313978]1.1    Digital Skills and Research Methods
Research methods can be defined as the various ways used to carry out a study to explain the certain question in the research. These methods and process used while carrying out the investigation of the study is called research methods. The research method also consists of quantitative and qualitative research such as interviews, questionnaires, survey, etc (Surbhi S, December 8, 2016).
Digital skills are defined as a way of sharing, discovering, assessing and producing content by means of the internet and other technology (Cornell University, 2018). With relevant digital skills it is easy to gain access to several information, interact with loved ones, finances, health services which are sometimes accessed online, and several other benefits that require digital knowledge (Cornell University Digital Literacy Resource),
It is more important for a person to be equipped with digital skills especially due to how the work environment changes often. The use of digital skills around the world particularly in the workplace brings about better opportunities in different job sectors and when deciding to set up a business. An example of required digital skills in the workplace is the understanding of how emails or files can be accessed. There is also a higher chance of getting better opportunities when one has an advanced digital skill (Broadband Commission for Sustainable Development, p4.2017).
[bookmark: _Toc534313979]1.2    Classification of Digital Skills
Digital skills can be grouped into three different types known as basic, intermediate and advanced digital skills. The basic skills are initial digital skills required for carrying out everyday jobs whether at home or work. These skills help to improve the way we relate with people, gain access to services online, and generally enhance our lives (Chris Coward, 2018). Example of basic skills are the use of keyboard, operating laptops and files, handling mobile phones, and using online accounts and apps like email, filling an online document or searching for information. (Chris Coward 2018). 
The Intermediate skills provides us the ability to use digital skills in a positive and important manner. Such skills include being able to produce contents, creating designs and advertising online. While the advanced skills are those skills that are most often required by professionals in IT which includes computer programming, creating codes and apps, and cybersecurity.
[bookmark: _Toc534313980]2.    Modern Technology 
The world today is growing incredibly in technology, and its usefulness in our daily activities cannot be stressed. According to (Trakhtenberg, 2012), technology is described as “science applied to practical purposes”. It can also be defined as a way of gathering different procedures such as combining various resources to achieve certain results.
Modern technology is therefore described as an improvement of past technology. It is more about increased productivity and speed to ensure easy access to various facilities. Modern technology sometimes take over old technology because of its wider recognition and advantages (Trakhtenberg, 2012). An example of such modern technology that helps to reduce efforts are medical equipment established to help with faster detection or treatments of medical problems, the introduction of electric cars and trains which are considered more faster and safer for the environment. The usefulness of modern technology is very important both at workplace and everyday life, as technology is used in everyday to complete various jobs or activities. 

[bookmark: _Toc534313981]2.2    Advantages Of Modern Technology
Technology development is very advantageous in our everyday lives and at the workplace. Medically, technology provides quicker and safer diagnosis and treatments, provides easier means of communication across the world, and helps in simplifying the process of carrying out academic and non-academic research (Karehka Ramey,2018). 
In businesses the importance of technology cannot be ignored as it brings about increased productivity. The following are some advantages of modern technology in the workplace: 
1.  With the help of technology businesses and co-workers can communicate easily and share information with themselves. Creations like outlook email and other work-related apps are examples of different ways people can communicate within the workplace.
2. Technology saves time and efforts, such as making transaction process quicker using internet and gadgets like the iPad, iPhone, and tablets which provides easier access to information wherever they are. Therefore, sales and purchases can be processed quicker even without physical contact  (Nick Ismail, 2017).
3. The use of technology during recruitment process helps managers to reach a wider audience via the internet, and it is also used in screening candidates such as through computer-based test to access them for the position.
4. Technology also helps in storing customer information in safe places online, which can also be accessed faster through different database, saving time. 
5. It aids innovation and creativity among people. Through the creation of platforms like E bay, Amazon, Facebook, Etsy, technology provides an avenue of selling products online thereby aiding creativity and increasing profitability within these businesses.

