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[bookmark: _Toc63182197]An Overview of the 21st Century Workplace

According to Business in the Community (2012), Today’s business environment is changing, it is crucial that they adapt and develop the workplace. Allowing them to remain highly productive and competitive amidst tough trading conditions and a rapidly changing marketplace with flexibility becoming the norm and creating a more agile workforce, keeping them one step ahead of competitors. With fading jobs which are being replaced by computers it is essential to embrace new technologies to become a market leader.
Wonderful engineering (2019), reports that following a survey conducted by the University of Oxford and Yale University future technologies will replace the modern workforce and all jobs within the next 120 years however, in the same report, technology entrepreneur and Space X founder Elon Musk believes that this could be sooner with artificial intelligence having the ability to master any intellectual activity, advancements in technologies and the ever need for change it may be as early as 2030. 
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A report by BBC (2015), a survey discovered that screen time for children aged between five and sixteen had doubled over the last two decades and approximately a 90 percent increase in five to ten-year olds. The rise in this has largely been a result of the advances in technology and how children connect with the media, from magazines in the 90’s to more electronic powered devices such as phones and tablets. It explains that technology and internet connectivity are fundamental for children. 
However, a recent report by Rachel Ellis (2015) for the daily mail, indicates that almost one in four British children are diagnosed with Myopia (short sightedness) which when compared to only 1 in 10 in the 1960’s is a dramatic rise. However, it is the East Asian countries that suffer the most with almost 90 percent of children having this condition. 
In this report David Allamby, an ophthalmologist and medical director of Focus eye clinic, London explains that “Not having enough daylight may cause the eye to grow in an uncontrolled manner. It not only means children are having to wear glasses or contact lenses, with all the stigma that can bring, but being short-sighted increases the risk of a range of serious eye conditions.”
Another report by Mark and Janssen (2008) recommends no more than 2 hours screen time for adolescents and identified a link between screen time and metabolic syndrome. Metabolic syndrome has a close link to cardiovascular disease and Diabetes Meletus Type 2, for a successful diagnosis the subject would have three of the five following symptoms; central obesity, high blood pressure, high blood sugar, high serum triglycerides, and low serum high-density lipoprotein (cholesterol), the article underlines the significance of focusing on both screen time and physical movement practices for improving the health of adolescents.
It therefore would seem that the information in this research is reliable, detailing how it is a complex balance to keep connected and have the digital competence to succeed in today’s fast paced environment without sacrificing your health. Giving children every opportunity to lead a healthy, balanced life whilst developing their digital skills at home and school to over-come challenges that they may face during young adulthood. 
Technologies have developed extensively within the last 10 – 15 years with smart phones, digital assistants and even autonomous vehicles, Elon Musk prediction maybe closer than the university of Oxford and Yale think but, there is unease over these predictions with a recent increase in the retirement age to 68 years old, an employee who is approaching retirement age maybe reluctant to learn new digital skills and therefore, would be surplus to business requirements and early retirement should be offered. This may result in the former employee with very little or no source of income moreover, poverty will increase bringing a greater strain on charitable food banks, The National Health Service, the support provided by family and the tax payer, this will dramatically reduce the longevity of life.
In an open letter Chris Phillips (1998) highlighted the instability and unknown consequences of technology, explaining that a bug known as ‘the millennium bug’ (Y2K) would be more devastating than either of the last two World Wars combined. This would affect utilities, transport, banks, hospitals, health equipment, airlines, cars, trains and all other technologies that are reliant on computer coding. Y2K was feared in the world of technology as in early coding the programmer would input the year as a two digit rather than four and when the clock within the coding turned to 1st January 2000 it was not understood if the programming would recognise it as 1900 or 2000 and cause a malfunction in all technology. 
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There is extensive evidence that smart technology within the workplace can implement improvements within a business from wellbeing to productivity. With several competitors challenging for the business of other companies to utilise their hardware and software programmes to enhance their business and give them a competitive edge to become a market leader.
Within this current work environment there is no direct competitor, however, the business is governed by the governments Secretary of State for Transport (Rt hon Grant Shapps MP) it is only within the last 15 – 20 years that the business has taken the opportunity to introduce a digital focus. When the business decided to proceed with this, it was decided to reduce the ‘messenger service’ presenting a case for web-based email, the main barrier that was overcome was the vulnerability as the service and operations was relatively unknown but, by introducing a private network created using World Wide Web software (intranet) they were able to do this using external expertise through IBM and Fujitsu.
There are several email providers available with each having advantages and disadvantages within their operating systems. There is no superior email service provider as extensive surveys and theories suggest the advancement of software and service of each progress continually. 
Researching the top two free email providers Outlook and Google Mail using MSN Hotmail (2019) and Aritic (2018) for use within the workplace, Outlook is still the most popular desktop-based email service, Microsoft has struggled to make headway with its Web-based Outlook Web Access
 
