Digital Skills and Research Methods
Introduction 
In this assignment I will talk about what is technology. The types of technology and how is has changed or developed. I will discuss about two tools e.g Email and Skype, how it is useful at work place and how has it changed. I will also discuss about social media and include screen shots of  Facebook, Twitter, LinkedIn. Alongside all of this I will mention the advantages and disadvantages of social media.  


Technology 
Technology is the utilisation of scientific knowledge for useful motive or applications, whether in industry or in everyday lives. This means when we apply our scientific knowledge to fulfil some particular purpose, we’ re utilising technology. However there  is a little bit more to technology than that. Technology generally includes a certain kind of equipment, but that equipment can be very simple or really complex. This could range from recognition of the wheel, all the way up to computers and cars. 

There are many types of technology, this includes mechanical technology which allows objects to turn or motion in a direction to prompt a different kind of motion e.g. wheels, cams, levers, gears, belts and engines. The other kind of Morden technology which most of us are probably familiar with is electronic technology. This particular technology is much more complex and requires electric circuits to run. Electronic can be really complex as circuit has lots of random directions mixed in with lots of components. We know the complexity of electronic, as anything that uses electricity is electronics. This includes computers, washing machine, T.V, kettle and hovers- what ever we plug into the wall outlet.

 Technology can be separated into type of technology based on purpose. There are industrial & manufacturing technology, medical technology, communication technology & others. The purpose of industrial & manufacturing technology is to make products on a large scale or carry out a large scale function without the direct present of an individual. Industrial and manufacturing technology base developed very fast e.g. cars are made with the use of mechanical robots, which is advanced technology (Wood.D, 2017). 

Medical technology is used to diagnose, treat or prevent illness. Two medical technology which is on really advanced level is the MRI scanner and the ventilator. The MRI scanner captures pictures of the inside of human body and the ventilator breaths for individuals or drugs and medicines an individual to get them better. Communication technology includes anything from old-fashioned telegraph to mobile phones, landline and the internet. Looking back In the past 50 years internet could be recognised as one of the major communication technology breakthrough. 

Email
E-mail stand for electronic mail. We exchange information between two users through email, which are kept on computers over telecommunication. The exchange of email may contain text, images or other attachments sent by network to a certain individual or group of people. The first email was sent by Ray Tomlinson in 1971 (Computer Hope, 2017). More electronic mail were being sent in 1996 than postal mail. 
There are many advantages and disadvantages of using email. Email saves time as they can be sent extremely fast compared to traditional method of posting letters. We can send many emails as we like 24 hours a day, 365 days a year. This means we don’ have to wait for things like bank holiday close date. We can also exchange information from any computers anywhere in the world, which has internet connection. The other advantage includes it is cheaper than sending out postal mail with the use of board-band. Email can be sent to an individual or a group of people, this is very handy for big companies which have a lot of employees. 

The disadvantage of email is that the receiver needs connection to internet in order to access or receive the email. The speared of viruses are easy to spread through email attachments. There is no assurance that the email will be read until the recipient logs in and checks their email inbox. One other disadvantage which we really dislike is spam mail e.g. junk mail which we mingle not have signed up to. 

Email is really useful at work place as we can communicate fast with co-workers, clients and potential customers. With the use of email we can save time and money at work place, as sending email with the use of board-band doesn’t coast anything. With the use of email at work place communication is faster weather it is with an individual or a group of people. 

The use of email has changed massively. Back in days not everyone had an email account, where as now is it everyone’s chosen method of contact. In the Morden day everyone provides their actual details, where as before people used to make up details when creating as account, as their were not familiar with email and the safety aspect of it. Lastly email is used as verification and accounted as actual documentation. 

Skype
Skype allows individuals or group of people to carry out things together, whenever they are apart. With Skype you can text, send voice message or video call to share experiences, knowledge, thoughts and opinions with others who matter to you wherever they are. With Skype you can really do anything together everyday, this may include sharing story, celebrating birthday, learning a language, holding a meeting, work with colleagues or just catch up with your loved ones. You can Use  Skype on your phone, computers or TV with Skype on it. The use of Skype is free of charge to speak, see and instant message other people. You can also carry out group video call or just one-to-one. 

