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[bookmark: _Toc58250691][bookmark: _Toc456901517]What has been the impact of 21st Century Technologies on the modern workplace?

Since the early 21st century, many changes have occurred. In my workplace, most of the changes are based on connectivity and communication. Long time ago when we first started to use simple stone tool to smash different nuts and use it for creating different weapons. Since then, we as homo sapiens we did not stop to produce more and more tools and different kinds of technologies, to make our life much easier or to communicate faster. We are at the beginning of our journey, the history of mankind on Earth happened on December 31st of the cosmic calendar. “The Cosmic Calendar is a scale in which the 13.7-billion-year lifespan of our universe is mapped onto a single year. This chronological arrangement was done by famous astronomer Carl Sagan. In this mapping, the Big Bang took place on January 1st at 12 a.m., while the present moment is 12 p.m. on December 31st.” according to (Gupta ,2019). Since we invented the stone tools, we have done great things. From the invention of the wheel nearly 3500 B.C., to the landing on the moon in 1969.  And from the Neolithic times where we gather before a fire and share stories, to the Internet connection. The Internet has made it possible for us to communicate with one another much more quickly and to have access to more information and data.
Progress in technology over the past 20 years has been a major step forward for our communities, we travel a lot faster, we build a lot faster, we communicate within seconds with other people from all over the world. All of this because of the power of the internet and the computer processing information. We've created artificial intelligence, developing computer systems that can perform tasks that normally require human intelligence, like visual perception, speech recognition, decision making, and translation between languages. On the other hand, according to (Hawkins 2014) "The development of full artificial intelligence could spell the end of the human race." 




[bookmark: _Toc58250692]Evaluate the appropriate use of modern technologies and social media in the workplace generally 


I grew up in a large community and since 1980 I have been fascinated by games and computers. Since then, I have enjoyed learning more about networks, the Internet, routers, Wi-Fi, system operation, mobile phones, applications, antivirus and more. I am currently the digital champion in my workplace, which means I have general IT skills.
By the beginning of the twenty-first century, most banks and offices were using basic computers. The computers were extremely large and not as powerful as today. Since then, every year, we see an explosion of new mobile phones and new increasingly powerful computers. Nowadays, a mobile phone is more powerful than a regular computer twenty years ago.
The fastest technological progress has a few drawbacks to human perception. This creates an addiction if you abuse and spend too much time on social media, including news, YouTube and the internet reducing interaction with the environment. Our brain is not made to take so much information and have so many implications, particularly in mental health. It has been an increase in depression and panic attacks in the last 20 years because of social media and the internet according to the report Ordered by the House of Commons on 29 January 2019.

In my workplace, over the past five years, we have started to upgrade IT technologies, because those technologies are becoming obsolete very quickly, in less than two years. A good example is if you are going to buy a new laptop the price will fall when you are outside the workshop door.

In addition to modern ergonomic chairs and desks, earphones with reduce background noise, to significantly advance fire alarm system and escape plans all have a very height technological advantage, however this will might be on different module to talk about. This is the most commonly used technology for this module in my workplace and falls under several categories.




Techopedia - The IT Education Site
Techopedia is your go-to tech source for professional IT. This website provides detailed descriptions of the various types of technology we use on a daily basis. 

1.Networking:

Internet  https://www.techopedia.com/definition/2419/internet 
Servers https://www.techopedia.com/definition/2282/server
Router https://www.techopedia.com/definition/2277/router
Wireless Fidelity (Wi-Fi) https://www.techopedia.com/definition/10035/wireless-fidelity-wi-fi 
Intranet https://www.techopedia.com/definition/2433/intranet
Wireless Router https://www.techopedia.com/definition/10065/wireless-router 
Internet Telephony https://www.techopedia.com/definition/7783/internet-telephony 

2.Software:

Skype https://www.techopedia.com/definition/15615/skype 
Microsoft TEAMS https://www.microsoft.com/en-gb/microsoft-teams/group-chat-software 
Microsoft Office https://www.techopedia.com/definition/20737/microsoft-office 
Microsoft Outlook https://www.techopedia.com/definition/355/microsoft-outlook 
Windows 10 https://www.techopedia.com/definition/31232/windows-10
Cloud Storage https://www.techopedia.com/definition/26535/cloud-storage

In my workplace, I use other software like Google Chrome, Internet Explorers and Firefox, but this one will be deleted because it is not secure. Furthermore, we use different software, most of these programs/applications are used in-house. Most of them we use to access different information about claimants, payments, decision making, post handling and many more.
 For example, we use a system to scan correspondence we receive from claimants. These are scanned at post-processing sites and then uploaded into an internal cloud system, and we can access them anywhere in the department's network. 
These systems are not subject to a more detailed description for security reasons.



