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[bookmark: _Toc503555576]Introduction: 
In the modern workplace of this present world, digital skills are valued highly and in the future, digital skills will be very crucial as the digital age is expanding through our lives. In this report various digital skills and research methods will be explained for better understanding of this concept. In this report, effectiveness of the use of modern technologies within the workplace, social media as a tool for marketing, information gathering and communication within the workplace and creating their own professional online presence will be explained.


[bookmark: _Toc503555577]Effectiveness of the use of modern technologies within the workplace:

Cornell University defines digital literacy as ‘the ability to find, evaluate, utilize, share, and create content using information technologies and the Internet.’
Through this definition, digital skills are those skills linked to being literate digitally. Anything, from the ability to find out a high-score on Minesweeper to coding and developing a website is considered as a digital skill (Camusio Z. 2011).
Using technology in the workplace helps a business organization to expand quickly and effectively. There are some business technologies including video conferencing, social networks and moreover, virtual office technology helps a company greatly in progressing more efficiently. Companies can now target a wider customer base and progress to higher levels using business technologies (Bailey 2011).
There are some advantages of using Modern technologies in workplace as given below:
Improve Communication
In order to improve communication in the workplace, there are some social medias which can be helpful. The workers of an organization are no longer limited in using internal mail system of an organization or not only combined in phone calls. The workers in an organization nowadays uses E-mail or electronic mail for sending message to others instantly without even interrupting the receiver (Camusio Z. 2011). Moreover, business technology also improves the communication with clients as well as with business partners because information can be passed through multiple channels almost instant.
Human Capital 
In the workplace, technology improves the efficiency of recruiting, screening and hiring potential and appropriate candidates. Businesses use the Internet for spreading the whole word about the organization and advertise their job openings. Hiring managers can target potential candidates by utilizing digital advertising technology which tracks the websites they visit (Bailey 2011) Technology, for example personality assessments and screening tools allow a business’s organization to fix whether a potential candidate is an appropriate fit for the organization (Williams 2014).
Efficiency
Office technology can hugely save times by speeding up the process of work flow. There are some advantages of digital filling including save space, printing cost and paper. Using computer, the process of correction is made instantly (Bailey 2011) various resources and recorded can be saved and accessed at any time with a single click of mouse.   
Mobility
In workplace technology practically eliminates space and time. Video conferencing technology nowadays saves huge amount of time in workplace by making it easy for the workers of a company around the world to communicate directly with visual (Camusio Z. 2011)These technology helps the managers and other high officials of the company to arrange meeting virtually at any time instantly and effectively .   
Encourages Innovation and Creativity
Workers can use various business technologies to make creative business ideas which can be utilized in growing and expanding the business. There are many other companies creating technological challenges and reward workers who come up with innovative ideas using technology. Workers can utilize internet technology for developing creative ways for promoting a business online (Bailey 2011). Social media networks like Yammer.com can be utilized through employees to socialize and interact with other innovative employees from different organizations, this interaction will lead to exchange of information and it also cheer up brain storming on different work related issues (Michael B. 2012);.
Saves Time: The use of technology saves huge amount of time. In very workplace computer is must and by using computer the organization can save its official data and records effectively and easily and later on, they can easily access the recorded information at any time with a single click of mouse (Scott D. M. 2013). The automation system has increased the production of a business organization to a greater extent. Internal network inside an organization help various departments in communicating effectively and efficiently (Bailey 2011). Moreover, they can share various electronic device like printer, scanner etc. and this saves a huge an amount of time as the workers need not to move to another place.   
[bookmark: _Toc503555578]Social media as a tool for marketing, information gathering and communication within the workplace, creating their own professional online presence to illustrate and evidence this research

The process of reaching a company’s products to the customers is called Marketing and when a product of a company is promoted through various social Medias is called Social Media marketing (Bruce and Susan 2012). Most of the social media platforms now accept advertisement from different companies and they have their very own built-in data analytics tools, which enables company to track the progress, success, and engagement rate of ad campaigns (Camusio Z. 2011)
Some of the advantages of using social media marketing has been illustrated below:
Increased Brand Awareness
Marketing through social media is very effective in gaining brand reputation and engaging effectively with the customers. Marketing through social media increase the business visibility of and syndicate the content or product of a company to the potential customers. Through implementing a social media marketing plan appropriately, the company will be able to increase the brand recognition through engaging with a huge number of audiences (Camusio Z. 2011). Just by signing up on a social media and through opening page, a company can easily and effectively start their advertisement campaign with a very low cost. After starting the advertisement campaign the social media site will start sponsoring the company’s page and every post with their product and services. There is no doubt that just by having a social media page a company can engage with the potential customers, and furthermore, with regular use it can generate a larger number of audiences for a business (Kotler & Keller  2010).