	 
	Google's Gmail
	Microsoft Outlook.com

	Storage
	15 GB. The storage limit is shared between Google Drive, Gmail, and Google Photos. If you've reached your limit you can buy extra storage. Your Google Account also has storage in the cloud-based Google Drive.
	5 GB of storage and this amount increases over time to 15 GB. Your Microsoft Account also has storage in the cloud-based OneDrive.

	Search Capabilities
 
	Search any combination of the following elements using the advanced search:
· Label, Tab, or Category
· From
· To
· Subject
· Keywords
· Body Text
· Attachment
· Chat
· Message Size
· Date
	Outlook.com has a simpler search. The search mail or people option allows you to search any combination of:
· All Folders, inbox, or drafts
· From 
· Date Options include All, This week, Last Week, This Month, Range
Or you can search your contact list. There is a separate search for Skype as well.
 

	Security
	Includes 2-Step Verification and spam detection. You can enable a verification icon for emails from verified senders through Google Labs.
	Includes 2-Step Verification. Uses trusted sender icons for emails from trusted senders. Suspected spam messages appear with coloured red or yellow safety bars at the top of the message. 

	Inbox Organization
 
	Default Gmail organization is based on labels and up to five tabs. Assign colours to labels and use stars and other symbols to flag important messages. Also, you can convert your inbox to a classic inbox or a priority inbox.
	Default Outlook organization is based on categories, folders and subfolders. Flag important messages or pin them to the top of the folder. 

	Instant Messaging
	Gmail uses the Chat function for instant messaging. You can find the Chat icon towards the bottom of the Gmail inbox on the left.
	Outlook uses Skype for instant messaging. You can find the Skype icon in the upper right corner of your inbox.

	Contact Management
	Import contacts from a variety of other email providers including:
· Yahoo
· Outlook.com
· AOL
Import a CSV or vCard file.
Import contacts from your Google+ social media account.
	Import contacts from other sources, including: 
· Gmail
· Outlook 2010, 2013, or 2016
· Yahoo! Mail
· Windows Live Mail

	Advertisements
	Ads appear as emails at the top of your inbox tab. The word "Ad" appears in a yellow box to the left of the subject line.
	Outlook.com uses display ads that appear to the right of your inbox. They take up quite a bit of space on the screen.

	Extras
	Incorporates tasks, customizable themes, Google Lab.
	Incorporates calendar, tasks, customizable themes.

	Related Tools
	Google Drive office suite, including:
· Docs
· Sheets
· Slides
· Photos
· Forms
· Drawings
· Calendar
	Microsoft offers a virtual version of Microsoft's office suite including: 

· Word
· Excel
· PowerPoint
· OneNote
· Sway
· Docs.com.



There is not a lot of difference between these 2 services, each have their good and bad points, so as a business it is important to identify the most compatible for the business needs and provide adequate training for employees, allowing the platforms to be used for their intended purpose and develop the business. 
Each email service provider takes the security of the system seriously with their two-stage authentication for mobile devices and end to end encryption. The company relies on the service provider to store personal data from their company and if there was a breach of security there would be serious consequence’s to the loss of personal information, which could lead to fines for the business following the introduction of General Data Protection Regulation (GDPR) as it applies in the UK, tailored by the Data Protection Act 2018 it would also cause serious damage to the company’s reputation, as it has done for one of the worlds top search engine companies (Google) who recently were fined 50 million USD for a recent data breach.
As a business email screening can be integrated allowing the monitoring emails thus ensuring employees are sending work related emails only and that the content within the email is legal and ethical, to ensure company is not brought into disrepute. This will decrease the chance of copy writing and publishing laws being broken and reduce cyberbullying.
Though the comparison between email providers shows very little difference the organisation implemented Outlook as their chosen provider, for its familiar layout for staff, a search box function and spam detection although this available through both providers the benefit of Outlook and the fact that more staff are aware of the Outlook service, the organisation will save thousands of pounds in training costs which could be used on other training or integration of new technologies. Furthermore, the ability to monitor emails is crucial in ensuring that internal policies are adhered to. 
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Electronic fitness to drive or EFTD is a system which allows secure transfer of information between the business and stakeholders such as; medical professionals, customers and staff, it gives end to end encryption to ensure that customers data is safe and secure from prying eyes. It is applied in two ways;
1. An applicant applies via EFTD the program will the automatically assess the information and the decide if more information is required and request that information or pass the information to a person to decide what action is required next.
2. A manual application is received by the business and assessed by a human, the human check what consent the applicant has given and then will proceed to use EFTD via email with the medical professionals and applicant.

