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[bookmark: _Toc501637500]Introduction
With the use of digital technology the phenomenon globalization has taken place that has changed the workplace requirements as well. The digitalization of the workplace irrespective of the market and industry is highly in trend these days that is beneficial for the business organisation, which is the reason, the skills to operate digital technologies, is required. This particular assignment includes the analysis of the increasing use of digital technologies in the workplace. Furthermore, the use and effectiveness of the different digital tools and related skills as well as benefits are discussed so as to give the reader a clear view about the effectiveness of the digital skills in the professional development of the individual as well. 
[bookmark: _Toc501637501]Effectiveness of the use of modern technologies to improve workplace efficiency
Efficiency in the workplace is highly required in order to go for the growth and sustainability of the individual self as well as the organisation where the manpower is being contributed which is again expected by the organisation as well. With more organisations opting for the use of digital technologies more or less, the companies are looking forward to the employment of the employees who are more skilled in terms of using the digital skills as the efficiency of the workplace along with that of the performance heightening is supported by the use of the digital technology. Therefore, the digital technology is highly crucial for the organisations to achieve the competitive advantage over the competitors (Pagani et al. 2016). The human resources who are to operate in the workplace have to be skilled in terms of digital use. The efficiency in the workplace is highly improved through the employment of the digital technology that is literally fast owing to the activities done employing the fingertips only. The generation of today and the millennial are more active using the digital technology which is why the Workplaces that possess well developed and well maintained digital technologies in performing the tasks and the functional operations is has been able to achieve more sustainability and growth that the organisations who do not possess. The improvements are huge among which the time efficiency is one of the most crucial one that helps the organisation to enhance the productivity of the organisation and plan any growth extension or expansion as well or even go for product development. However, this should be remembered that the without the proper digital skills to handle and implement the technologies the efficiency in the workplace cannot be achieved. Owing to the digitalization in the workplaces, the different functions in the different departments of the organisation have also changes that have improved the functionality of the departments as well. For instance, earlier the relationship with the customers was not very well maintained owing to the distance and not being available to each and every customer. This particular activity is improved and maintaining the customers’ relationship of any organisation is not an issue now. This is because the digital way of maintaining customers’ relationship is now possible with the advancement of technology that includes keeping contact with the customers through social media sites, through digital methods like that of the e-mails, advertisements, offers and the like. This particular improvement has provided the organisation more efficiency in customers handling giving the organisation customers loyalty that is determined by the internal workplace efficiency. Through the use of digital technology the efficiency in the workplace in terms of handling the information reacted to the business prospects have been possible which is very crucial for the execution of the organisational activities no doubt. Activities like that of finding, evaluating, utilizing, sharing and creating content is done efficiently in the workplaces by the digital technologies employing the digital skills. 
[bookmark: _Toc501394986][bookmark: _Toc501637502]Exploring Social media as a tool for marketing
Social media is the new modern tool and means of marketing that is being used by companies in order to be more aligned and available to the potential customers (Correa, 2016). The marketing technique is highly crucial for the increase in the sales of any organisation and social media is the new tool as well as trend which is evident to attract the potential and he target customers. Marketing through social media sites is done through the employment of the advertisement activities. E-marketing is new technique of employing the marketing techniques that is very beneficial for any organisation irrespective of its size. Communicating with the target customers is enhanced through the social media since the presence and availability of all types of customers’ irrespective of the age and demand (Correa, 2016). The presence in the different social media site is a very common trend now a day, which is therefore employed as marketing tools. Publishing advertisements others than televisions and print media in the social media platforms and social networking sites like that of the Facebook, YouTube and the like is highly beneficial for the company. The ways of direct sales is also increased with the availability of providing the customers with customized offers to fulfil their demands. This is very helpful in maintaining the customers’ relationship with the customers and attains their loyalty as well. 
The social network marketing is highly beneficial for the organisation, since the reviews and the referrals of the brand to the customers are also possible with the customers support. The customer satisfactions are highly enhanced in order to go for the achievement of the customers’ loyalty. Another way is social media blogging and v-logging where information, new launches regarding the products and services along with its benefits are published (Correa, 2016). This helps in giving the customers fair knowledge about the products, which are often written by any socialist or expert. The promotional activity in the social media become very successfully and contributes to image of the brand as well. The peer recommendation and the proliferation of the social media websites make the marketing activities more attractive to the target market making the communication process more active (Livingstone et al. 2017). This is also known as the e-WOM Marketing that is e-Word of Mouth, which means a lot to influence the purchase intention of the customers highly. The availability and the frequency of the new pots must be there in order to make the communication in the social media more successful and prominent so as to go for the effective use of social media as marketing tool (Correa, 2016). Multiple mechanisms are thus employed for connecting with the people that includes the viral marketing, social media blogging, online feedback mechanisms that are helpful in taking the feedback and know the demands that are helpful in product improvisations and new product development. 
