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An Overview of the 21st Century Workplace
Technology has had a huge impact on the modern workplace in the 21st Century. Laptops are used in the workplace and have many advantages. One advantage is that it is portable. Unlike a computer, you can take a laptop anywhere with you allowing you to work anywhere (Banerjee, 2019). Software apps such as Microsoft Word can be installed on a laptop which means you don’t need to keep paper or documents, which helps with storage. This allows you to do office work but on your laptop which you can take anywhere with you due to its mobility (NI Business Info, no date). However, laptops do have some disadvantages such as sensitivity. Laptops can be dropped, the screen can smash and it can be expensive to repair (Banerjee).  As technology changes, there will be software updates required which can take up a lot of time, and system upgrades which can be expensive (Neendoor, 2019). Another disadvantage is security. If you leave your laptop somewhere, anybody can get access to important documents, which is a problem as they have your private information and documents which can be shared (Ron, 2019).
Smart phones are also used in the workplace. They are light and portable allowing you to take it anywhere with you. You can connect your phone to Wi-Fi or cellular data for internet access allowing you to work anywhere. Smart phones can be used to make and receive phone calls and SMS texts which improve communication in the workplace, as people can interact with their colleagues anywhere at any time (Duo call, 2017). Emails can be sent and received on smart phones allowing you to work even if you are not in your workplace, which improves productivity (Duo call, 2017). Smart phones also have a negative impact on the workplace. One example of this is that you may receive phone calls, text messages or social media notifications distracting you from working. Another negative impact smartphones have on the workplace is that they are expensive to buy. The screen can get smashed from being dropped and they can be expensive to repair (Tips & share, no date).
Electronic cash registers and tills are used in the modern workplace and have many benefits. Tills are used in work places such as supermarkets which scan barcodes to calculate the total amount of the transaction. Tills also calculate the amount of change to give a customer by putting in the amount of money the customer gave you with the keyboard built in the till. Tills have high security as they require a password to access the till and the cash drawers lock and can be accessed with a key (Hartman, 2017). This improves efficiency in the workplace. Before bar scanners were invented, people had to calculate things manually by hand which took a lot of time and caused many mistakes (Barcodes, no date).
Card machines are being used in most businesses. People prefer to pay with their credit/debit card instead of paying with cash. According to the United Kingdom, Finance and Banking industry trade body report made during the end of 2017, only 16% of sales will be cash payments by 2027. Sales taken by credit cards have increased by 12% in 2017. Customers feel safer to pay by card rather than carry cash around as the chances of it getting lost or stolen is less likely. Card machines allow you to pay contactless, which is the easiest way as you simply tap your card on the machine. You can pay using your chip or pin and also by Smartphone. Card machines increase sales as customers tend to spend more money when they pay by card rather than cash (Paymentsense, 2018)
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As shown above, people are paying by card more than cash. It is crucial to have a card machine in a business as you can accept all payment methods, rather than being limited to only accepting cash. You can risk losing customers by not having a card machine. By only accepting cash payments, the chance of theft is more likely. So it is safer to have a cash machine to prevent theft which improves security in the workplace (Pearce, 2019). 

