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Workplace Technology
The word “Technology” has various meanings from different point of view. We all use it in our workplace to accomplish our day to day tasks. We use technology in our products, procedures or in the whole organization. People are using it in almost everything that they do in everyday’s life. They get so used to of it that today, employees and employers cannot think of working without using technologies. (What Is Technology - Meaning of Technology and Its Use - Use of Technology)

Importance of Technologies
There are many technologies that employees use for business expansion. It enables us to enhance our capabilities and work effectively as well as efficiently. Through some technologies, I am going to describe how it enhances employee efficiency and employability in workplace. 
1. Web based E-mail:
· Employees can communicate quickly from anywhere in the world and at any time. 
· At a time one mail can be sent to multiple addresses. For confidentiality, one can use BCC too. So that others cannot see the mail.
· It saves time, paper and printing cost. (Advantages and Disadvantages of Email: Technology and Human Communication)

2. Web conferencing: 
· Information can be shared anytime through power point, excel or anything with the other multiple parties. 
· Employees don’t need to travel for having meetings now. They can have it over web conference to anywhere.
· It strengthens the relationship among company and its clients by communicating at anytime. (Web Conferencing Comparison » 5 Advantages of Web Conferencing)
3. File storage:
· Employees can backup important files that they cannot afford to lose. 
· There is huge capacity to store files and to send also.
· Files can be converting to docx, pdf, or anything after uploading. (Google Drive: A Fantastic (and Free) File Storage Tool!)
4. Social networking:
· Employees can attract clients and customers towards their business.
· Employees can be connected and communicate instantly and easily.
· Enables employees to keep all the current news or information around the world. (The Good and the Bad About Social Networking)
Everything has some bright sides along with dark sides too. All these technologies help employers and employees in various ways to be more efficient and increase their employability. Even if they get distracted for some time, benefits are way more than this problem. 
Uses of Social Media
Social media is the most popular way to communicate in workplace. The whole world gets smaller as social media is getting faster day by day. It has drastically changes the pattern of communicating and gathering information in an efficient way. Employee that uses social various media is smarter and efficient to his/her work. And if the entire workforce is involve in using it then it will definitely fuel the company. Connected people can have updates about other colleagues. Because, if one employee posts something then another employee who is connected to each other on networking sites can know what’s going on in his/her life. Not only about colleagues, but also about the current situation and latest news around the world they get notified. On the other hand, if they post something about company’s products and services or recent achievements, projects then the connected people can see it and get attracted towards the company. It’s a sort of marketing that can be done by employers and employees in social media. For the better understand why and how social media helps to promote business, I am going to write about LinkedIn. 
Uses of LinkedIn to promote business:
1. It increases visibility of the organization or its product and services. When employees will like r share a particular status or a photo, it will be visible to all the connections of the employees. (Forbes Welcome)
2. In contact details, employees can put company link so that people get familiar with it. (Forbes Welcome)
3. Random visitors can also take a look into the profile of the employees and connected with the company as well. (Forbes Welcome)
4. Employees get more attached to their company. They think company trusts them by letting them use LinkedIn. Then they give more effort for the company success. (Forbes Welcome)
5. Displaying recent projects and launches so that everybody can see it. (20 Benefits To Using Linkedin Even If You Don't Sell To Other Businesses)
6. Building strong relation with connections that they become company’s client. It will facilitate personal and professional life too. (20 Benefits To Using Linkedin Even If You Don't Sell To Other Businesses)
7. For any problem employees can ask for advice from the experts in the same industry. They provide consultancy and suitable options. It helps employees to take the best decision for the company. (20 Benefits To Using Linkedin Even If You Don't Sell To Other Businesses)
8. Employees can E-mail upto 50 connections at the same time. It saves time and energy. (20 Benefits To Using Linkedin Even If You Don't Sell To Other Businesses)
9. Employees can update themselves with the latest news in the industry, domestically and also internationally. And can try to use those ideas in own workplace. (20 Benefits To Using Linkedin Even If You Don't Sell To Other Businesses)
10.  Employees can join some public groups so that they can get different ideas, tips, advices and many more that they can apply into their work for company’s progress. (20 Benefits To Using Linkedin Even If You Don't Sell To Other Businesses)

