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Introduction
This is the era of technology and it’s becoming the core part of human life. Everyone is using technology for different uses of it, to make their life simple and fast (Emory, 1991). This report is mainly describing how digital skills are related to workplace and their uses in terms of making life fast. We use technology in our daily life for communicating with other people, in workplace technology is also being used to explore the world by different good use of it. Facebook, Twitter, LinkedIn and many more social networking tools are used in the workplace to communicate, marketing of the organization to increase their selling.





















Technology and its uses
Poynter, R. (2010) states that Technology is making our life easier and smaller, we can easily communicate with any person of the world with just one click. Technology is the use of different techniques to make different types of product or any other things that are used to make our life easy and comfortable. In every aspect of our life, we can use technology to communicate, produce different things, manager other people by different software, keep on track other people by the proper controlling system and many more. Different types of smart device, laptops, file management system, software, social media and many more are the most useful tools of modern technology in workplace and day by day it's getting huge development. Here is a different use of technology in this modern world in the workplace:
· Communication: In terms of communication technology has given different types of tools that are using in the daily life or workplace. Web-based mail is the most useful tools that help to reduce the gap of communicating, there are different types of the free domain or self-created domain (costly) that are used by the different organization to communicate with customers, suppliers, shareholders, stakeholders or others. Free domain is Gmail, Hotmail, Yahoo and others, they also provide premium service by buying a domain from them where a client can use their own domain system. Skype, Viber, WhatsApp or other messaging and video calling application are also used in the organization to communicate. Facebook, LinkedIn, Twitter are also used as social media of communicating with inside the organization and helps to communicate with the potential customers.
· Safety and Security: In terms of security technology provides different types of tools that are used to make all the file safe. Cloud storage, antivirus tools, file locking through password are used to keep the file safe.
· File storage: In the workplace, there needs to work with lots of file in the day to day purpose, file storage system helps to keep all the files on track so that whenever these are needed just click on the file from the storage and open to work. In computer files are kept in a systematic way which makes file opening system easy to open or share to other by sending it through the mail.
· Conference: Video conference by using the web is the most useful technology. In the workplace, there are different types of meeting or conference need to do with buyers or other potential people. Skype, live video share apps, google due etc. are used to make the video conferencing easier. It's not mandatory where the person is, it just needs one click to call than the person will appear in person to share or communicate.
· Accountability and Employability: Using different types of software for payment or doing others things helps to manage all the employees of the organization by keep track of daily work (Cottrell, 2011). Payment software, daily in and out time tracking of the employee through software is used to keep easy track. It helps to increase the accountability of the organization and reduce the theft so that no one can theft money.



Technology and Employee Destruction
Each thing has its good and bad side, it depends on how people are using the technology. Technology has made our life easy in terms of communicating with other people whether its inside or outside. But some people from the organization uses the technology to communicate with their social friends or families inside the organization. that makes violation of the organization among others, sending most of the time on Facebook rather than working in office make a person irresponsible. Most of the organization are making restriction of using Facebook inside the organization due to a violation of its uses (Hoechsmann, 2012).