An in-depth look at technologies used in own workplace
I have conducted some primary research to find out what technology is used in my workplace. I have carried out an observation and have produced a questionnaire that I handed out to my colleagues about technology in our workplace.
An electronic cash register is used in my workplace to calculate our customer’s transactions. It also works out how much change to give the customer by putting in the amount of money the customer gave us using the built in keyboard. Without this, we would keep track of the transactions and work out how much change to give the customer ourselves, which would take up a lot of time and can cause mistakes. Cash registers make this a lot quicker and easier, and therefore improve work efficiency in my workplace. 
All the participants in my questionnaire I conducted ticked the option that they think technology has been useful in the workplace. One of the reasons I found was that the electronic cash register has been very useful for calculating what change to give back to customers. This for them improved efficiency in the workplace. One of the results from my questionnaire from our delivery driver showed that technology has been very useful as a satnav has helped when delivering in areas he’s unfamiliar with. Without this, it would have taken him longer to find the customer’s address, which can result in complaints from customers. This again for him is a reason why technology has made the workplace for efficient. My results also showed that all the participants in the questionnaire said technology has helped communication as they can communicate instantly using a smartphone to discuss anything related to work such as their shift patterns. None of the participants felt that technology will replace jobs in the future. They all had a positive view on technology in our workplace. 
We receive our online Just Eat orders from our Just Eat machine, which increases sales as people can order food online. Customers can view our menu and order online rather than having to come in the shop which makes it easier for them. This has gained new customers and more sales.
Wi-Fi is used in our workplace which allows us to receive orders through our Just Eat machine, as Just Eat is an online food ordering service.
CCTV cameras are used, which is beneficial for the business as it helps prevent theft. 
We also have an alarm fitted on our door, so that every-time a customer walks into the shop, it makes a noise in the kitchen so that a member of staff is aware that a customer has entered the shop. This way, when all staff is in the kitchen preparing the food, they know when a customer is waiting to be served. Without this system, my company would need to hire an extra employee to take orders. However with the alarm fitted, the chefs who prepare the food are able to take the orders and then return to their job.  This helps businesses save money as it means they can cut down on paying an extra employee a wage to take orders. 
In my workplace we only accept cash payments, which have resulted in losing customers as there are other shops in the area which offer this facility. This decreases sales for us. Card machines are therefore important in a business as you can accept both payment methods rather than being limited to one, which decreases sales.
An argument of the impact of technology in the workplace
Technology has a positive and negative impact on the modern workplace. An article suggests how 200,000 jobs can be taken away as it is being replaced by self-serve outlets with no checkouts. An example of this is Sainsbury’s supermarket, where customers can now scan their own items using an app when they walk out. This is designed to make grocery shopping quicker and convenient for customers. However, as a result of this, there will be less need for staff. As a result of technology, around two-thirds of cashier jobs are at risk of being replaced according to the office for National Statistics. This means there is a risk of 135,000 jobs being taken away as a result of this (Chapman, 2019). This shows it is a positive impact for employers, but negative for employees.
Many qualified observers feel that within the next 20 years, the number of jobs available will drastically reduce. This is due to technology, especially automation, machine learning and artificial intelligence. Others disagree with this and believe that technology will provide new job opportunities (Gleeson, 2019).
A report shows that 49% of 800 occupations can change and become automated. However the author does not believe that majority of jobs will disappear due to technology soon, but believes it can take decades for this to happen as the workplace will involve societal changes as well as technological change. The report concludes that eventually over 1 billion jobs have the risk of being replaced which means $15.8 trillion will reduce in wages (Gleeson, 2019).
There is another view of this argument. An article from The Guardian states that although many jobs will disappear, there will be a replacement of these jobs. However he argues that many people will remain unemployed after the technological change in the workplace because they will not have the skills required for new jobs available (Gleeson, 2019).There is a risk for employees as they don’t have efficient training on how to use the software systems which can decrease productivity and can result in dissatisfaction from employees (Kazmeyer, no date). Technology requires frequent software updates and system upgrades due to the change in technology which reduces productivity as employee training is needed after every upgrade. A lot of money will go into constantly upgrading the technology used in the workplace which is another disadvantage of technology in the workplace (Nestor-Harper, 2019). 
However many believe that the chance of new jobs becoming available after the technological change in the workplace is very low. A study of the United States concludes that within the next 10-20 years, over half of all jobs will disappear. It suggests this figure will be even worse for less developed countries.  A lot of people also believe that job losses will be permanent and eventually the highly skilled jobs that seem permanent will also be taken over by technology (Gleeson, 2019).
There was a study conducted on 500 patients which shows that a computer program was 42% more accurate in identifying illness and also recommending the appropriate treatment compared to experienced diagnosticians. This shows how technology can be more beneficial in the workplace, which can be used for the argument that technology can replace many jobs (Gleeson, 2019).
One way how technology has affected businesses in a positive way is that it has improved communication. For example; the use of smart phones where you can access chat apps and social networking sites. This has helped communication amongst employees to be more efficient. If you are going to be late to work due to traffic, you can let your colleagues know by simply calling or texting them by using your smart phone (Prasad, 2019). Another advantage of technology in the workplace is that it has reduced travel costs as you can communicate with your colleagues on your smartphone or laptop. Apps such as skype can be installed to host conferences or interviews which reduce travel cost (Kazmeyer, no date). 
Another advantage of technology is that it helps store information. For example; businesses can store information/documents into a database which helps for record keeping rather than having a lot of paperwork (Kazmeyer, no date). 
Another advantage is that it improves customer service as you can install apps such as skype or WhatsApp on your device to offer customer service internationally as well as face to face (Harris-Briggs, 2018). Bots can also be used to improve customer service. Bots are sending the same messages to different customers to help them with their enquiries 90% of the time, which is a great way of fulfilling the needs of customers at any time even if staffs are unable to work (Redbord, 2019). 
Automation is another advantage of technology used in the workplace. Tasks such as contact management are required to be undertaken by employees. However, thanks to automation, businesses have improved in efficiency as there is no risk of mistakes caused by humans (The Reflektive Team, 2019). Automation also improves productivity as employees can focus on working on other things whilst reports and sales are run by automation (Vita enterprise solutions, no date).

