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Digital technology has evolved in a great way in the past few years. The work circumstances have been changed for many reasons. There are many types of digital technology used in the workplace for a better outcome. There are many data created daily in many organisations. Previously they were stored in a lot of paper. Those papers also had been stored in many rooms of the organisation. This took huge space and was difficult to find when needed. Now companies store and collect massive amounts of data online. The data can be organised easily and can be found at any time. It also takes a very small space like computers or laptops. Digital technology also helped many organisations to continue work during the time of the Covid-19 pandemic. Many people worked from their homes and the employees could keep track of their health and productivity via digital technology. This report has focused on the importance of digital technology while working with people. For this reason, the types of technology that are used in the workplace have been elaborated. Moreover, increase usage of digital technology has been affected by the Covid-19 has been described. Furthermore, the benefits of digital technology and disadvantages of social technology have been illuminated.
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· Document Management: Huge data is created in the workplace every day and organisation of those data is very important. The employees may create hundreds or thousands of videos, forms, spreadsheets and documents each day. All the data need to be organised to find them later easily (Jacobs et al., 2019). The management of data is done by a document management system that is in the cloud. The document management system helps the organisation in more ways than just managing data. It can be employees’ adaptive learning platform and the employees’ can find the information in the right order when they need it.
· Work Management: Most organisations use automation processes to become more agile. Organisations can save a lot of resources and time by recognising the standard processes of departments and automating them. This technology can help provide flexibility and design workflow. Every department of an organisation has a different workflow and it is needed to be tracked. Project management tools and a customisable case can help each department to manage ad hoc requests. These types of work management tools help to save costs and ensure more productiveness among the employees.
· Communication and Collaboration: One of the important sectors of any organisation is enterprise social networking. Employees can share any information and news with this. The employees can study the team’s engagement with enterprise social networking (Brougham and Haar, 2018). This can also help to avoid distractions via algorithm-based posts. It helps to help the employees with not ringing notifications all the time. Organisations use Chatbots to face customer-based and internal situations. Team collaboration technology is used to distribute work during flexible working hours and remote work.
· Solution Building: Most organisations allow their employees to have more control and authority over their job. Organisations give the employees ability to create solutions on their own. The IT teams get a long timeline when they are building tools. The employees need to understand and study while they are building apps and tools.
· Cyber security: Data breaches are one of the biggest concerns in organisations. So, the leaders are trying to escalate security and offer more spectrums (Leesakul et al., 2022). It is a build-in cloud-based application. Organisations are using the cloud for the storage of their information as it is more secure.
· Data Analytics: This can offer insights into the individual scale and the whole organisation's scale. It can give information about each employee’s expertise. The leaders can manage their teams in much less time. They can also recognise skill gaps with more visibility.
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The effects of the Covid-19 pandemic have been seen in every sector of the world. Many people have been unemployed and many are forced to work from their homes. The employees and the employers struggled with these new circumstances at first. Technology has played an important part during this time. Some organisations are now allowing their employees to do work from offices by installing new technology.
· Health Monitoring: The organisations check the health of the employees every day with technology. Big organisations like Amazon and Walmart check the temperature of their employees daily. Some organisations also installed thermal scanners to check their employees' and customers' temperatures (Hughes, 2021). Some organisations are giving their employees wearable devices that can track the health of the employees and can show their contacts. Some of the hospitals are giving their workers badges that are sensor embedded. These can track hospital workers’ hand washing to prevent infection. Some companies give their employees tracking tools that can show if the workers come close to other workers.
· Work Monitoring: Some employees are still working from their homes, so the companies are now webcams and other productivity tracking software to monitor employees' productivity. Most of these technologies are not new inventions but they are being used for new purposes (Pamidimukkala and Kermanshachi, 2021). The organisations can monitor the personal devices of the employees and it raises concerns about the privacy of the employees. Companies like Amazon can now monitor the emails of their employees.
· Re-allocation of Work: Some retailers and restaurants changed to pick-up and delivery services during the time of the Covid-19 pandemic. Some of them used third-party delivery or ordering apps for their services. These actions earned many criticisms for the delivery worker’s treatment and the pricing policy.
· Increase of tele-service and telework: Many employees are now working from their home that is previously done in person. Examples of these jobs are teaching and medical care (de Lucas Ancillo, del Val Núñez and Gavrila, 2021). Some of these employees will return after the improvement of the situation and others will continue to work from home. The teleservices and tele0work will have to be continued by the employees who will work from their homes.
· Task-automation and Robotics: Some industries have decided to be fully automatic in the future. Some organisations will replace their workers with automation technology. They are trying to do it to decrease staff contact in some essential industries like healthcare, delivery and warehouse.