This has been successful since the introduction 7 years ago, the data collected on the use of Electronic Fitness to Drive via email and during medical casework was achieved by resourcing the information from internal professional contacts. This information is not in the public domain but, it could be released with a freedom of information request. 
There is a set table and graph below, with the results calculating the ‘mean’ by adding the primary figures together and dividing them by the amount of data sets and the ‘range’ by subtracting the smallest data from the largest data;


	 
	 
	2012
	 
	2013
	 
	2014
	 
	2015
	 
	2016
	 
	2017
	 
	2018

	January
	 
	 
	 
	1696
	 
	3450
	 
	9390
	 
	11566
	 
	11863
	 
	13239

	February
	 
	 
	 
	1445
	 
	4533
	 
	11322
	 
	11988
	 
	11704
	 
	11714

	March
	 
	 
	 
	1533
	 
	4449
	 
	11656
	 
	12800
	 
	14105
	 
	12948

	April
	 
	4188
	 
	2027
	 
	3805
	 
	10401
	 
	12799
	 
	11271
	 
	12551

	May
	 
	5043
	 
	3768
	 
	4538
	 
	8700
	 
	10928
	 
	13217
	 
	13746

	June
	 
	5133
	 
	3287
	 
	5352
	 
	9719
	 
	12982
	 
	13601
	 
	13094

	July
	 
	4848
	 
	4009
	 
	6495
	 
	10747
	 
	11431
	 
	13695
	 
	14492

	August
	 
	4730
	 
	3864
	 
	7297
	 
	10022
	 
	13312
	 
	13294
	 
	13517

	September
	 
	2947
	 
	4088
	 
	8516
	 
	10530
	 
	10272
	 
	13324
	 
	11576

	October
	 
	1969
	 
	4128
	 
	12048
	 
	12561
	 
	11813
	 
	13688
	 
	16053

	November
	 
	1590
	 
	3912
	 
	11524
	 
	11007
	 
	16996
	 
	10171
	 
	14525

	December
	 
	1196
	 
	3725
	 
	10150
	 
	10335
	 
	11289
	 
	10931
	 
	12082

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total
	 
	31644
	 
	37482
	 
	82157
	 
	126390
	 
	148176
	 
	150864
	 
	159537





From this data it is clear to see that in the last 7 years there has been over a 400 percent increase of using this email service with a range of 127,893 a mean of 599,504 receipts have remained consistent since year 3 helping the business area to drive a better customer experience, giving quicker processing times, allow the agency to achieve its key performance indicators and provide a higher productivity levels.
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The use of social media to upgrade your opportunities for work inside and outside the current work environment could be incredibly enhanced by the right application of web-sites like LinkedIn, Facebook and Twitter by accurately setting up an expert profile which extends an expert picture of an employee or business. With social media sites having over 1 billion users primarily Facebook, with over 90 percent of that total number social media accounts (Techcrunch.2019) and the potential to reach millions at the click of a button, the advantages seem to outweigh the disadvantages.  
However, awareness of the damage that may be caused when using social media need to be assessed. In a journal by Cabral (2008) it was highlighted that participants within their research group had experienced three and a half of the five tested indicators of addiction: salience, tolerance, the element of conflict and relapse which shows how the younger generations brains are developing. There are other dangers as, often when setting up a social media profile a lot of personal data is input such as date of birth, mobile telephone number and even location, if location settings are active, other users of the site can see where active users are based and where they are posting from at any given time. This information can cause damage when obtained by the wrong individuals leading to Identify fraud, sale of data and even burglary as a result of users telling the world when they are off on holidays and sharing pictures, it would be like putting a flashing sign above the business front door stating, ‘nobody is at home feel free to enter’.
Therefore, it is imperative that the security and privacy functions on all social media profiles are utilised with this being available on all social media platforms. This will ensure that the information that is displayed is only seen the intended audience.
LinkedIn is a web-based life website that is for expert individuals and with the right profile it could improve networking within a desired field of work or expand a business, making it more likely to obtain opportunities from a desired field of business or other employment sectors. There are other social media platforms for example, Facebook and Twitter which can be utilised for an expert profile. Social media is being used more by organizations as an advertising instrument, by web journals (blogs), tweets and statuses, they can likewise utilise online networking for internal stakeholders. 
The Guardian (2019) reported that The British Army have quite recently mounted another digital tool in their battle against terrorism. They are presently using new strategies to gain a clearer military picture inside the general population web-space, by better utilisation of social media tools, for example, Facebook and Twitter to enhance enlistment by posting online journals, recruitment campaigns, information pages and tweets to shape a positive picture of the military. They are intending to use the social media platform as a non-deadly apparatus against groups like ISIS, ISIL, Al-Qaeda, and the Russians. 