Conclusion
In conclusion, I believe the advantages of technology in the workplace outweigh the disadvantages. Technology and automation have already replaced many jobs especially in the retail industry and there is no doubt it will reduce the amount of jobs available in the future. This will affect the workplace as there will be fewer jobs available in the future.  However, technology used in the workplace has improved workplace efficiency in many ways. Technology has improved communication and productivity as you can do work from home and also communicate with employees. Technology has improved the workplace as you can accept other payment methods which increase sales. I believe without technology in the workplace, employees would struggle.
Social media in the workplace
Social media has had a big impact on the 21st Century workplace. Social media has increased collaboration. This is because the use of social media has improved the communication levels for employees. It doesn’t matter where an employee is around the world, they can connect and still take part in important business conferences through the use of social media, for example; using skype (Dukes, 2019).
Another example of how it has improved communication is by emails and instant messenger tools. This is used in many businesses to instantly share information or documents and get feedback. It can also be used to update employees, which again has helped improve communication. Another way how technologies have impacted the workplace is that it gives employees the opportunity to work in an office, home or anywhere else which gives a more flexible work environment. Another way how social media has positively impacted the workplace is that businesses can get instant connection from customers. Through the use of email, blogs and social networks, they can now get feedback from customers instantly rather than have to mail surveys for feedback and have to wait weeks for a reply. This can mean that businesses won’t need to call customers to get feedback too (Brookins, no date).
Another advantage of social media in the workplace is that it improves company publicity. Most businesses have a social media page or a website to promote their business and interact with their audience (Casselbury, 2018). Social media is a great way to attract new customers and grow your business as you can use social media platforms such as Facebook or Instagram to post pictures/videos, interact with customers and can also benefit from paid advertisements (WordStream, no date). Social media is an effective way of marketing as approximately 3.2 billion people use social media daily. Facebook is the biggest social media platform as over 2.32 billion people actively use Facebook monthly. By creating a social media page such as Facebook, you are able to advertise your business to a massive audience (Mohsin, 2019).
One disadvantage of social media is that strangers can find your social media accounts. Crimes such as identity theft, hacking and stalking can be committed from social media as strangers can view your pictures, find out where you go to school or work. There are security settings on social media that can privatise your account only allowing people you want to see your posts (StaySafeOnline). 
Another disadvantage of social media in the workplace is personal brand. Employers search candidate’s social media accounts to see what kind of people they are. Research shows that 70 percent of recruiters have rejected hiring people based on their reputation from their social media (StaySafeOnline). 
My workplace is with a company called Just Eat which is a food delivery service. Just Eat has a website and application that can be installed. Customers can view our menu on the Just Eat app or website and make orders on it which is easier for them as they do not have to come to the store. Just Eat increases sales as people can search which restaurants/takeaways are on Just Eat in their area and read reviews which can be made on Just Eat. 
My workplace can use social media such as Facebook and Instagram to promote our business. We can post pictures of our food and post statuses updating our customers of any new items on our menu or special offers which people can share to attract new customers. We can advertise our menu, which can gain new customers as millions of people use these social networking websites which gives us the opportunity to advertise our business to such a big audience. We can also update our customers on any changes in opening hours.
A LinkedIn page can be created to grow our business as many companies in our industry have a LinkedIn page to promote their company. We can use LinkedIn to recruit people as you can find out about potential employee’s experiences from looking at their page. We can write about the history of our business in a description and upload photographs so customers and employees can learn about our business. 
I did a face to face survey on our customers where I asked them if they can answer a question that can help improve our customer service. The question I asked was “Do you think social media can be beneficial for customers?” My results showed that 80% of the 100 customer’s I asked said it would be beneficial.
