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[bookmark: _Toc502280836][bookmark: _Toc456901515]1.0 Introduction
This report will be focused on the effectiveness of the use of modern technology in the workplace. In this era of technological innovation, organizations are adapting to different technologies that are making them more efficient and ensures better communication both internally and externally. This report will further focus on uses of social media and the benefits of using it as a tool for marketing, information gathering and communication within the workplace. 
[bookmark: _Toc502280837]2.0 Workplace Technology
[bookmark: _Toc456901517]It is the use of various technological tools to manage the daily activities of a business. As work is becoming more remote these days and organizations are trying their best to work more efficiently using technology which saves their time and ensure better productivity and success (Gartnercom, 2015). Some of the commonly used workplace technologies are Web based Email, Web Conferencing, file storage and social networking.
[bookmark: _Toc502280838]2.1 Web Based Email
Web based email also known as webmail is commonly used in every organization in this era of digitalization. These mails are web based and needs internet connection to use them. Some of the examples are Gmail, Hotmail, Yahoo Mail, AOL and Outlook (Websitecom, 2017). 
Organizations can use webmail to send instant emails which save time and increases efficiency in the workplace. Employees can become more successful using the webmail service as it saves time and large files and data can be transferred within seconds. Employees can instantly communicate with other employees in the office or important clients living overseas. 
[bookmark: _Toc502280839]2.2 Web Conferencing
It is not always possible to meet face to face with every client or employees to discuss about important issues in the workplace. As a result, web conferencing technology has gained huge popularity. Web conferencing is an online service, which needs to have internet access, and can hold live meetings, conferences, presentations and trainings via internet (Techtargetcom, 2017).  
Web conferencing has helped large organizations the most as they can easily hold meetings or conferences regarding work around the world (Techtargetcom, 2017). People can hold meetings for hours and it does not incur too much cost, as the only requirement is the internet connection that helps to connect with anyone around the world.  Hence, it saves on travel costs and time and increases work efficiency. 
[bookmark: _Toc502280840]2.3 File Storage
File storage also known as cloud storage can save large files and data online. Once the data is stored online, employees can access them remotely via the internet (Bigdata-madesimplecom, 2014). It eliminates the need to have high capacity storage drives to save millions of data. The online storage platform can save them all which increases workplace efficiency and cost. 
Organizations use them as a backup of the main files that are stored in hard drive. Whenever there is loss of important data, organization can access from the online storage and use them without any problem (Bigdata-madesimplecom, 2014). It also saves cost as loosing important files can be costly and this online backup system allows saving important data almost as free of cost. 
[bookmark: _Toc502280841]2.4 Social Networking
One of the best uses of technology is the use of social networking sites. For large to small businesses, everyone is connected to social media. It helps to promote the business and stay connected with the stakeholders (Lifewirecom, 2017). Some of the most commonly used social networking sites are Face book, LinkedIn, Twitter, Google+, Instagram, Interest etc. Popular social networking platforms are used as a tool for marketing, information gathering and communication within the workplace.
[bookmark: _Toc502280842]3.0 Uses of social media in the workplace
[bookmark: _Toc502280843]3.1 Marketing purpose
Social media has been widely used as a tool for marketing in the workplace. Apart from other marketing tools such as advertising, sales promotion, public relation, the most widely used tool for marketing is social media platform. Social media creates a brand presence in consumers mind and different paid advertisements are available to promote the business towards the consumers (Lifewirecom, 2017). For example, by creating a Facebook page, the business can promote their page and product offering through the page with paid advertisements. As a result; it increases sales and improves the brand image in the consumers mind. 
[bookmark: _Toc502280844]3.2 Communication Purpose
Communication is important for any organization and social media platform promotes communication in an extensive level. By using social networking sites such as Facebook, Twitter, and LinkedIn employees can communicate both internally which includes the people working inside the office and externally which includes clients, suppliers, advertising agency, banks etc. (Lifewirecom, 2017).  if the organization is looking to hire someone for a vacancy position, then they can advertise them using Facebook and LinkedIn and communicate with large group of talents that might be capable to fill the vacant position. 
[bookmark: _Toc502280845]3.3 Gathering Information
Information is very important for the employees working in the workplace. Social media helps to gather important information within seconds. When the employee has a meeting with other clients or customers, they can easily search for information about company and the clients they will met for a business meeting and gather important information (Umidigitalcouk, 2013). When employees are looking forward to hire a new recruit then they can easily look for them in the social media and gather information about them and their lifestyle. 
[bookmark: _Toc502280846]4.0 Use of LinkedIn to promote business
LinkedIn is a social media site which can be used through web and the LinkedIn app using the Smartphone. It is used by businesses as it helps to promote businesses and create an online presence (Thebalancecom, 2017). Moreover, LinkedIn is used by employees and students to search for jobs and create a CV that create an online presence for them and large organizations can connect with them using LinkedIn. 