More Inbound Traffic
Without social media marketing the inbound traffic is limited to the usual consumers. The customers familiar with the brand and the company will definitely search with the same keywords the company is already ranked for. In order to get customers outside the circle of a company’s loyal customers, the company should start marketing on social Medias otherwise the company will have to face a great challenge in reaching to the customers outside the loyal customer (Bailey 2011)).  
Every social media page a company adds to the marketing mix is a gateway to the company’s website (Wood 2012). Whenever the company publishes any post through various social media, which includes advertisement of different products from the company it is seen by a lot of potential customers instantly and moreover the audiences comment about the products to know about different information regarding the product. Through a social media page, a company can easily and effectively engages with the customers through replying to the comments of the audiences (Camusio Z. 2011)
Higher Conversion Rates
With the increased visibility, the business will gain more opportunities than ever before for conversion. Every post on blogs, images, videos, or comments will direct the audiences to the company’s website and thus, will increase traffic. Social media marketing permits the business to give a positive impression through a humanization factor. When company’s brands are interactive through sharing content, commenting, and posting statuses on social media, it indicates a brand. People prefer to perform business with other people, rather than companies. The better impression a company make on a visitor, the more likely they are to think of the business when the need for the company’s products or services increases ((Dave 2011). 
Better Customer Satisfaction
Social media is a networking and communication platform. Creating a voice for your company through these platforms is important in humanizing your company. Customers appreciate knowing that when they post comments on your pages, they will receive a personalized response rather than an automated message (Hall, R. 2010). Being able to acknowledge each comment shows that you are attentive of your visitors’ needs and aim to provide the best experience. Better customer satisfaction is another feature of social media marketing whenever a customer wants to know something they immediately send message to the company’s page or post on the wall of the page and instantly gets his answer from the page admin immediately (Singh and Diamond, 2015). 
Cost-Effective
The main advantage of social media marketing is it is very cheap, relatively than most other marketing mediums. Nowadays the medium of marketing through social media has become most cost-effective and efficient way of marketing. The engagement rate is also very high than most other advertising or marketing medias. Opening a page at social media is very easy and moreover, it is free. Any company can open their business page and start promoting their products through various social Medias. Furthermore, day by day the number of social media users is increasing and for the company the potential customers are increasing (Dave 2011). Investing in social media is always great for getting back the investment and moreover, higher engagement rate with a low cost.    
Day by Day Social Medias are becoming and information source. The current study shows how pieces of information available in social media impact perceptions of source credibility. In social Medias almost every types of business organizations are opening their business page for promoting their products and services. Nowadays, every potential customer search for a particular product or company by searching its name in the social Medias. Because presently, there is hardly any organization which doesn’t have a social media account or page. Among all famous social media websites, Facebook is one the top and almost every organization are promoting their products on Facebook (Dave 2011). The social medias are becoming sources of information regarding a company or a particular product.     

Social media websites can be used in communication within the workplace. There are some medias that can be used for this purpose as below: 
A regular blog posting from the president or management team of an organization providing insights of a new product launches, trends of sales, and new market opportunities can help workers feel more a part of the company, and help them to understand how their role influence the company. Wikis and Yammer both of these are great tools for boosting productivity, especially for project groups.  Wikis permits multiple workers to make changes on one main document, so the workers do not need to spend time looking for the recent version of a document – whatever changes they bring online that go live instantly. Yammer helps the project teams of an organization to touch the base internally and which is a Twitter-like communication ((Dave 2011).
Podcasts, for training and education are the perfect opportunities. Simply record the training program, and the workers can listen to it online and moreover at any time. Also they can download longer versions programs on their MP3 player and they can listen to that any time at their convenience. This is a good medium of products training, tips of sales, new introductions of benefit, and various topics which people will want to hear multiple times (Dave 2011).
For a company social media is very important for their online presence, which helps the company to generate additional profit from their business and moreover, they can build customer loyalty. It helps the company to reach its potential customer and engage with the potential customer more efficiently and effectively. Social media marketing helps the company in increasing the chance of the company to engage with the potential customer (Macarthy  A. (2012). For creating an online presence in the internet, every company nowadays has their very own website where the company place their different products along the details of the product and price. The company also publish different post on social medias with a picture of a particular product and all necessary information regarding the particular product including price (Dave 2011).
Besides Facebook and Twitter, the companies can use Instagram, Google+, LinkedIn, YouTube, Pinterest, Tumblr for creating their online presence. 
[bookmark: _Toc503555579]Conclusion 
[bookmark: _GoBack]The use of modern technology is increasing day by day in almost every spheres of our life. At present it is mandatory to have digital skills to remain competent at workplace. Social media skills are included on digital skills. The potentiality and number of Social media website users are increasing day by day and becoming a source of information and it is already dominating the marketing medium and communication sector. The importance of social media marketing is growing very fast.
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