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Introduction
Digital skills are used to manage information with the help of digital devices, communications applications etc. Technology has become an important part of the human world in today’s times. In this report, we are going to speak about digital skills and various research methods that are applied to the workplace (Mohammadyari and Singh, 2015). The work scenario chosen for this report is recognizing efficient ways of performance appraisal within the workplace. The main aim of this assignment is to use the organizational techniques to delineate the performance of the employees working within the organization and to check how reliable these sources are.  
Report
Digital skills can be used for a variety of purposes like data collection, data interpretation, data storage etc. The various types of research methods are a survey, observation, questionnaire, and visual representation. All these ways can be used to interpret data collected through various research methods and interpret them by using software like MS Excel etc. we will also see to what extent judgment is practised in the process of performance appraisal and the ways in which it can be neglected or overcome totally (Levinson, 2019). Technology has overgrown so much in the present generation that is become impossible to live without it. It has connected people all over the globe in an easier way and has made business possible. Since the world becomes so technology driven that even food is ordered through technology it is very important and crucial for each one of us to understand how the technology operates. Hence, it is essential to know the principles of digital skills and the ways an organization can utilize it for their growth. The knowledge of digital skills involves knowing how to operate technology with a wide range of skills to be able to operate the technology and access the world on your fingertips. Digital skills will also help a person to interpret and access the information that is present online for their own use. 
The main concept of digitalization is to make work easier and less effortful so that more tasks can be managed in little time and with very little effort. Technology makes it easier to complete tasks since everything is present online on the click of a button. A person should just know how to use this information and operate on it to make tasks easier. The pros of having the knowledge of digital skills is you can access information online from any part of the world and know what is happening in the world without even being there, it helps you to learn new things online, also helps you to save money by knowing the right information so you do not get cheated away. Mainly it saves time for doing tasks and it also lets you access online sources that might help you online shopping which definitely saves time. The present scenario that is chosen for this report also needs the use and access of the internet that will help to track the information and data about their performance that is recorded online. Hence, only if one knows digital skills he will be able to access this data online and interpret employee’s performance. 
Social media is a crucial technology in today’s generation that is preferably used by each and every individual on earth. It is a very significant creative platform that helps you connect with family, friends, relatives, and also a strong platform for business organizations to reach out to their potential customers through these creative platforms. It has several applications that can be accessed both on mobile and on laptops and computers from anywhere in the world. The social media applications are Facebook, LinkedIn, Twitter, Whatsapp, Instagram, Skype etc. where some most of them are used for dual purposes mentioned above. It is a strong connecting link that links crores of people online from every part of the world. Skype has become an important application that is technically used by almost all business firms that help you to make a video call the person on the other end and discuss things that you want to face-to-face online. This is helpful for business firms that have the flexibility of working from remote locations that connect the manager and the employees through this online video calling apps. All of this is possible only because of technology and the appropriate use of digital skills, without which this would not have been possible. This has become an important tool of marketing for business organizations since they can easily market their products online without having to do much or actually go out in the public and market with the products manually (Lagan and Moran, 2015). It is easy to set up an image and market products online through ads and other promotional discounts that attract customers that will help your brand get recognizable in the market. From apps like LinkedIn, it is become so feasible for both employees and the employers to find jobs online without having to go out publicly and search for jobs or use to the old method of searching or looking out for jobs in newspapers. The employees can easily look out for jobs online applying various filters like the choice of their location, timings, company size, startups etc. that makes it so feasible for the employees to choose an organization of his choice. Whereas for employees this process is feasible because it helps them track and record experiences of various employees through their online profile and select candidates according to their skills and competencies that would be essential to be a part of their company. They can also test the employee online by providing them online tests, assignments, MCQs that will help the employer to get a clear idea of the knowledge of the candidate and if he is applicable to be qualified to be a part of the company or not. All these can help to enhance the productivity of the company by choosing the right candidate for their company that will help to enhance the company’s performance and its efficiency. 
[image: Image result for social media]
Fig 1: Driving Traffic with Social Media. (Source: socialmediaexplorer.com).