Possibilities of Communication through Technology
Through technology, employees shares information, ideas and many more with another employee or employers. Social networking sites are the most popular ways to communicate with one another in the workplace. To communicate and collaborate with the current world, it is must to use social networking sites as technology. People use various sites to communicate but Facebook, Twitter and LinkedIn is the most popular and effective one to use for communication. (Miller-Merrell)
Uses of Facebook:
1. In Facebook, private groups may help employees to take best decision within a short time. Example- employees can create a group where they can discuss and generate ideas and alternative solutions and pick the best one. (Workplace by Facebook – Change the way you work)
2. Employees can go live on Facebook and discuss or have conversation over a topic with the connected people. (Workplace by Facebook – Change the way you work)
3. Employees get the most updated news from the newsfeed. Example- if a company or someone shares something about recent important thing then it will appear on the newsfeed. By this employees can be updated. (Workplace by Facebook – Change the way you work)
4. Employees can contact instantly with colleagues. Example- employees can use chat, voice call or video call to communicate with another employee. (Workplace by Facebook – Change the way you work)
5. Search engine let employees to find anyone, any place or any company that they are looking for. (Workplace by Facebook – Change the way you work)
6. Organization also can have basic information about any employee who uses Facebook. Example- before recruiting someone, it is very much obvious that the company will go throw his/her profile to know about the person more personally. 
Uses to Twitter:
1. Through Twitter, employees can be connected with their clients and customers and other people. So that they can advertise and do some marketing of company’s products and services. Example- by sharing a picture of a product, employees will attract and gather customers to buy that particular product. (The Pros and Cons of Twitter in the Workplace)
2. Employees can communicate and know about the recent information about anything. Example- latest movie shares its most popular scenes to communicate with the public. (Benefits of Twitter for business | Business Queensland)
3. By tweeting, employees can get effective feedback from connections, publics and business experts. It strengthens the collaboration among people. (Benefits of Twitter for business | Business Queensland)
4. The relationship among employees and customers get stronger. Example- some customer asks questions and gets their service through Twitter. Thus, customers get more attached with the company. (Benefits of Twitter for business | Business Queensland)
5. Employees shares information internally. Example- when an employee works in a particular project then s/he can share with other team members about the progress. (strom)
6. In rush hours, employees can give small tweets about something to others. Like about meetings or conferences etc. It also saves time and at the same time, get the purpose done. (Beasley)
Uses of LinkedIn:
1. Through LinkedIn, company can communicate with its employees and public too. Example- a post about a vacancy can be seen by company employees and other candidates too. (Using LinkedIn™ Effectively: Growing Your Professional Network)
2. Sharing some important work and achievements can draw attention towards the company. Example- customers, suppliers may get attracted towards the company if they see something interesting. (Using LinkedIn™ Effectively: Growing Your Professional Network)




Safeguarding Personal and Professional Life
In today’s complicated world, safety matters the most. Both in personal and professional life, employees should maintain some safety measurements. Employees have to deal with a lot of work that must be done through technology. Simple mistake can cause a huge loss for both personal and professional life. Some common but important measures that an employee can take are:
1.  It is good to provide some basic information about oneself, but it is really risky to give all the information in about section in social media. 
2. Keeping confidential information secret is very important. It doesn’t matter whether it is about oneself or about the company itself. Some information must remain confidential. 
3. In Twitter, all the tweets are public. When an employee posts or shares something, s/he must be careful about it. (Beasley)
4.  In Facebook, there is an option to customise viewers that who can see and who cannot. Except those statuses and pictures that is only for attracting customers and clients or about awareness, every posts should be able o see by only known people who are connected. 
5. For web based E-mail, a company should use its own domain through which all the employees must be communicate about all the professional stuffs. 
6. There are many commercial companies that try to track employee’s web browsing history and get information from that. So an employee must be aware of privacy policies and secure themselves and also the company itself. (Naughton)
7. If an employee carries some confidential data in a USB, then it must be encrypted by using TrueCrypt. (Naughton)
8. Employees should clear search engine histories on a regular basis when they browse different web. 

[bookmark: _Toc456977346]Conclusion
Technology has been changed the way of leading day to day life, mostly in workplace. Employees are engaging more with the technologies and most of the companies are also encouraging themselves to do so. But there are some companies that don’t do so. A recent survey reveals that 44% of the total employees think that their company is back dated. Using of technology, employees increases the level of their productivity and collaboration in workplace. Moreover, 70% of the younger employees think that companies that uses more technology is a place for effective team work. (Le)
Technology is the only way to communicate effective and efficiently. It is important to let employees know about recent news and technologies so that they can apply their knowledge in the workplace.  Only the smart employees who have knowledge over latest technologies can lead the company to its success by working effectively and at the same time efficiently. 
[bookmark: _Toc456901523][bookmark: _Toc456901523]
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