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[bookmark: _Toc529103753]Introduction:
The Workplace environment has significantly changed with the rapid evolution of technology and globalization. Organizations have emphasized various technological advancements and information technology both inside and outside of the organization to maintain a superior communication. Appropriate use of technology and technical implementation is important and essential for organizations. So as a result, employees should have a variety of hard and soft skills. For improving workplace efficiency and effectiveness, technical knowledge for employees in organizations is needed. In this report, analyzing the effectiveness and usefulness of various technological implementations like smart devices such as mobile phones, tablets, cloud storage system, effectiveness of social media will be done. And the practical examples of some companies already adopted digitalization in workplace. 
[bookmark: _Toc529103754]Evaluating appropriate use of Technology:
Workplace efficiency and effectiveness mostly has been depending on technology in the last previous years by organizations. The online world is changing the way many markets and businesses interact with customers and also how they serve the world (Miller, 2012). is changing the Web based email, tablets and smartphones, cloud file storage, web conferencing, online office application etc. are significant in terms of measuring workplace efficiency and effectiveness. 
[bookmark: _Toc529103755]Cloud File Storage:
According to Srikanta Patnaik, he stated that cloud computing and cloud storage has a great revolution for enterprise and hardware design with procurement (Srikanta Patnaik, 2016). Cloud storage provides people with the ability to do more work projects and all other types of work tasks as they’d have more storage to do so. In organizations, various functions and units are being monitored by cloud storage systems for data security. Cloud storage includes personal data, various media data such as music or work files etc. Cloud service providers ensure that data is protected for their users. According to Cottrell, he stated that cloud storage service by web-based emails like Gmail or Yahoo has already made the workplace environment effective (Cottrell, 2011). 
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Figure: Cloud Storage
Source: https://zdnet4.cbsistatic.com/hub/i/r/2018/04/24/c79e9dfb-b4a9-46bb-b831-f2c57fdf8a1d/resize/470xauto/5e4846d1bc7a034c382baf6dcbb612ed/cloud-storage.jpg

Web based email organizations like Gmail, Yahoo and Microsoft have their cloud file storage service for their customers both individual and business. In offices and organizations, mostly they use business storage service which is known to be premium. Employees should have basic and advanced skills regrading cloud computing and cloud file storage. With a better use of cloud storage, organization can ensure a better working environment and employability will increase. Apart from this, some organizations have already issued their own domain and cloud storage servers for their internal data. So, cloud file storage service is essential for organizations and employees should have skills on this as well.
[bookmark: _Toc529103756]Web Conferencing:
The virtual environment is rapidly increasing nowadays because of the internet, smart devices and according to Frankly, he stated that web conferencing has brought and made meetings, decision making and various activities in virtual to meet up goals and objectives in the most suitable and shortest possible way (Frankly, 2013). Web conferencing is actually a place where employees and managers meet with each other in a very quick time. According to Poyenter, he stated that for effective communication in organizations, social media and virtual sites are important to minimize cost (Poyenter, 2010). So, employees should have some hard skills to use and to be familiar with web conferencing. Organizations can effectively make the workplace better and efficient for employees by doing a weekly plan for web conferencing and technical aspects of web conferencing. Web conferencing connects another PC with another PC to link up and gain information simultaneously. Skype is the most popular web conferencing website for employees. So, it will create a friendly relationship with employees and reduce the burden of working pressure. 
[image: ]
Figure: Web Conferencing through Skype
Source: https://cdn0.tnwcdn.com/wp-content/blogs.dir/1/files/2015/03/Skype-for-Business-Get-Ready-1-1024x682.png 

