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Workplace technology – Firstly, if looking at the meaning of technology, the Oxford dictionary defines it as the ‘application of scientific knowledge for practical purposes, especially in industry.’ It is therefore evident from this definition that the workplace and the application of technologies within it are a longstanding development. The term ‘workplace technology’ can therefore be defined simply as the “use of technologies in the workplace to aid the completion of tasks”. Workplace technology is indeed ubiquitous and almost all workplaces commission the use of PCs and printers as common examples. Larger organisations of course can make use of more specialised technology such as their own on-site servers for example to store and access the work of their employees. This example picks up on the difference in technology used in the workplace as compared to what is found in an average home. Firms for example are more likely to utilise a expensive full-fibre internet connection that provides gigabytes of speed whereas a household in comparison will more likely have access to a speed not exceeding one-hundred to two-hundred megabytes. Firms have access to more “heavy duty” and “advanced technology” simply put compared to their household counterparts. 

Importance of technologies – The utilisation of technologies in the workplace means that workers can work efficiently and effectively. Workers can complete the same number of tasks in a shorter time frame, ultimately saving the business additional expenditure on a greater number of employees. The initial up-front cost of buying new technologies for use in the workplace is therefore more than supplemented by the productivity improvements amongst the workforce. The average output per worker significantly increases and thus any profit margin for the business also increases.

Examples of workplace technologies –

1. E-mail and instant messaging – At first email and more recently instant messaging apps such as WhatsApp have allowed the leaders of an organisation to keep their employees updated on developments within the firm and to inform employees quickly of the work needed from them. This is of course much quicker than the administration of verbal orders which are more prone to be misunderstood and forgotten compared to a written message which can be viewed at any given time. Workers are therefore afforded more flexibility as to when to complete certain tasks, this factor alone will increase worker productivity.

2. Portable storage devices/cloud storage – With the utilisation of storage devices, information can be easily stored and moved within and outside the workplace. Employees can also easily take their work home and complete given tasks outside the workplace. This means more work can be done in the work week and therefore workers are more productive. Workers can also share and help each other with work more easily. Increasingly important is the fact that this allows for at-home working, with more workers working remotely saving on office space and lowering overheads.

3. Video conferencing – Workers can communicate with colleagues around the world, for examples a group of software developers in London can talk to developers in Bangalore and interact through video, ushering nearly all the benefits of real-life interaction without employees engaging in expensive travel, saving the business valuable expense. In addition, meetings can be joined by colleagues scattered across the world. Video conferencing conversely can also be used to gain clients in some business scenarios. Clients can query through video conferencing and leave more knowledgeable about the product/service provided and can make an informed decision about potential purchases, thus video conferencing can help gain sales for a firm.

4. Social media – In these days social media is very helpful for the workplace and run a successful business. It is very helpful for the employees to keep update with current news and information from worldwide. Social media is becoming an integral part of life. Social media is a top platform for market research and decision making  process. Billions of people use social media for learning, marketing, shopping and decision making. Social media such as Twitter and Facebook enables the creation of virtual customers environment  where online communicates of interest form around specific firms, brands or products. Social media can leveraged to improve the firm’s business activities to create value, because small firms have a lower portfolio of financial resources to compete more effectively in the market. According to Anthony Jeanetta (2017), social media is also known to positively affect employee productivity and retention.   

5. Digital marketing – According to SAS (2017). In simplistic terms, digital marketing is the promotion of products or brands via one or more forms of electronic media. Digital marketing differs from traditional marketing in that it involves the use of channels and methods that enable an organisation to analyse marketing campaigns and understand what is working and what isn’t. Businesses can market themselves on social media platforms such as Facebook,  LinkedIn and Twitter. It is very easy to attract clients and customers towards their business. 

Uses of Facebook in workplace: 

· In workplace we found that in Facebook, private groups  may help employees to take best decision within a short time. In private groups employees can discuss and generate their ideas and can pick the best solutions.

· Employees can update with the newsfeed given by the company very easily. 

· Employees can contact with the colleagues instantly. 

· Organization also can have the basic information about the employee who has the Facebook, which can be helpful for recruiting someone to know about him/her from their profile.        
                                                                                                                                                     Uses of LinkedIn In workplace: 

· Displaying the recent projects and launches on it and everybody who is using this can see this easily.  

· It is very helpful to build up the strong relation between company and clients. 

· Employees can update themselves with the latest news in the industry and worldwide latest information about workplace from where they can take new ideas and try to use their own workplace for company’s progress.                                                                                                                                                                       

             Uses of Twitter for workplace: 

· As Twitter is a public forum, employees should understand the  limits of what is acceptable and desirable.  According  to Jeferry Mann (2009) if organization have not defined a public Web participation policy, they should do as quickly as possible. In four  different ways companies using Twitter today: direct, indirect, internal and signalling. It is very useful  

· Promote your blog content, videos and presentation easily.

· Employees shares information internally with the other team members about  a particular project and its progress. In busy schedule employees can save the time with small tweet and get the purpose done effectively.                                                                                                                                  

Groups - are the best way  to organize the types of conversation that occur within the workplace. Commenting allows the other team members to join in and communicate their opinion about updates or announcement. It is great feature for boosting team engagement and cross- departmental   visibility. Members of multi company groups can’t see any content in another workplace community, but inside the company group can see every activity this keeps everyone in the loop and  encourages the team to participate in the real team.                                                                                       

Information Gathering:       

Using technology is vital for staying ahead in today’s workplace and for a company to stay ahead of its competition, keeping costs down and increasing customer satisfaction for the end product. Businesses can use technology to track where decisions are required to deliver an even better service.

· [bookmark: _GoBack]Based on technological trends such as Moore’s Law, businesses can plan to buy new technology at particular years or anticipate capital costs e.g. when would be the best time to update a company’s GPUs used for video-editing or artistic pursuits

· Businesses can ask customers through a customer survey for example what they think of their service and take this feedback into account when designing new digital experiences for customers

· Access control

· Managed service providers 

· Printers can hold the print job until the users enters their own security code and stands ready to retrieve

· Encryption technology scrambles data stored on hard drives of printers to ensure critical information is not accessible to unauthorised users.

· Auditing software can create reports about device uses 

Disadvantages of digital communication

1. Spam emails can be sent which can clutter your inbox
2. Email hoaxers
3. If messages are not constructed properly, misunderstanding can occur
4. Not everyone has internet connectivity
5. Confidential information can be easily forwarded in error
6. Information can be compromised


Conclusion:

Technology has forever changed the workplace, technology has made the workplace infinitely more productive and often employees may find work less challenging with the greater use of technology. However, many companies still insist on using outdated technologies and processes which hinder an employee’s efforts. The disadvantages of using technologies are far outweighed by the more numerous and full-fledged advantages. Businesses should therefore utilise technology when benefitting their goals at every opportunity.
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