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INTRODUCTION

In this generation technology is used in almost every workplace and household. It has not just taken a big place in our daily lives, but it has also become a big thing in children’s lives. Technology and having digitalized object in our lives is a big help and advantage. It has many advantages but also has its disadvantages too. Having technology tools and digital usage of devices makes our lives easier and saves a lot of time for us. Technology gets bigger and more improved each and every day. Therefore, having digital skills will be useful as in the future everything will be digital, and we will have to get used to it. Technology has many different ways of explanation and use. It could be used not just for searching and use of daily lives, but it is also used for things like solving scientific problems. Technology always helps people of all age extend and improve themselves. There are a lot of ways to describe technology and the insight of it such as digital skills and social media. This is why I will be explaining why digital skills and social media is important in our business and educational lives. Technology, devices, social media and digital skills are a very big and deep subject.
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TWO MAIN TOOLS USED IN THE WORKPLACE AND EDUCATION

There are two main tools that I have seen been used in education and in the workplace. These two main tools are skype and email.

Skype: Skype is a very popular application and tool that is used all around the world. It is a video conferencing tool. You can video call anyone who has skype all around the world. You can also message and do lot more other bits on it. Skype is used in school and in the workplace for video calling. The video calls made in the workplace for example could be to do a conference with another company that is based in a different country to make things easier for each other and you won’t have to travel for a meeting.

Email: Email is also another popular app that is used all over the world. It is not jut used in education and workplace, but it is also used in our personal lives. Emailing is very quick and easy. For example, if the teachers in school need to inform you of something while you are not in school they can email you and you will receive it that second. Emailing is also used a lot in workplaces for managers or colleagues to contact you. For example, managers may send you work to do and you can email your report from home straight back to them without being in at work on your working hours.

[bookmark: _Toc502965761]SOCIAL MEDIA ANALYSIS

Social media is one of the most popular activities in our lives. At our current day all ages of people are using social media whether its for keeping in contact with friend or relatives, posting pictures or doing videos on your own account to become famous, it has become a part of our daily lives.  Social media has helped make lives easier and things quicker. Even though they have helped in a big way jut like everything has its advantages and disadvantages, social media also has its disadvantages. For example, according to ‘Marilyn Price-Mitchell’, a PHD who did a survey and research on teens about disadvantages of social media, mot teenagers answered the disadvantages as “lack of emotional communication”. This is very true because the more time consume on social media the more you become distant to communicating with people face to face. This is why social media has not just got advantages, but it is good to search the disadvantages. Another disadvantage that is occurring more and more in our present generation is that, the children that are at young ages are starting to use social media more and more each day and this is not good as they may into the hands of the wrong and dangerous people.
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Twitter is a social media account where you can share small messages, look at the latest news, gather information and even make little jokes. It gives you about 140 characters of text or sometimes even less. It is also popular within business’s and to promote your business. Twitter is one of the social medias that I use for my business to share information and updates of my business and to put on promotions. Twitter is also useful for keeping updates with the latest news and also, you can follow famous people if you are interested in what they are up to and what they are messaging about to do with their daily lives and career. You can only send messages on twitter called ‘Tweets’, only if you are registered to twitter but, you can read tweets without having a twitter account unless that account is set to private. 
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This is my twitter account of my dry-cleaning business. As you can see I have promoted my business by posting a small text of twitter about the promotions I have at the moment in my dry cleaners.
Twitter is a good social media account to use but it also has its security problems. With the security of twitter, you need to make sure you are using it right and not exposing any personal details that you wouldn’t want to share with third parties.	Also, twitter security is important because people might be able to track your location if you share your location for example, criminals and stalkers. 
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LinkedIn is a very popular social media account for business purposes. It has wide range of companies and self-employed people signed up to that site. If you are looking to have a good career I recommend LinkedIn as a site to look into. It is not just for business owners to employ people, but it also gives opportunities for students to look for part time jobs.  It’s not only for looking for a job, but people that are self-employed also look into it for improving themselves. I have a LinkedIn account. Even though I am a student, I also look into it for part time jobs.
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This is my LinkedIn account that I use as a student to look for part time jobs and way to improve myself. I just upload my cv and the employers that see my cv that will help their business contacts me either by email or phone call.

LinkedIn security options need to be used with caution and care. It is important to keep your personal details confidential and to a minimal. This is because people who have signed up to this account could find your details while browsing through and use your details. Therefore it is important not to sure your details, username and password with other people and make sure you log off of your account when using other people’s devices just in case it saves your login details.
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Facebook is a very popular social media account. Even though Twitter and LinkedIn are very popular social media sites in their own categories, Facebook is kind of the joining of Twitter and LinkedIn and in fact even more. Facebook is used almost by everyone around the world. People that use Facebook use it mainly to contact friends and family from near and far. Also, it is mainly used for posting pictures. Facebook has a lot of specialties about itself. One of them is promoting your business and even buying and selling personal belongings from home. I have a Facebook account for my business and personal usage. On Facebook I can post pictures of my work, promote my business, answer private and public messages posted to me and also, I can read feedbacks and look at ratings about my business.
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This is my Facebook account for my business and personal usage. As you can see in the picture I have a picture with my husband which is my personal picture. But I also promote my business on my personal wall and get messages from customers asking prices and other question to do with materials and washes.
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 For example, this is a picture of a customer asking me whether we have a deal on dry cleaning suits. This is a message on my public wall. You can also message privately too.

Facebook security options is definitely something you should look at when opening or managing a Facebook account. According to a security researcher, the Facebook recovery feature allows anyone to easily break into an account. You have to be careful with your details just like other social media accounts. Especially try not to put your phone number and address onto your personal account.  The people that can hack into your account don’t need your password they will just break into your account without you even noticing. In fact, they can even lock you out of your own account, so you won’t be able to access it again. This is one of the reasons why you should make sure you don’t share your details, username and password with anyone or leave your account open on anyone else’s device even with friend and family.
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Overall, social media, technology and digital skills are very important in our daily lives and will always be in the future. It helps us in every way of improvement and help in search. Social media may have its advantages and disadvantages but as long as they are used with care awareness and keeping your details private and the security options are handled with care, it shouldn’t be a problem using social media accounts. On the other hand, technology in general is a big gift and help of making life easier for us. Digital skills is not just good for looking for work but it is useful to learn and improve your digital skills for and during education so that if you want to study higher educational departments like masters degrees knowing digital skills will be useful and make educational life easier. Also, I would like to point out that having social media account for businesses and promoting your business through these account does not just help your business to build up and gain more customers and feedbacks but also, you are actually learning to use digital skills as you are learning new things on these accounts and keeping up to date with technology. This is actually, good help for you for digital skills, technology, promoting your business and also, even looking for job whether it’s full time or part time work.
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