Social networking websites play a big part in our society especially for businesses. Businesses have used social networking websites to improve and enhance their relationship with both employees and customers. There are different social networking sites you can choose. One is an enterprise social networking site which is used to promote work collaboration. Another is consumer social networking sites which is accessible for everyone in the public domain. Both of these types of social network sites have great benefits such as gaining organisational productivity such as training, recruiting, communication and brand management (Awolusi, 2012).
 Some social networking sites are accessible to everyone such as Facebook, Myspace, and Ning. Some social networking sites are professional websites such as LinkedIn, FastPitch and Plaxo. There are also industry-specific websites such as I-Meet and ResearchGate. All of these types of social networking sites have different purposes and also have a different individual and business needs. One thing that they all have in common is that they all have a user profile (Awolusi, 2012).
 Social networking sites are increasingly being used by corporations to experiment how it can improve business operations. Statistics show that between 2008 and 2009 the use of social media by businesses has doubled. It is being used for different purposes such as to attract clients, develop relationships with business partners and also display their skills. When considering which social networking site to use, an important factor to assess is the target audience (Awolusi, 2012).
Enterprise social networks have an aim of promoting collaboration within the organisation. Enterprise social networks provide collaborations amongst employees with different skills and knowledge that are informal networks of relationships rather than a formal relationship. It allows an open discussion for employees rather than formal communication. One benefit of this type of network is that it helps employees to share and gain knowledge. It can also allow individuals to access and evaluate the opinions of leaders who control the formal and informal information that is inside and outside a workplace. They can also provide solutions to complicated problems and they can support these individuals with training of knowledge that can promote organisational effectiveness. It can also reduce employees from adapting assertive behaviours. Studies show that being categorised in a formal or informal social network can also encourage individuals to manage their impressions (Awolusi, 2012).
Consumer social networking sites have different purposes and also have many benefits. One benefit is that it can be used to compliment an organisation which can help improve their reputation. People can share information by posting and sharing information on social networking sites such as Facebook or Twitter. Companies can also use advertisements on YouTube while the public are watching a video (Awolusi, 2012).
Social networking sites can help a business for marketing and to promote their product/services. Businesses can also use them for feedback by allowing an open discussion and adding their comments. This is much cheaper than gaining feedback through conventional means (Awolusi, 2012).
Social networking sites are also increasingly used by companies for recruitment to advertise jobs. They can target the skills sets they are looking for the position by adding information on the social networking sites of what requirements they have for the position. One statistic shows that in 2009, 80% of companies have used or planned to use social networking sites to advertise a job. It showed 95% of the respondents were LinkedIn and also the percent of Facebook usage increasing from 2008 to 2009 from 36% to 59% (Awolusi, 2012).
LinkedIn can benefit a business in many ways. Statistics show that over 575 million people use LinkedIn and over 260 million people actively use LinkedIn monthly (Osman, 2020). Advertising can also be done through LinkedIn which does come at a cost. However, you get the opportunity to promote your business which has millions of active users. Employee recruitment can be increased by creating a career page where you write a description about your company which can include history about your company or any products you want to talk about. This gives employees the opportunity to learn about your business (Kuligowski, 2018). 
LinkedIn is used by professionals who can create a professional brand on their profile which can result in opportunity and networks. It allows users to display their profile, skills, recommendations and to connect with others. It gives employers and recruiters a professional impression of you and also gives them an insight of your achievements in your industry. 93% of recruiters use LinkedIn to make a decision when recruiting as they can research a candidate’s profile. Users of LinkedIn therefore have to ensure their profile is highlighting their skills and achievements in the best way possible and treat it like they would for a CV. Another benefit of LinkedIn is that as users of it demonstrate their key knowledge, skills and achievements and can display their recommendations and connections as evidence, which can gain trust between employers and recruiters. It gives proof of skills and talents and backs up claims about what skills you have. LinkedIn allows users to research companies, interviews, recruiters and hiring managers. LinkedIn can create opportunities. For example; it allows individuals to directly apply for a role, which can save them from job searching (Rycraft, 2018).