3.Hardware
Mini PC-Compact Mini and Small form factor PC's are taking a fully functional PC into a compact unit. These are great when space is at a premium like space by your set top box. They are ready to plug into your own monitor and USB keyboard.

Mobile phones 
Laptops/Tablets (Microsoft surface pro)
Landline phones 
Scan/printers.
Those are a few examples of what people are using in the workplace these days. It depends on the kind of company you work for. However, it is almost impossible today to avoid using Facebook, Instagram and Messenger, to connect with friends or to keep in touch with friends, family and companies. People use Facebook to share what's important to them and discover what's happening around the world.
According with survey conducted Jan. 8 to Feb. 7 2019 by Pew Research Centre survey of U.S some online platforms or apps remain unchanged from 2018 despite controversies over privacy, fake news and censorship on social media.
Facebook continues to be one of the most commonly used websites and social media apps.
Facebook bought WhatsApp in 2014 and according with (Hern, 2021) WhatsApp update its terms and privacy policy and around 30 million British people have until 8 February to update this. Otherwise, your account will be deleted but not all data from your account, only the account, to delete your personal data and account you have to access the settings and delete by yourself otherwise WhatsApp will still use your personal data.
According with (Page ,2021), some of the things will share with Facebook and other parent company includes, battery life, signal strength, app version, browser information, mobile, network connection information (including phone number and mobile operator), a language and time zone, IP address and device operations information. The policy notes that even after using this delete feature, some data will remain with the company, stating: “When you delete your account, it does not affect your information related to the groups you created or the information other users have related to you, such as their copy of the messages you sent them.” And that there will be no changes to WhatsApp’s data-sharing practices in Europe and the UK.
WhatsApp users are now being advised to download more secure messaging apps; Elon Musk the CEO of Tesla has urged users to switch to Signal, while Microsoft has told users to download Skype - which “keeps your personal data private” - instead.

[bookmark: _Toc58250693]Explore the use of modern technologies and social media in own workplace 

Every day, the use of technology in the workplace is changing, and some people need something to adopt the changes, such as the COVID-19 pandemic, for instance. Before the COVID-19 pandemic, most social media interactions occurred in private and the most commonly used programs were Twitter, Facebook, What's up, Pinterest, LinkedIn and many more.
 In my workplace, we had Microsoft Teams, but we had fewer than 2,000 employees who were using the program. Within six months of the onset of COVID-19, more than 200,000 people began using this program in my department.
Since last year, when COVID-19 began, a lot of software has been implemented and developed, as most people are trying to work from home as per government guidelines. A particular program has far exceeded Microsoft TEAMS a comprehensive chat collaboration platform sharing documents, online meetings, and many other features extremely useful for business communications. We used this software in this university course is the best right now on the market, providing the possibility to work and study online. Other developers have tried to introduce these changes, but most failures like ZOOM because of safety issues and What’s up since Facebook purchase it. I work from home now and the reason I asked to work from home was, a computer has the full functionality that I have, eye = camera, speech = microphone, ear = speakers.
I my workplace, we use social media but all connected in-house like Microsoft Team. At the beginning of pandemic, we used Skype unfortunately another program accumulated by Microsoft Team and was deleted from my system in January 2021.


[bookmark: _Toc58250694]How can Personal branding help YOU?


According with (Stelzner, 2019) Personal branding is a relationship with you, someone who exists separately for your business. The personal branding process implies finding and building your unique style and reputation on the things you want to be known for. The goal is to create something which transmits a message and can be motorized.
Personal branding has grown in importance as a result of the use of the Internet, as social media and online identities have an impact on the physical world.
More and more employers are using social media to screen candidates before offering for interviews. Practices include searching for a candidate's history on websites such as Facebook and Twitter, and performing background checks search engines and other tools. This leads to a decline in CV requests only, in favour of presenting other forms of personal branding. These can include links to a professional profile (like LinkedIn), a personal blog, a portfolio of industry-related articles, and evidence of online follow-up. These efforts can improve an individual's chances for employment.
When you open your business, social media opens several doors directly to the customer. A long time ago, for example, pamphlets were offered by the mailbox, known as spam. These social networks offer the same thing, but with a light speed connection over the Internet are super-fast because are using optical fiber.