By this process, we understand that the data collection process of employees is so important and which is very easy through technology. Data is a collection of facts and figures that are used by an organization to interpret the data and make an appropriate decision based on it. Getting data is easy but every business organization needs data that they can rely on and used it for their organization's productivity. Reliable data is required for planning, recording, estimating the performance of employees working within an organization, the performance of the business firm and essentially for the decision-making process (Kietzmann et al, 2011). For the decision-making process, the organization needs perfect facts and figures to calculate the efficiency of the process and such a method is called to be fact-driven decision-making process. The decision-making process takes place at three levels namely strategic level, tactical level and operational level. Since data consists of only raw facts that cannot be totally relied on the data should be thoroughly processed to create to form some sort of information or knowledge out of it in order to make it reliable for the business firm to be able to use it. 
There are two types of data that is available to an individual with the help of online sources one is qualitative data and the other is quantitative data. The qualitative data helps to measure data in terms of quality and how essentially the quality of the data can help the business firms to utilize it and create information that can be added to the productivity of the organization. This data is usually in the form of pictures, images, symbols that will create a deeper and faster understanding of interpreting it without having to actually read and interpret it manually. The quantitative data consists of the quantity or how much data is collected but it does not measure how reliable the data can be since the quality of data is not measured in this case. This type of data usually consists of numbers, figures, graphs, and statistical data that help to interpret information which can be utilized by the business firm to get information out of it. 
[image: Image result for qualitative data and quantitative data]
Fig 2: Quantitative vs. Qualitative Data. (Source: kenandeen.wordpress.com).
In a workplace scenario, both types of data are accessed and calculated and the employee's performance is recorded. In this way, both types of data can be recorded according to the requirements of the management team of the company. Individually every individual’s performance can be recorded and the performance can also be recorded in groups with respect to various departments that are existent in the business organization (Kirtiş and Karahan, 2011). The various types of analysis that can be performed through this method are the time taken by the department or an individual employee to complete the task given to them or the number of defectives produced by an individual within the organization. The performance obtained by these types of data collection and interpretation can be measured against standard benchmarks that are created by the management team of the company. There are three types of benchmarks that are used to measure it, these are internal benchmarking, external benchmarking and functional benchmarking. 


Ethics is a very important attribute to be considered by every company and to follow the rules and code of conduct set by the ethical communities. Ethics are the values and beliefs of an individual and the power to decide between the thin line of what’s right and what’s wrong. This knowledge is received by an individual by moral rules, values, ethical principles and beliefs that are received by an individual from the region he belongs to. While some ethical principles are strongly attached to religion beliefs some are very common that should be followed by every individual. Some of the common ethical principles that should be followed by every individual as a human being is to respect every other individual within the society and workplace irrespective of the religion or caste they belong to, respecting an individual’s privacy, giving them space, no harming anyone either mentally or physically, no torture, protecting and providing confidentiality at workplace etc. 
While performing the research ethics has to be practised by an organization by not harming any participant that is taken part in the research, keeping their information confidential, there should not be any kind of torture practised on the participants either mentally or psychically. The privacy of their identity should be maintained at all costs at all times, the participant's decisions should be respected and they should be given to the right to abort the research anytime they want to without having pressurized them to continue even if they didn’t want to. To protect the rights of such individuals the law of Data Protection Act (1988) should be implemented that ensures to protect data and information about the individuals that have taken part in the research and prevent their data from misuse and theft (Kaplan and Haenlein, 2010). With respect to the workplace environment, the data of employees should be protected and secured so that no misuse can take place and the employees should only be measured on such variables that are acceptable to them. The employee's data such as family background, income, salary, financial status should be protected and secured and not leaked by anyone or misused by anyone. This is the actual way of performing and practising ethics within the workplace environment. 
[bookmark: _Toc7261435]Conclusion
This report has discussed the work scenario of performance appraisals and various methods of data collection that is used to research and find out relevant data to measure the performance of individuals within the organization (Chunara et al, 20130). It has also discussed the importance of social media and digital skills which can help out an individual to reach out to the public largely and connect to them to put forth their ideas and products publicly. Later in this report, ethical aspects are discussed which needs to be followed within the workplace for the efficient running of an organization. 
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1. Estimate of monthly users of social media
[image: Image result for social media]
Fig 3: Estimate of monthly users of social media. (Source: www.bigcommerce.com).
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