[bookmark: _Toc534313982]3.    Social Media and Its Usefulness In The Workplace
According to (Kaplan and Haenlein, 2010, p. 61) social media is an application that creates and allows people to discuss different subjects while creating a community online. It is also used as a means of gaining knowledge on various products and services available through the information provided online (Murugesan, 2007). The different types of social media include Facebook, Instagram, YouTube, Twitter, LinkedIn, WhatsApp and several others.
There are various reasons why people create social media, the following are some of the most common reasons why social media accounts are created and used.
1. For communication- Social media is used as a way of communicating with people and provides an avenue to network with others. It helps to connect with people with similar interests and aids awareness of what is happening around. An example is Facebook which is an online app that helps us connect to loved ones, family and other people. It is also a platform for meeting different people. With apps like Facebook and WhatsApp, it is easier to contact friends and family compared to meeting physically which could be due to lack of time from work or other activities making it difficult. Hence Facebook is considered as one of the quickest way of communicating with people including old friends that seemed impossible to reconnect with. 
2. For finding information – social media is not only used as a communication tool but also a means to find information ranging from academic, work or even for personal knowledge. People can use different online tools to research information required. Such information could be about products for different brands, for business purposes like buying and selling, gathering details on activities such as planning a party, what vendors to use, location of places, and for getting reviews before carrying out a transaction for certain products. For academic purpose, social media helps to find instructions and answers on some problems. An example is the use of YouTube which has become a quicker tool for many in finding practical videos such as videos on solving a maths equation, instructions on how to fix minor appliance problems, and several others.
3. For entertainment- The use of social media amongst several usefulness is for entertainment. Many people use this as a way of passing time when they have nothing to do, to relieve themselves when bored and for enjoyment. People make use of social platforms either during their breaks at work, at leisure time, when there is less work to be completed at school or work, or simply just to while away time. This could be a way of escaping stress, for humour and catching up on things online. Some type of entertainments social media provides to people are either through funny videos online, contributing through comments, reading articles shared by others, and even playing games with people at different locations. An example is Facebook or Instagram which is an app for sharing pictures and videos with people, share opinions on issues and provides news on things happening in several countries.
4. For relaxation – Social media just like its usefulness in entertaining individuals, is also a way of relaxing and relieving stress of the day’s activities. Just like how television and radio is used when relaxing, so is social media usefulness, People go to social media after a long day either at work or school, or simply to have a time of their own and escaping reality.
As mentioned, social media is made up of different ways of passing information and knowledge. In the workplace, knowledge can be passed or communicated from one department to another, employees sharing their ideas with themselves which also improves communication. In terms of enhancing communication at work, social media have been embraced widely to build individuals work profiles, networks and leads to professional bond with others within the work environment. It also builds trust within the company and colleagues and provides them with the opportunity to associate with different environment from the one they are used to at the workplace (Alyson Griffin, 2017) 
With social media, it is easier to stay aware of new developments and events happening at work or meeting colleagues that are at a different location.  It also serves as a tool for cutting cost in sales and marketing for the company. Through its use, products are faster to reach targeted audience through advertising, leading to increased customers and sales for the business. Unlike before, when the use of posters, billboards and other methods were considered as the most reasonable way of marketing, social media has once again proved its relevance through its fast reach of a wider audience and interactions from customers to help the company grow.
Social media helps in solving hard issues at work. This could be an employee struggling or unsure on the best way to solve an issue, they then decide to post this problem on an online platform like Twitter, Facebook or Instagram. This often leads to people contributing their opinions or ideas quicker and easily on how best to solve the problem. While some may not be the right answer but could lead to a different way of arriving at the answer. Therefore, the use of social media in the workplace not only helps to get things done faster for the employee, but also increases the company’s financial performance and costs. 

[bookmark: _Toc534313983]4.    Conclusion
From the discussion here, it can be said that social media is important in our everyday lives and even in the health and social care jobs, which helps social workers to learn more, promote the work they do through the different communities and platforms available online. It is beneficial in the social care sector because of the knowledge building it provides. Through access to various websites, one can read and expand their knowledge both professionally and as a person. It can be used to interact and get support from people who could be facing same work challenges, getting feedbacks on things shared and other work-related information.  In conclusion, social media is not just useful to our everyday lives, but also helps in creating meaningful interactions with people and residents of a social worker clients, making contributions, sharing experiences and helps to earn the trust and understanding of the people we work with.
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