[bookmark: _Toc58250695]Your LinkedIn Profile to promote your Personal Brand


LinkedIn is the best social media application for professionals and has more than 200 million users. Users can easily promote themselves and their companies. You can expand your business connections while connecting with other professionals. Can be utilised as a social media application for marketing. Also provides opportunities to advertise for your business, something like: send custom ads, or boost your content, and post ads on the site.
I had a LinkedIn account a while ago, but I never used it, because when I started my current job, I was less interested in getting in touch with other people and is less important to connect outside of department private network. On the other hand, if I stay as a bar manager this is the second application I will use after Facebook, as it makes more connection outside the private network, you can promote whatever you want, asked for a reference when you hire whether they have linked accounts with other previous employers. 
Another thinks you can do on LinkedIn, you can search for jobs, save your searches and set up a job alert. 
In order to be found by recruiter’s and employers you must set up your account public. Accept anyone but invite strategically, it depends what you are trying to accomplish, or build your business in your local region where you live or go internationally. Invite to build your network the way you want to build it.
To create an account is simple, you can use your CV and is creating your profile after your CV, including work history, hobbies and education. After doing that, I only had to brush the surface and add more things that I wanted to add, including the research tool – preparing for an interview or asking for promotions.
This platform allows you to build your Credibility and personal brand.
They offer a premium option. Is divided into 4 categories which you should use, according to the level of your company requires it:



[image: ]

My profile doesn’t include the premium.
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These are many examples of different social media; in addition to LinkedIn, they are the most used by others worldwide:

Facebook- is a popular free social networking website that allows registered users to create profiles, upload pictures and videos, send messages and stay connected with friends, family and colleagues. Facebook has a Marketplace option where you can sell and buy things and can brand yourself. It is free and are private locations where you must request access to do so. 
Twitter-is about instant connection and sharing your ideas.
Google+ you need to have a Google account (gmail). Like Facebook, Google+ may be used for personal or business purposes.
Pinterest is a social curation site to share and categorize images found online. The website is described in its own content as a visual bookmark website.
Instagram is a popular photo-sharing app for smartphones, owned by Facebook, Inc.
YouTube is an online video platform that is powered by two types of users: Video creators (people who have channels and upload videos to them) Video viewers (people who watch videos, interact with videos and subscribe to channels)
Tumblr (stylized as Tumblr and pronounced "tumbler") is a microblogging and social networking website founded by David Karp in 2007 and currently owned by Automatic. The service allows users to publish multimedia and other content to a short-form blog. Users may follow the blogs of other users.
Flickr is an application for storing, organising and sharing images and videos. It allows users to upload and organize photos and videos all in one place, so they can easily access and share them. You can also follow other users to view the pictures and videos they publish. 
Reddit is a website that includes user-generated content—including pictures, videos, links, and text messages—and discussions about that content in what is essentially a bulletin board system.
WhatsApp uses the phone cellular or Wi-Fi connection of your phone to facilitate messaging and voice calls to almost anyone around the globe, alone or in a group. The app enables you to phone, send and receive messages, documents, photos and videos.
Qzone is a social network founded in 2005 by the Chinese company Tencent. In addition to allowing its users to have a platform to blog, it has also been used for private newspapers, photo sharing, music listening and video viewing.
Weibo is generally referred to as the Chinese version of Twitter.
TikTok is a popular social media application that lets users watch, create and share 15-second videos taken from mobile phones.
Social media may be part of your job search if used appropriately. You can conduct a job search using various social media platforms such as LinkedIn, Facebook and Twitter. People nowadays have googled for your profile when you apply for jobs. It is very important to update your profile if you are looking for work or if you are promoting other things. Social media, if used properly, can stimulate your business or search for jobs or links.
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There are many advantages to building your own trademark. Setting up a personal brand makes you feel relaxed while working. Most people feel more comfortable when they know what you can do. When they are aware of your abilities, they will feel relaxed, letting you manage what they need. Personal branding allows you to connect across a variety of specialized areas and interests. Strengthening your credibility will help to increase your online presence. 
Personal branding helps you build your image as an innovator and qualified within your area of expertise.  The well-designed personal branding will highlight your strength and provide direction on where to use it. A personal brand is the product of expertise, objectives and values. 
Being on-line is the way to make others aware of your talents and skills. Most people spend their days browsing and surfing the Internet. The longer you are online, the brighter your brand will shine. Honesty and reliability are a very important part of the sale of your brand that people are most sensitive when you present this. Learn how to adjust to the evolution of your audience and what they can do to help you succeed for a long time.  It will set itself apart from others who could compete for the same opportunities, but has not yet established its personal brand.
Advertise your personal brand through social media channels like Facebook, LinkedIn, Pinterest, Twitter, YouTube and other platforms. Create a personal website or blog. Make sure your CV and cover letter on LinkedIn shine and need to be personalized for every job.
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The General Data Protection Regulation (GDPR) is a regulation in EU law on data protection and privacy in the European Union (EU) and the European Economic Area (EEA). 
According with ICO (Information Commissioner- The ICO is the UK's independent body set up to uphold information rights.) The GDPR is retained in domestic law now the transition period has ended, but the UK has the independence to keep the framework under review. The ‘UK GDPR’ sits alongside an amended version of the DPA 2018. The government has published a ‘Keeling Schedule’ for the UK GDPR, which shows the amendments.
The key principles, rights and obligations remain the same. However, there are implications for the rules on transfers of personal data between the UK and the EEA.
The UK GDPR also applies to controllers and processors based outside the UK if their processing activities relate to:
-offering goods or services to individuals in the UK; or
-monitoring the behaviour of individuals taking place in the UK.
There are also implications for UK controllers who have an establishment in the EEA, have customers in the EEA, or monitor individuals in the EEA. The EU GDPR still applies to this processing, but the way you interact with European data protection authorities has changed.
The GDPR sets out seven key principles: 
Lawfulness, fairness and transparency
Purpose limitation
Data minimisation
Accuracy
Storage limitation
Integrity and confidentiality (security)
Accountability