Social Media in Workplace
Using different social media in the workplace helps to communicate with inside and outside people of the organization. it helps to communicate with people in an efficient way and reduce the gap of long distance easily.
Efficiency: Social media helps to communicate with people in the efficient way that reduces the gap between people. People share their daily life on the social media that helps to connect with all easily. Social media helps to use as the most effective marketing tools for today's business world. Facebook the most useful media of marketing tool for any kind of business, it helps to provide an advertisement to the customers easily that connect and share the things to become viral in the media. Maund (2017) says that communicating with people is now so easy that anyone can easily communicate through social media by sharing or posting a photo on the social media. People share their daily life update on the social media to keep themselves alive to other people. To reduce the gap between the people social media is must due to its efficient uses.
Social Group: Most of the organization uses different social media as a tool of the group, where they publish their upcoming work or previous success to the social media. People get in touch with all, these media also helps to keep on track what is the person doing in the workplace or personal life. The social group helps to increase the group working as well by doing different social activities. To explore good or bad things to the people social group is easy, people provide different ideas to the people or exchange their values on the social media by group working.
LinkedIn: I have my own LinkedIn account which I use as a tool of marketing or communicating with other people professionally. Opening a LinkedIn account helps to make easy connections with other social people around the globe. I can explore my experience with other people if they think I am potential for the organization they may hire to work with them. 
There is some organization who uses LinkedIn to increase their brand value among other people, they share their organization's current state to the LinkedIn, some organization hires other people by linked by exploring or taking online interviews. LinkedIn is a community tool where there is a circle of own people, through this circle people provide their personal experience to the media so that others can see how experienced the person is or where the person is currently working. There are some premium features of LinkedIn that people have to spend money to reach employer so that they may hire by looking at their professional profile. 

Technology and Its Applications in Workplace
There are different types of applications in the workplace that helps to communicate with other people as a media of social networking. Among all Facebook, LinkedIn, Twitter is the essential tools of workplace technology.
Facebook: This is the essential part of workplace technology, people communicate in the social media to explore their current state. I have my own Facebook account where I share my personal profile to my friends and family. Most of the organization uses Facebook as a media or marketing to reach the customers easily. They make offers, promotions, advertisement, social awareness, funny post to keep busy with their followers socially. Through this people get an idea what the organization currently doing or what kind of thing they have to provide to their clients.
For example, I am currently working for a restaurant. There are different types of offers that the organization provide to the customers, in Facebook, there is provide different updates to the people about upcoming offers. Share pictures of different people on their reviews of the restaurant that helps to increase customers mentality to come and visit the restaurant again and again.
Twitter: Twitter is another tool of social media that helps to connect with other people easily. Nowadays most of the organization uses twitter to keep updated with their clients, share an update on their upcoming things with people. Basically, Twitter is a social tool where most of the celebrity share their daily update with the followers by sharing their view on certain things.
Example, I have an account on Twitter, I tweet on them with my followers about different daily updates. I have a connection with my colleagues as well to communicate with them or share my daily life update on them. My workplace has its twitter page, where they tweet on different promotional activities. People follow the page to get a basic update on the twitter account.
LinkedIn: This account is mainly for a professional account, where there are circles of the workplace or other things. People update their experience and many more features to the linked to make their living in a professional manner. There is all update regarding where the person previously worked for, experience on certain things that helps to impress the employer to hire the person for them. LinkedIn helps to increase the brand value by making social awareness by updating them on a different perspective. It helps to get the best employee for any organization by providing advertisement on the page regarding job specifications.
Example, I have my LinkedIn account where I have shared my professional experience. Where I am currently working for. Through this, I can easily make my own circle communicate with other people to make an easy connection. LinkedIn just not only make circles it helps to increase my chances to get the best job by sharing my professional experience. The place I am currently working for has its LinkedIn account as well, where they make their advertisement about looking for employees.
Workplace Applications and Security
There are some people who want to grab all the information from social media to make the negative impact on a person. It just not only makes financial losses but also makes the huge bad impact for the organization. 
Social Media and Information: People share their basic update, exchange their views through messaging on the social media like Facebook or Twitter. But hackers are always looking forward to hacking or get all the information on the person to humiliate on the media. Nowadays there is a common thing that Facebook can’t provide proper security of person, where most of the basic information of a person is passed through the other person easily. The employee must need to become more secure whenever they use Facebook, twitter because sharing of any important things may lead to huge loss of any organization (Morgan, 2016).
Theft Management: Passing of valuable information through hackers are the most dangerous things for any organization (Mackenzie, 2005). Hackers always look forward to hacking the website to get all the basic data about the organization. there are different types of software can be found that helps to manage or keep all the basic data of an organization to safeguard in the long run. Cloud storage, vault software, different office management software helps to stay safe from the hacker.
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