Running Head: Certificate in skills for the workplace level 4- Semester

2
Certificate in skills for the workplace level 4- Semester
University of Wales trinity saint London
Level 4-Semester1 Digital Skills and Research Methods





Table of Contents
Introduction:	3
Body of the report:	3
Modern workplace communication systems:	3
Use of web-based and mobile application within the workplace:	4
Legal, ethical and security issues related to Data Protection:	5
Prof Russell Ackoff’s definitions of data, information, knowledge, understanding and wisdom:	6
Potential sources of information in solving workplace problems:	7
Essence of numeracy, knowledge and reasoning in employment:	8
Competency in numerical handling and management of files and folders:	8
Conclusion:	9
References:	10



Introduction:	
The modern organizations are more responsive to the communication efficiency and effectiveness. The modern communication systems include the tools of information technology as they are helpful in achieving the desired objectives of the organization. There are certain legal, ethical and security issues that need to be understood. The ethical implications of collecting information within the data protection norms have to be analyzed. The potential sources of information in solving the problems of the workplace have to be understood. The ways in which the numeracy, knowledge and reasoning have become integral aspect to most areas of employment have also been discussed. The report presents the evaluation of the use of contemporary technologies that is important to improve workplace efficiency and employability. The report also includes the identification and effective evaluation of range of sources of information. The competencies in the workplace data handling is also analyzed and discussed in the report. The analysis has been done in the light of my organization. It is engaged in service delivery and the importance of the modern communication systems and the related aspects have been discussed in this report. 
Body of the report:
Modern workplace communication systems:
In my organization the modern communication systems include the application of information technology tools and techniques. The use of electronic mails or e-mails has been common. The social networking is also used as it has become one of the important tools of communication systems. Emails have been used since a long time. The communications has become much convenient with the use of information technology tools. Internet has made the flow of messages and information smooth and timely. The cost has also been reduced with the use of emails and social networking. The social networking is also used in my organizations. There has been a Whatsapp group created with the members of the organization where the exchange of important messages takes place . It has enhanced quick and fast communication through instant messaging system. Through the instant messaging system the communication among the employees and the managers has become effective and clear. The members can provide updated information and can keep the flow of information effective . 
Use of web-based and mobile application within the workplace:
In my organization different types of mobile application have been used to keep the members of the organization connected. The application can be installed in the smart phones which almost everyone in my organization. The mobile application has helped to exchange real-time workplace information. The mobile application has also helped to exchange push notification on the event of any important and urgent information announcement. The teams can communicate easily within different departments of the organization. The employees who are in leave can also be contacted in case of emergency. My organization is large with many departments and hence through the mobile application the members can view and interact among each other and can send files and documents through the application. The instant messaging can also be done along with the sharing of files and documents.  The location of the user is displayed in the application and that helps the managers to identify the presence of the members at their expected locations. The changing needs of my organization have been well met by the mobile application. The sharing of real-time data and information is one of the most important aspects of the mobile application . 
In my organization web-based communication tool is also used. The web-based application makes the use of website as the main interface. The website can be well accessed by the user from any computer hardware with the help of internet connection. A standard browser is used. Many important updates and information are provided in the website for the convenience of the user. My organization uses on wide scale the Google docs and Google applications. The use of the web-based applications in my organization has improved cost-effectiveness and other business advantages. The customizable and easy-accessible features of these web-based applications have made the working much more convenient and effective . 
Legal, ethical and security issues related to Data Protection:
It is important for an employee to maintain the security and integrity of data that are extremely sensitive for the organization. The data encompasses various types of information such as data on clients, stakeholders, employees, suppliers, etc. These are extremely sensitive information and if not adequately protected and secured then these data might fall in the wrong hands such as hackers who might blackmail the company with dire consequences . These data might fall in the hands of competing firms if not adequately protected. This can be extremely ominous for the organization because all personal data will be available to the rival firm who can misuse it to the peril of this organization. Apart from this, client information is sensitive and they should never be exchanged with any entity or shared with anyone within the organization unless instructed by the management.
In order to ensure that sensitive data is stored and utilized ethically, legally and securely, the organization follows The Data Protection Bill that was passed in September 2017. The purposes of the bill can be enumerated as follows:
Amending the data protection laws to fit with the modern digital era where the organizations and individuals have to handle enhanced volumes of data processing
Offering the right of empowerment to the people such that they can take control of their own data
Extending support to the various business organizations to suit the modern changed and demands
Ensure that UK is adequately prepared to take control of the future developments in IT and digital technologies even after leaving the European Union .