The Israeli Defence Force have been utilising web-based social networking as a feature of their strategies since 2008. All individuals inside the military and many other organisations have compulsory briefs on the utilisation of social media and how to remain safe while on the web, additionally how to extend the correct picture while on the web. 
Staff should know about what and who they are representing via networking media as they could post something that somebody inside or outside the organisation may find hostile or offensive and there could be suggestions inside the work place that would give a bad perception from the public, so preparing would be useful to avoid the consequences of what they distribute. 
Social media can be utilised for overall showcasing of a business, it can likewise connect into competitive individual businesses, furthermore, it can be used to help the co-work picture, client administrations and client input. The downside of online networking is the opportunity of disappointed staff posting adverse comments thus, damaging a company’s image or the dependence to the security of individual and organisations data. As in recent news there has been a few scenarios were organisations have had their frameworks hacked and individual information has been stolen and even corrupted by ransom ware which may result in many data breaches.
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With the business areas work ethic and what the business desires to achieve in the future is possible with the advancement of social media, recruiters and head-hunters have easy access to the business area of expertise will create new career prospects and opportunities daily, maybe even without looking for an opportunity, it may find you as employers can now search for the most suitable individual by using social media and networking sites. 
The advancement of technology is a benefit and should be realised as a benefit to all, readily available and easy to access from smartphones laptops, desktop or tablet. 
A LinkedIn profile has been created and tailored to display interests and career development exhibiting his qualifications with hope of creating a large network of professionals to share and explore ideas and to assist in the achievement of goals. 
(Appendix A)
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As the conclusion of this paper, it is warranted that further investigations need to be completed as to what types of technologies are available and how these could be delivered to the business. As successful as EFTD via Email has been the uptake of more recent technologies is crucial within the business area. Secure cloud-based storage systems to hold data and decision-making tools will need to be introduced along with a appealing social media profile, this will allow the agency to move forward into the 21st Century and become a digital leader within the civil service.
What is to come is relatively unknown, as on 31st December 1999 the computer clocks would reset to zero, Y2K? Would planes fall from the sky? would technology just stop working? These were questions that were asked. The reality is that this did not happen, there will always be uncertainty and scepticism in the world of technology and exploring the possibility is essential to development. Technology is developing now quicker than ever before and will be the catalyst for future generations which is imperative to the business. 
However, the dangers of technology are clear, reports of violence influenced by vloggers on video channels, health problems such as; eye conditions, obesity, cardiovascular diseases, type 2 diabetes, other chronic diseases, premature mortality, fading jobs and addiction because of our digital advances. Each of which would need to be policed, support mechanisms introduced, and contingency plans put in place.
It holds good weight that technology can help all those who understand how to use it effectively and for the right reasons. Facebook, Twitter, LinkedIn, Instagram, being connected by an invisible web with Artificial intelligence performing life changing operations, microchips that can identify illness and disease and no-matter where a user is in the world, the ability to connect with family, friends and strangers. 
The reality is that there are those who will not or cannot, it can lead to ultimate frustration for the business and may cause intentional or unintentional harm to the business reputation, there are those who can but don’t want too, utilising technology for the wrong reasons such as data sharing thus brining the business into disrepute.  
With social media is one of the biggest advertising tools with an outreach of over one billion it is imperative to a successful 21st century business, it is for this reason the military and the emergency services utilise them for recruitment, it gives the ability to reach a wide audience within a very short period.
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