[bookmark: _Toc501394987][bookmark: _Toc501637503]Digital skills in gathering information, data handling and communicating within the workplace
The use of the digital skills in the workplaces helps in the gathering the information related to the business and then utilising them as per the requirements. Further the applications and other activities are also performed. The competency level of the organisation using the digital skills and technology is increased in the respective market. The different easy and sections where the digital skills are employed, information are gathered and then handled includes the following specifications:
· Project Collaboration: The digital skills are highly crucial in any workplace in order to start any particular project, work on the project and complete the work along with the communication and collaboration of the teammates who may be physically not available always (Livingstone et al. 2017). The particular skills include navigation in the workflow system that is digitized and further carry out with the deployment of the management of the project through the employment of the software tools like Trello, Asana and others. 
· Document creation, its management and collaboration: The digital skills are employed in the workplace for the creating, formatting, and collaborating the documents that are in the digitized form (Livingstone et al. 2017). This includes unlocking the digital documents that are digitized within the workplace. These are very crucial in any workplace as the failure to digitize the information leads to the loss of time as well as loss of the documents in some cases. Moreover, the communication is also hampered and chances of having issues in the analysis of the information are aloes increased. This highly impacts the profit of the business organisation.
· Communication: In terms of communication, the workers spent at least 28% of the workweek reading the e-mails and other communicative documents. This requires digital skills in order to carry out this process of digital communication that is more time efficient for the workplace no doubt. 
· Search and research: The skills how to search the information, gather the information, make research on the information and handle the information which are vast. The digital skills are also required in order to gather only the relevant information and he ones that are accurate as well (Lazar et al. 2017). 
· Platform flexibility: Navigation through different platforms needs high skills that include devices, platforms like that of the tablets, Smartphone, wearable devices and the lie. The failure to adapt the skills in handling and navigating through these devices will make the professional slow and inefficient in operating and performing in the workplace along with incompatibility.  Therefore, for research methods digital skills are also very crucial (Lazar et al. 2017). 
· Security and privacy: Digitization has a drawback in terms of data breaches and loss of information that can be again mitigated only through the proper digital skills. The reasons may be intentional or human errors in handling the information and data. This requires well trained privacy and security awareness that is business specific and practice of the safeguards. 

[bookmark: _Toc501394988][bookmark: _Toc501637504]Creating Individual professional online presence 
Digital Skill is not limited to the technological skills but to the digital skills that includes the knowledge and behaviour which is required for communicating online through the web for creating online presence (Cabello-Hutt et al. 2017). In order to for the proper communication and online presence with good content, it is very important to know the dos and the don’ts of the professional online presence (Cabello-Hutt et al. 2017). 
· Digital etiquette: The digital Etiquette is highly crucial for communicating in the online communication methods. This requires the knowledge of the skills and the etiquettes that can be applied while communicating online which is crucial for the professional presence in the online sites and virtual world no doubt. 
· Digital literacy: Knowledge of the digital skills in terms of using and navigating through different digital platforms that are discussed above is highly crucial. Using the different types of software and tools are also required to be able to successfully make the presence in the online platforms. 
The professional so these days in the workplace arte thus given the opportunity to develop their own identity in the virtual related to their designation and make community where there will be availability and accessibility of the members of teammates as well. This is helpful in making the communication more effective but no doubt requires digital skills and knowledge as well. The digital skills a related to the development of the content is highly significant in making the presence of the individual in the social media sites and platforms. This is crucial for the job market as well since the professional identity will allow the individual to be more attractive. 
[bookmark: _Toc501637505]Conclusion
As evident from the above analysis, in today’s world of technology and faster communication, there is no other way using the digital skills. Therefore, it is very important to go for the inculcation of the digital skills within the individual to be more work centric, which is making the professional life smarter and not harder. This is the reason the applicants or future job seekers must be well skilled in terms of the ability to use the digital technologies. The companies who possess the employees who are not digitally skilled but experienced that need to be trained by the organisation. The millennial workforce does not need the basic training but the need to go for training of the existing employees is highly recommendable in order to go for the achievement of the competitive advantage of the organisation as well. 
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