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[bookmark: _Toc502609729]Introduction
The advancement of technologies is directly influencing not only the daily life of people but also in the workplace. Today, a workplace without digital technologies is completely impossible. Digital technologies are accelerated the working efficiencies of employees, efficiency in data management and decision-making process. Computer, internet, social media, email, cloud network, and software etc. are increasing of information flow and reducing distance barrier. This report will explain the importance of digital skills and research methods in the organisational context.
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Part 1
[bookmark: _Toc502609731]Concept of digital skills 
Digital skills are the ability to use of information, understand different digital formats from various sources and application of knowledge using various digital devices such as a computer, laptop, tablets, and smartphones (White, 2015). Digital skills include core three things such as critical thinking, digital tool knowledge, and social engagement. In other words, digital skills encompass every aspect of digital competencies, developing the skills and knowledge, confidentiality, communication and interact through digital technologies in safe and ethical ways. Crompton et al. (2012) mentioned six types of digital skills such as operational skills, strategic skills, content-creation skills, formal skills, communication skills and information skills. 
[bookmark: _Toc502609732]Evaluation the effectiveness of the use of modern technologies within workplace
In the current perspective, digital skills are an inevitable part of the workplace. The extensive use of digital technologies in the workplace increases the necessity of 750,000 more people in the UK that have digital skills and will contribute more £12bn in the UK economy (Hall, Baker and Nix, 2016). Digital skills require the ability and knowledge to find out the needs of information from different digital technology sources and proper use of digital tools. Digital skills make the workplace simple to navigate and support organisations in research so that necessary data can be gathered. In the workplace context, the effectiveness of modern technologies is evaluated below:
Effective digital workplace:  Modern technologies reduce the distance difference between the workplace and the people. Now, people can work from any place via internet technology and internal IT network system from any place. Research shows that 64% workers of UK prefer comparatively lower paying job when the organisation gives the opportunity to work form away (Elkjaer, 2016). Digital technologies help the organisation to perform multiple tasks, increases workforce engagement, improves the productivity of workers and information management efficiency can be achieved. In addition, the digital technologies increase the retention rate of workers, improve the satisfaction of workforce and attract talent.  For instance, organisations are using different software like MS Office, Outlook and other software to perform day to day works. On the other hand, email, instant messaging apps are connecting the workers with the workplace and between them so that work efficiency is improved. 
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Figure 1: Digital workplace 
Source: (Shearer, 2017)
Information management: This is the era of information technology and organisations are not out of this trend. Information flow is a big issue for every workplace because to perform every task in the workplace needs information. Every day new technologies are introduced for information management. Information management is necessary for every function of the workplace where modern technologies are essential. For example, in a workplace, many employees are working. The personal data, performance etc. are recorded in the database. Microsoft Access, MySQL, Firebird, cloud database, database management system software etc. are modern technologies that are used by organisations to management information within the workplace (Miller and Marsh, 2014). In addition, every day thousands of business transactions happen in the workplace that is managed by using QuickBooks software by the organisations. Moreover, to manage the information, organisations are using centralized database system so that information management can be done effectively and retrieve necessary data for decision making is easier for the organisations. 
Use of digital tools: In the current workplace context, manual work is rarely performed by workers. Every organisation today uses a computer, laptop, smartphones barcode reader, the audio-visual system (projector, sound box, microphone etc.) and other digital tools to complete various tasks of the organisation. Recent survey result shows that 88 percent organisation offer their workforce personal device such as laptop, desktop, tablets, and smartphones (Shedadi and Karam, 2016). These digital tools are increased the effectiveness workforce productivity, proper management of information, communicating with workers and customers and productivity in the production and operations of organisations. For example, in every phase of business activities computer in linked. The input of information, office draft, memo, transaction records and many other activities are done by computer (Broadbent, 2016). This modern technology brings revolutionary changes in the workplace and speeds the organisational activities. 
Control of tasks and risk management: A workplace performs multiple tasks to achieve the organisation's overall objectives. Modern technologies are very much useful to control tasks of the organisations. For example, there are many tasks involved in a project, it is necessary to prepare project task schedule, budget, completion time etc. There is much software like MS Project and other project management tools are used to manage the project activities systematically. As a result, the project activities are monitored and controlled effectively. On the other hand, there are various types of risk involved in the workplace which is properly monitored and controlled by IT risk management software (White, 2015). 