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· Social Connectivity: It makes it easier now to connect with work, family and friends remotely. Two persons can communicate very easily even from different regions of the world. There are many software, apps and websites to socialise with others (Fleming et al., 2020). No person feels isolated with mobile phones, tablets, laptops, texting, messaging and social media.
· Communication Speeds: High speed of the internet allows sharing any large information in any place in the world. It is also possible to send and receive any data instantly. It is possible to stream any audio or video in real-time from anywhere.
· Versatile Working: Work from home is now the new normal for many employees around the world. It has happened because of the Covid-19 pandemic in the last two years. Many offices have allowed working in the office but many employees want to continue working from their homes (Otterborn, Schönborn and Hultén, 2019). They have realised it is more convenient for them. Digital technology helps organisations to allow these conditions to work.
· Learning Opportunities: Many courses and lessons are now given through online classes. Any person from any part of the world can learn many skills from their home. Communication has been very easy with digital technology. People can communicate with anyone in the world and share any information. It is also very convenient for people with disability.
· Automation: The machines are smarter now with the help of digital technology. Many times the machines do not need any human operation. The workers can skip the repetitive work and involve in interesting jobs. Smarter machines can provide a better experience and better standards for the user. The price of the services and products decreases with the development of technology. Many things can be operated by customers without any intermediary.
· Information Storage: Huge amount of information can be stored in relatively small spaces with the help of digital technology. A massive amount of documents, contact information, videos, music and photos can be stored on mobile phones (Small et al., 2022). Any data can be stored online and can be accessed from anywhere.
· Editing: Any information can be edited with the help of digital technology. Previously video editing needed expensive pieces of equipment and studios. Now it can be done on computers or laptops in bedrooms. The photos can be resized or cropped and any effect can be applied.
· Mapping and GPS: Previously every person needed to use paper maps o find their way. Now the combination of satellite with digital technology has changed the way of travelling.
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· Data Security: Massive amounts of data can be stored and collected with the help of digital technology. The data of organisations or people can be private information. It is very important to protect those data (Shatri, 2020). A single breach can leak a massive amount of data and it can go to the hands of malign entities, foreign adversaries, business rivals, terrorists and criminals.
· Terrorism and Crime: The internet is a vast territory for crime and terrorism to operate. Any user can enjoy relative anonymity, vast scale and international nature of the internet. Terrorists can manipulate others can promote themselves with the help of social media. Many drug dealers use the dark web to sell and paedophiles use chat rooms to groom their victims. They can also exchange any information, videos and photos of the victims.
· Complexity: Sometimes people cannot understand the mechanisms of technical devices that they use on daily basis. Modern cars can be fixed with computer interactions; they cannot be done with mechanical work (Bhbosale, Pujari and Multani, 2020). Modern mobile phones come with many complicated settings that cannot be understood by everyone. A laptop’s minor glitches can cost both cost and time.
· Privacy: It has become very hard to keep personal information in the digital world. There is a high chance of leaking that personal and sensitive data to be sold or stolen by criminals. Anyone can take videos or photos on their phones and post them online. The employers of any organisation can search for people who are potential candidates and find unflattering photos. They can also find any video where the candidates are giving controversial opinions.
· Social Disconnect: Many young people lost interest to socialise in real-life. They tend to socialise through social networks (Chistyakova et al., 2021). It is very bad for them and can lead to isolation and social disconnect. People need to connect in real life as humans are social. Lack of real-life socialisation can lead to many mental illnesses and depression.
· Work Overload: Many employees try to keep up with the loads of emails that are sent by the organisation. These emails need to be responded to with replies or some actions. The employees get texts from their office colleagues on holidays and weekends. This indicates they can never be on holiday and never escape work fully. Some employees need to organise a huge amount of data and this can be very stressful for them. The employees need to organise reports, photographs, training videos and meetings and so on and this leads to huge stress.
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In conclusion, it can be mentioned that digital technology is very important in the workplace. Many organisations use many types of technology in their offices for the development of the organisation. The huge data that is created on daily basis in organisations can be organised and stored in small spaces like computers. Collaboration and communication have also become very easy with digital technology. Organisations use cyber security for the protection of important data. During the time of the Covid-19 pandemic, many organisations allowed their employees to work from their homes. They can monitor the health and work performance of the employees with the help of advanced digital technology. Many companies are thinking to install robotics in their factories to do repetitive work. The employees of these companies can do more interesting work. There are not only advantages but also many disadvantages of digital technology that are needed to be analysed. This report has focused on the importance of digital technology in the workplace. So, the types of technology that are used in the workplace have been discussed. After that, increase usage of digital technology has been affected by the Covid-19 has been described. Moreover, the benefits of digital technology and disadvantages of social technology have been elaborated.
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