Prof Russell Ackoff’s definitions of data, information, knowledge, understanding and wisdom:
Prof. Russel Ackoff has come up with his theory where the differences between the data, knowledge, understanding and wisdom can be understood. 
Data: The data according to Russel Ackoff is raw symbols or information which can be available in any form whether usable or not and do not have their own meaning unless used for creating valuable information. The data can be used for any purpose. Data is the source of information.
Information: The information is the data that have been supported by meaning and relational connection. The meaning of information is useful. In the computer terms it can be said that the relational database form information from the collected and stored data within the computer. 
Knowledge: The deterministic process that is based on the gathering of meaningful and useful information is the knowledge. Knowledge is the amassing of meaningful data and information for some purpose. The application of the information and useful data is the knowledge. The organization gathers and stores different data and information and applies them in the process of decision-making and this makes the knowledge. 
Wisdom: Wisdom is non-deterministic process. It is non-probabilistic process. It is based on consciousness and on the moral and ethical beliefs. The wisdom is the process by the help of which the employees and the employer recognize, perceive or decide an action or an aspect to be good or bad. Wisdom is not present in computers and it is human element. The computers do not have human intelligence to recognize or to judge anything to be right or wrong. The wisdom is necessary for the members of the organizations to decide for the right or wrong . 
Potential sources of information in solving workplace problems:
Workplace conflicts are common scenarios more or less in every organization. Therefore, it is no different for my organization. With the advent of the new digital information and communications technologies the task of problem solving in my workplace has become comparatively easier. Previously, when any conflict arose in the organization in some department, the concerned departmental manager and the executives had to ponder over various documents and files those were mainly stored as hard copies. These hardcopies were much vulnerable to misuse and damage. 
After the complete automation of the business functions, the requirement of hard copies and manual work has been significantly abolished. Now, any conflict happening in any department can be quickly identified by checking the data stored in the systems. When the problems consist of issues related to data or information then the Root Cause Analysis if implemented in order to get down to the underlying cause of the issue that helps in offering the best possible analysis and prudent resolutions . When the problem is related to employee conflicts then the managers often observe the Collaborating method of Conflict Management as designed by Thomas and Ralph Kilman. This approach consists of the strategy for perspectives of both the parties in conflict are provided adequate importance and solutions are offered to satisfy both .
Essence of numeracy, knowledge and reasoning in employment:
Numeracy is one of the effective skills that are considered by an employer at the time of recruiting employees in the modern industrial scenario. The employees need to have effective skills of dealing with various numbers at the workplace. This has become an indispensable skill for all the modern employees because the employees today have to work under highly innovative and technologically advanced computer systems and software. Therefore numeric ability is the key to successfully cope up with the modern work practices which implement IT. Knowledge is also a requisite skill that showcases the strength of the employee on the domain of his work. The employees should also possess adequate reasoning abilities so that they can effectively analyse a given situation and find out the logical reasons behind an action or function. In my organization, these are some of the key employability skills those the management hanker for in an employee.
Competency in numerical handling and management of files and folders:
The modern organizations are based heavily on the various digital and information technology infrastructures and systems. Today, along with all the required knowledge, education, qualification and skills on his own domain, an employee needs to possess soft skills such as adequate knowledge on working with computers, internet and some of the modern software such as Microsoft Office. These have almost become the basic job requirements from the executive level till the highest position in the job hierarchy of the organization. In my organization, emphasis is given on these skills. The management prefers to hire employees with sound knowledge and experience in undertaking activities such as handling of various files and folders in the computer systems. This is a basic requirement for all the employees being recruited in any department. They must have the minimum level of proficiency in handling some of the basic computer operations and being comfortable in using the World Wide Web and the various social media tools for different purposes within the organization.
Conclusion:
On a concluding note to the report on digital skills required by modern employees in organizations it can be said that in order to gain preference in employment, the modern employees need to be knowledgeable in modern workplace communication methods such email and social networking. The modern organizations have become more dependent on IT and automation and thereby, it has become obligatory for the executives in every department to possess some elementary knowledge on the functioning of the modern computer systems and some of the basic aspects of IT. 
With the unprecedented growth and development of IT over the years, the organizations have become increasingly dependent on these technologies such as the social media tolls and mobile applications for promoting the various products and services and also for internal communication. However, it should be remembered that with the rapid growth and development of IT, the organizations should not belittle the need to adequately protect data and information those are sensitive and internal to the organization. The management and the employees must ensure adequate protection and security of data within the organizational systems so that they do not lead to any breach of ethics or data protection policies.
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