Personal and professional security and safety online
There are several things everyone must do to remain safe online, according to the most popular antivirus Kaspersky to stay safe online:
1.The best practice is to retain your personal information only for you, such as date of birth, mother's name, personal address and personal telephone number.
2.Keep your privacy settings on. Major websites like Facebook also have privacy-enhancing settings available. These settings are sometimes (deliberately) hard to find because companies want your personal information for its marketing value. Make sure you have those privacy protections on and keep them on.
3. Practice safe browsing-Cybercriminals use suspicious content as bait.
4. Ensure that your Internet connection is safe. When you go on-line to a public place, such as using a public Wi-Fi connection, you have no direct control over its security. Cybersecurity experts in companies are concerned about “parameters”—where a private network connects with the outside world. Your vulnerability parameter is your local Internet connection. Make sure your device is secure and, if you are unsure, wait a better time before providing information such as your bank account number.
5. Be Careful What You Download
One of the primary purposes of cyber criminals is to encourage you to download malware—programs or applications that contain malware or attempt to steal information. This malware can be disguised as an application: everything from a popular game to something that verifies traffic or weather. Like PCWorld advises, don't download apps that seem suspicious or come from a site you don't trust.

6. Select Strong passwords.
Passwords are a major weakness in the entire Internet security structure, but there is currently no way around them. And the problem with passwords is that people tend to choose easy-to-remember passwords (like "password" and "123456"), which are also easy to figure out for cyber thieves. Choose strong passwords that cyber criminals have greater difficulty demystifying. A strong password is a unique and complicated password: at least 15 characters, which mixes letters, numbers and special characters.

7. Shop online via secure sites.
Every time you make an online purchase, you must provide information about your credit card or bank account – exactly what cybercriminals are most eager to get their hands on. Only provide this information to websites that provide secure and encrypted connections.

8. Take care what you publish. Any comments or pictures you post online can stay online forever because removing the original (say, from Twitter) does not delete copies that other people have made. Don't upload anything you don't want your mother or a future employer to see.
9. Take care who you meet online.
The persons you meet online are not always who they pretend to be. As a matter of fact, they may not even be real. Be as careful and reasonable in your on-line social life as you are in your in-person social life.

10. Keep your anti-virus program updated.
Make sure you stay up-to-date with updates to your operating system and updates to the apps you use.
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