[bookmark: _Toc529103757]Cloud File Storage for Workplace Efficiency:
Workplace efficiency depends on various influencing factors. Digital skills and digitalization in the workplace will reduce the burden of work in a very effective and efficient way. According to Mosley, he stated that software and various applications and their uses are effective and minimize the risk of bad communication for an organization (Mosley, 2013). 
[bookmark: _Toc529103758]Data Security:
Data security can be the main issue for an organization. Employees can easily gain and collect data by a cloud file storage. As companies are using cloud storage and most of them are free, employees should possess some skills to download and upload files from cloud, data encryption etc. So, there will be less chance for users and employees to lose their data. Commercial cloud storage service provider encode data and make a suitable path in cloud storage to access only the rightful owner (Haibin Zhang, 2018).
[bookmark: _Toc529103759]Data Management:
Cloud computing and cloud storage will give multiple access internally for every employee in organizations. It will increase the quality of data and employees will have a more secure working environment in the workplace. Cloud storage is available nowadays for all operating systems, which is helpful to many working individuals.
[bookmark: _Toc529103760]Workplace Efficiency for Web Conferencing:
Web conferencing among business people in organizations will minimize the cost and visualize the communication from different countries of the world. Organizations using modern strategies to better their communication has turned out to be really useful in terms of connecting with partners. Multinational and international companies have their branches and employees from different locations. Employees can communicate with each other by video conferencing and can ensure flexibility in their workplace and by doing so organizational performance can be achieved. Apart from this, using software for video conferencing, employees will develop their hard and soft skills and companies can make a positive revenue. According to a survey in 2013, web conferencing with employees delivered a productive and efficient result and employees became more focused to increase management efficiency (Farhana Syed, 2018). Employees will be more flexible and independent. So, workplace efficiency is increased. Web conferencing can also be a very effective way in distributing and being a market strategy as businesses can be able to promote and spread their business ideas towards other businesses.
[bookmark: _Toc529103761]Practical Examples in Organizations of Digital Skills and the use of Technology:
Digitalization and adaptation of various technological implementation in organizations have already made a great impact for employees for their workplace environment. Companies like Apple, Google, Microsoft etc. have their own websites, domain, cloud file storage service and they gradually do web conferencing with their customers, stakeholders and employees in different countries. It will minimize the business risk and enable new opportunities. By doing video conferencing, they can communicate with every function of their business outside the home country. Almost every organization in his day and age are using cloud file storage to protect their confidential data and information. So, employees should be proactive and well skilled for their professional career. Literacy on data management, flexible workplace etc. opportunities and benefits will maximize the profit and ensure a better working environment.
[bookmark: _Toc529103762]Staff Employability:
Employability is actually a set of achievements which actually give benefits to individuals (Martyn, 2015). Implementing digital technology and information technology (IT), employees can be motivated and feel flexible in workplace. By using cloud storage, employees can feel secure of organizational data and web conferencing will reduce the pressure of travelling. So that, employees can be more productive and efficient enough to give a better output. Employees can be more creative by doing analytical thinking during video conferencing. Employees will be able to multi-task in the time of web conferencing and it will develop their soft skills and communication skills. Many employers look for how good an employee is in communicating with others and it is essential that employees have the right communication skills because it would prove to employers that they are capable of other skills such as teamworking skills and good customer service skills. At last, employees will develop their personal development through this procedure by utilizing technology and digitalization in workplace. 
[bookmark: _Toc529103763]Impact of Social Media:
Social media has already brought a new era for organizations in business. Employees will now be able to have various social media pages like Facebook, Twitter etc. and these sites have a lot of advantages and disadvantages for both employees and organizations. Information can easily be shared with other people through social media networks and can also be a platform for promoting their business, as many people nowadays use social media on a regular basis. The most popular social sites are-
1. Facebook
2. YouTube
3. Twitter
4. Instagram
5. LinkedIn
[image: ]My Facebook account login is given below-

                                                      Figure: My Facebook Account
Source: www.facebook.com 
[bookmark: _Toc529103764]Advantages of Social Media for Searching a Job:
Social media isn’t expensive. When someone wants to open a Facebook, Twitter or LinkedIn account, he/she doesn’t need to pay. Searching for a job, Facebook can and will help candidates. Nowadays, employers post job vacancies and advertise them on social media to reach people, so platforms like Facebook really help. With a LinkedIn account, anyone can create a structured CV or resume for their career and also can apply in various posts without any payment. So, social media is important for employees to search for a job for their career. 
[bookmark: _Toc529103765]Disadvantages of Social Media for Searching a Job:
There are disadvantages for both employers and employees. Candidates sometimes get harassed with fake job adverts on Facebook, Twitter and various websites. As a result, it will create a negative impact and impression for organizations and employees. Apart from this, job switching, and interpersonal behavior are also interdependent for employees on social media which may create difficulties sometimes in workplace. 
[bookmark: _Toc529103766]Personal and Professional Security Measurement:
Although social media has a lot of disadvantages, it has a lot of advantages too. For example, Facebook always tries to scan fake accounts and gradually upgrade their server which helps secure personal and business accounts of individuals. There a lot of verified pages of big companies like Apple, Google, Microsoft and those companies are gradually communicating with their employees, staffs, and monitor their operational areas etc.  Facebook is also giving extra security to their verified pages and accounts. After a few years, Facebook will bring a technology end-to-end encryption in recent years which may reduce fake accounts, which is a major issue on social media platforms. 
[bookmark: _Toc529103767]My preferred network:
For my professional career, I prefer two social sites. One is Facebook and the other is LinkedIn. With the help of these two, I can easily keep up with new trends and job circulars by professionals. But nowadays, LinkedIn is the most effective and efficient platform for both employees and [image: ]employers in the organizational perspective. So, I mostly prefer Linked

Figure: My LinkedIn Account
Source: www.linkedin.com
The reasons are given below-
1. LinkedIn is user friendly and easy to use.
2. Customization for a professional CV and resume options are only on LinkedIn.
3. A new candidate can easily apply for a job in the best suitable way on LinkedIn.
4. For digitalization and technological advancement, it is an essential platform for job seekers and employers. 
5. With the help of LinkedIn, interpersonal communication between employers and candidates will be easier and create a good network between working individuals.  
[bookmark: _Toc529103768]
Conclusion:
In this age of globalization, organizations are dependent on the digitalization of old ‘technology’ and will therefore need digitalized employees for their work. So now, organizations not only recruit candidates who have great academic certificates but also emphasize on the digital skills on web-based emails, knowledge on smart devices, file storage services, web conferencing and social media. For big companies, employees should be more effective and efficient by adopting technical advances which may increase the productivity and organizations can then achieve a competitive advantage with an excellent organizational performance. 
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