Communication, collaboration, and connection: Digital communication is a big deal in within the workplace. The current generations are entering the workplace massively so that digital communication is very fabric for the workplace. In the current organisational context, communication, collaboration, and connection are playing half of the organisational activities. In every phase of task communication is must within the workplace. At previous, the communication is performed via the only telephone. Today, modern technologies have improved the methods of communication so that employees are connected with the workplace inside and away from the workplace (Gallager, 2010). For example, smartphone brings the revolution in the digital communication within the workplace. Smartphone uses the internet technologies in dynamic ways e.g. many communication apps like messenger, WhatsApp, Viber, imo etc. are helping workers to live chat, audio, and video call. In addition, necessary documents are sending to the email of employees so that they can collaborate with the other co-workers and managers from any place. As a result, the workplace working efficiencies and speed is improved better and absence in the workplace of the employees will not hamper in the organisational activities. 
Worker engagement platform: Modern technologies are making a positive experience throughout the lifecycle of workers. Workers engagement is very much benefitted from the workplace (Elkjaer, 2016). To explore creativity and collaboration in the work, employee engagement is important for organisations. Modern technologies are supporting to achieve the firm's objectives, for instance, communication infrastructure creates strong connectivity between the workplace and employees. Modern technologies make corporate networks and data communication engaged employees in the office and on the road. In addition, employees are connected with the organisational network so that employee engagement is improved more and organisation is benefitted through achieves the excellence in the performance. 
Creates mobility and saves time: Time is a crucial issue for every organisation. Every task of the organisation needs to be completed within the time frame. Modern technologies increase the automation in the work of the organisation. The use of a computer, laptop smartphones, and tablets to conduct certain tasks at work creates the scope of instant corrections and decrease the errors of employees (Hall, Baker and Nix, 2016). In addition, employees can retrieve information from the database system so that quick decision making can be possible. On the other hand, internet technology removes the barriers of space and time. This technology mobilises the tasks so that employees can connect with the workplace and share information in real-time. For example, many organisations provide single access to the database system so that employees can perform their tasks to login their personal account and submit works. 
[bookmark: _Toc502609733]Explore social media for marketing, information gathering, and communication within the workplace
Past several years social media is making a significant position in the daily life of people. Billions of people have access at least one social media in the current digital age. There are many social media platforms where Facebook, Twitter, LinkedIn, YouTube, Google+, Instagram, Reddit, Pinterest etc. are engaged maximum numbers of people. As a result, organisations today are focusing more on the social media as marketing tool, a collection of target audience information and communication within the workplace. 
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Figure 2: Different social media
Source: (Shearer, 2017)
Social media as a marketing tool: The wave of social media will not end soon rather the importance of this tool is increasing day by day. People are login at least once in the social media every day. Social media marketing is now billion pounds industry.  Research shows that 71% customers are recommended to use certain products or services on social media if they have a positive experience (Smith, 2017). As a result, organisations are considering social media as an important tool for marketing besides tradition promotion methods. Organisations now open an official page on different social media platform and communicate with the people and pick up target customers. In addition, social media is used for promotional campaign of various products and services which is cost effective. For example, organisations give social media ads targeting a specific group of people for particular locations for promoting their products and services. In increase, the brand awareness, increase inbound traffic, increase conversion rate and collect feedback directly from the customers. 
Social media for gathering information: Social media is a very important platform to collect information of target audience. Organisations can collect necessary information from the profile of target audience. In addition, many social media analysis tools are providing information about the recent trends from which organisations can collect information about the interest of customers (Kaur, 2016). For example, every organisation has an official page on different social media platforms. Many people give like and become a member of this page. When any post is given by the organisation, people are giving their opinions and ask any queries. This is a big source of gathering information without any cost that traditional survey methods require. Generally targeted audience is interacting with the post that is given by organisations. So that organisation can gather necessary information and take an appropriate decision after analyzing the data. 
Social media for communication: Social media is a very good method of communication. In the social media, people can be interacting directly with the colleagues and workplace. In addition, the organisation can interact directly with the target audience through social media. ‘Facebook live’ option helps to interact with target people within the workplace directly and organisation can interact with the employees in real-time. The employees can ask questions or provide their opinion in the comment box that helps to interact directly with the people of the workplace (Jhingran, 2017). On the other hand, every social media provides private messaging feature through which employees can communicate with the colleagues and organization can communicate with the target audience. 


[bookmark: _Toc502609734]Conclusion 
Digital technologies are an integral part of the workplace in the current context. The dynamic uses of digital technologies will be in the future. Modern technologies increase workplace efficiency, the productivity of works, and better communication with the inside and outside people of the organisations. In addition, social media is also playing significant roles in the marketing, communication, and collection of information. It is to be noted that the trends of the digital workplace will be fostering in coming years so that organisation should concentrate on effective and efficient utilization of this opportunity through improving the digital skills of the workforce. 
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