Facebook is social networking site that allows you to upload photos, statuses, add friends and message people. However, Facebook can also be used for business and marketing (Nations, 2019). Facebook advertising is used by 2 million businesses to promote their business. Companies should use social networking websites such as Facebook to promote their business as the 2019 social media statistics show that 42% of our population use social media (Smith, 2019). A benefit of advertising through Facebook is that people have easy access the advertisements and are likely to visit Facebook daily. Advertising through Facebook gives you the opportunity to reach your target audience. For example, you can advertise your product to the specific age range of your targeted group and you can distribute your advertisements fast. Facebook allows you to reach the same audience as you would through television and radio advertisement but is a cheaper method of doing so and allows us to change and adapt anything that may need adjusting. Facebook will boost your engagement through your website. Therefore, more people are aware of your product, website and future investments. It allows you to view the engagement with your posts such as impressions, shares and comments, helping to spread the word of mouth, which means this method is measurable (Sherman, 2019). 
In the next couple of years, I would like to open up my own business. I’ve created my own professional LinkedIn page which gives me the opportunity to promote my business. I can tell my story and write about my company in my description which will allow potential employees and customers learn about my business. I can use LinkedIn for recruiting as I can find out what experience and qualifications someone has by looking at their LinkedIn page. I can also use LinkedIn to receive notifications of jobs I may be interested in and learn about companies. 
I will use social media platforms such as Facebook and Instagram to promote my business as these social media sites have millions of users, which means my posts and advertisements will reach a big audience. I can post pictures and provide details of our products, and updates of changes in prices or special offers. I can write about my company in my description and use hashtags to attract new customers, as many people shop by searching hashtags. My posts can be shared on Facebook and Instagram which can attract new customers.
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My LinkedIn link:
https://www.linkedin.com/in/juma-khan-b9b53919a/
Conclusion
I believe social media has positively impacted the workplace. Social media improved communication as you can interact with employees and customers anywhere around the world. It has improved customer service as you can engage with customers, answer their enquiries and receive feedback online. Social media platforms such as Facebook and Instagram have millions of users and it allows you to advertise your company or products to a massive audience which improved company publicity. Social media allows you to create a profile, advertise your products, post pictures and update your customers with statuses ad posts. It is a great way to grow your business. 
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Appendences
Appendix 1 
1. What is your job role?
………………………………………………………………………………………………………………………………………..

2. Do you think technology has been useful in the workplace?
   Yes                                             No


Please state your reason below.
………………………………………………………………………………………………………………………………………..
………………………………………………………………………………………………………………………………………..

3. On a scale of 1 to 10, how useful do you think technology is in the workplace? (0 being useless and 10 being very useful).

Please tick one of the following options.
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10




4. Do you think technology has improved efficiency in the workplace?
  Yes                                             No



Please state your reason below.

………………………………………………………………………………………………………………………………………..
………………………………………………………………………………………………………………………………………..

5. Do you think technology will replace jobs in the future?
 Yes                                               No




6. Do you think technology has improved communication? 
  Yes                                             No




Please state why below.

………………………………………………………………………………………………………………………………………..
………………………………………………………………………………………………………………………………………..










Appendix 2
Result from face to face survey:

Do you think social media can be beneficial for customers?	Yes	No	80	20	image1.png
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