With Skype you can also use dialling calls or send text with a little pay. You can do this by going on subscription or pay as you go , which ever option suits your needs. For the work place it allows you to bring together the whole ecosystem of employees, partners and customers to complete things. Skype allows you to stay in touch with friends, family and colleagues. According to Skype they are “hundreds of millions of people already using Skype to do all sorts of things together”(Skype, 2017) 

Skype is extremely useful in workplace as it allows workers who may be different locations to use the Skype web cam option to join in on group work or meetings. Skype allows us to hold lectures from highly knowledgeable people in particular subject, whom may be in remote location or in distance. Skype allows us to get to know other co-workers whom may work from home or remote location. Skype webcam allows us to put face to a name and creat good relationships and understanding of an individual. With the use of Skype you can also provide people with technical support, this will allow you to creat better understanding and relations with your customers and improve your clients service experience. Skype also allows you to share files in large quantity with others in any location as long as the sender and the recipient has connection to the internet. Skype also allows you to creat group calls or text which allows you to hold important out of hour meetings or conversation which may be essential for the workplace. 

Skype allows  you to “provide instructions/ technical support, record your technical advice, covert it to text using Dragon software and use the transcript for a frequent asked question (FAQ) section on your company website”(Bloom.E, 2012). 

Skype has gone through a huge transformation with Microsoft that the app is almost unrecognisable. Skype has become a lot like Snapchat allowing users to share pictures and video as main part of the user experience. Now Skype allows you to use the option of highlighting to quickly take images and videos and edit them with the use of emojis, text and drawings. Your contacts will act on them with their own emoji, comments and your highlights will automatically self-destruct after seven days. 

The new changes to Skype app allows you to make the screen very personal by choosing your choice of them. The user interface is a lot more modern- looking, a lot like WhatsApp and Messenger. One other last change Skype app has is you can “add bots to conversation, this allows easy access for a group to buy tickets to an event, for instance , as well as add-ins from YouTube and Giphy”(Sulleyman.A,2017).

Social media
“Social media is a common form of online communication channels assigned to community based input, interaction, content-sharing and collaboration”(Rouse.M,2016). 

Facebook
Facebook is a popular free social networking website which you can use to creat profile, upload images or videos, send messages and stay in contact with friends, family and colleagues. In order to carry out all of this you have to be a registered member with Facebook. “Facebook is the worlds biggest network with more than 1.55 billion monthly active members”(Tufts,2017).

Twitter
Twitter is a free microblogging platform which allows registered users to share small post called tweets. Twitter registered users can share tweets and follow other twitter members tweets by using number of platforms and devices. Twitter is a social networking/micro-blogging site which allows people or groups to keep connection by exchanging small status message with 140 characters limitation. 

LinkedIn 
LinkedIn is a social networking site developed specifically for the business community. The aim of LinkedIn is to “allow registered users to form and document networks of individual they know and trust professionally” (Rouse.M,2017). 
LinkedIn is also a platform where people with similar areas of interest or profession can share information and take part in conversation 

Key principles of social media managers
Social media allows us to creat conversation, creat community, creat bond with others and build meaningful relationships. Social media is not only a board-casting channel or a sales and marketing platform. Social media allows you to share you thoughts and opinions by listening first, speaking second. You can also find out what others opinions are about you. 
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Here is a set of screen shots which shows Facebook user and the account  being used for professional purpose. 

[image: ][image: ]Here is set of screen shots which shows LinkedIn user and the account being used for professional purpose. 
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Here is a set of screen shots which shows Twitter user and the account being used for professional purpose. 
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Conclusion 
Looking into social media there are many disadvantages and advantages which may come in the way, some of which are beneficial to the users and others which may not be. Social media has the lowest cost for marketing purpose, as you can use basic software like Facebook for no cost at all. Social media also means big potential audience and the chance of viral content. Social media allows closer connection with customers and excellent platform to promote you content. 

The negative side of social media includes open to public worldwide, false and unreliable content. Social media users are also at risk of predators out there whom may seek of every inch of potential chance to reach out to you and cause discomfort. Social media can be very addictive, which can lead to lack of sleep or problem with eye etc. One other big negative side of social media is privacy, safety and security of the user or their profile (Errington.K,2016)
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