[bookmark: _Toc502280847]4.1 Benefits of using LinkedIn in the workplace
· It can help to promote business by opening a LinkedIn page and can easily be connected with the stakeholders (Thebalancecom, 2017). 
· It helps to highlight the business and can create and customize own profiles.
· By using LinkedIn, businesses can post regular status updates, which can consist of recent business activities (Thebalancecom, 2017). 
· Paid LinkedIn advertising is a great method of reaching millions of customers and business professionals (Thebalancecom, 2017). 
· Employees can use them LinkedIn account to create a bigger network with other professionals (Thebalancecom, 2017). 
· LinkedIn is a great place as it is filled with professionals working in different industry. As a result, businesses can easily get connected with them and recruit the best candidate for a vacant position. 
5.0 Appropriate use of technology and its applications in the workplace
· Facebook- Facbook is used in the workplace for the purpose of communication with employees and stakeholder (Facebookcom, 2017). It helps to promote the business by creating a Facebook page and using paid advertisements to promote latest offerings of a business (Readwritecom, 2012).The-marketing department is responsible for using social media to create and maintain a brand image in the consumers mind. When there is an upcoming event such as birthday celebration of the CEO of the organization, it can be posted in Facebook and all the employees and loyal customers can get the information within seconds. 
· Twitter- Twitter is great platform as it has millions of active users. Mostly businesses, celebrities and business professionals use twitter to tweet important news or information about the trending topics. By creating a twitter account, businesses are easily able to create an online presence and communicate with the employees, and other stakeholders. It helps to reach and promote the brand throughout the world, as it has no geographical barrier (Socialmediaexaminercom, 2013). Some companies use twitter to generate ideas and takes opinion from the best business professionals.
[bookmark: _Toc502280848]6.0 Risks of using social media in the workplace
Social media is a great platform to promote businesses but it has also many drawbacks that creates risks to the users. Some of the risks associated with the use of social media are given below. 
[bookmark: _Toc502280849]6.1 Social Media Risks for companies
· There is always a high risk of viruses and malware attacks that can damage or cause theft of important information, passwords and emails of the business and can be misused or misrepresented (Adweekcom, 2017). 
· As social media is operated by the employees of a company, there is always a high chance of posting something in social media that does not completely represent the company. Spelling mistakes and wrong information can create negative impact on brand image. 
· Facebook, Twitter and LinkedIn pages can get hijacked by third parties or hackers. They can use them to represent the real brand in a negative way to create a negative publicity (Adweekcom, 2017).
[bookmark: _Toc502280850]6.2 Social Media Risks for employees
· Excessive use of social media in the workplace can create work related inefficiencies and lack of productivity and can act as a distraction for the employees (Adweekcom, 2017). 
· Employees use the personal devices such as mobile to run the social media accounts of a company and can be a victim of data or information theft (Adweekcom, 2017).
· Miscommunication can occur easily between employees and the customers and it is not the most effective mode of communication. Rather a telephone call or face to face meeting works best for the purpose of communication. 
[bookmark: _Toc502280851]7.0 Important measures to safeguard personal and professional security
· Organization should use antivirus and anti-malware software is to safeguards important data and social media accounts (Hoot suite, 2017). As a result, they will be able to fight back with the security risks involved in using the social media and the internet. 
· Organizations should create a clear policy about what information can be shared and what cannot be shared by employees in the organization (Hoot suite, 2017). 
· Businesses should monitor everything including the uses of social media and sites visited by employees and the amount of time spent by each employee using social media in the workplace (Hootsuite, 2017). 
· HR should initiate a training program about the uses of social media and educate them about the benefits and risks involve in using social media and internet in the workplace (Hootsuite, 2017). 
· Employees in the workplace should use browsers that have high ability to block malwares. They can use Tor Browser to ensure more privacy and sharing of unwanted information to the third party. They should use website which are secured and starts with https instead of http as the small s ensures that the site is secured (Mintages caplinskas, 2015). 
· Organization should promote the use of strong passwords and employees should be reminded that their personal password should not be same as the password they use for the corporate login. It will reduce the risk of hacking and loos of important data of the organization (Mintages caplinskas, 2015).
[bookmark: _Toc502280852]8.0 Conclusion
Modern technologies such as the social media acts as a great tool for communication and promotion of a business and it has universal reach and will not incur many costs. Although it has many benefits, it has many risks as well so proper security measure and in-house training should be provided to ensure fair use of modern technologies which will increase productivity, efficiency and leads to success of a business globally. 
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