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Introduction

Dynamic modernization pushes to improve technological advancement in all filed which affects various business operation. Such modern innovation helps business to generate maximum value comparing to the previous era. Continuous improvement and instalment technology in the workplace bring the highest productivity.  Apart from this, such technological improvement makes employees take advantage in the workplace. A set of example Web Conferencing’ a web-based technology, file storage’, ‘social networking’ plays a significant role in increasing professionalism and profitability (Baguley, 2009). According to Buckingham, a proper use of such innovative tools of technology and social media ensure stakeholder to get maximum the value of different activities like making a ground for learning purpose (Buckingham, 2014). Under this report, it will be discussed about different types of technology used in the workplace and social media tools used in the business operation. 

Task one
Technology and workplace technology to improve the efficiency of the workplace and employability
Technology and workplace technology to improve the efficiency of workplace and employability Technology means a form of acquaintances which is made to create tools, maintaining a set of activities as well as its processes and makes the output from the raw materials to finished goods or products (Ettinger and Perfetto, 2008). machinery, tools, applications, and operations are used in the work environment to increase efficiency and effectiveness of the product. 

Example of most effective tools or application among many available alternatives is Web-based Email, Tablets, and Smartphones, Cloud File Storage, Web Conferencing, Office applications online. A proper utilization of such innovative tools helps any entity to remain in business and take advantage of globalization. Even such utilization makes a number of advance communications with stakeholders. 

Web-Based Email: Reportedly Gmail and Yahoo are known as most effective communication tools in today’s business world. This service is known as web-based email. There are also existed of other web-based email services like hot mail, which is also used, are for communicating at various purpose. the most advantage of such web-based mail service is it has zero cost to communicate. Where user can communicate 24 hours of a day (Barney, 2014). Even top giant web-based service is mostly free from trouble. An organization uses these services without any big huddles.  Such web-based service is used not only by individual but also used by the organization. The organization can freely communicate, transfer their message to target group within very fast. Along with this, such web-based service is continuously keeping data of its stakeholders secured. 
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Comparison and contrast of Gmail and Yahoo mail: 

	Service provider
	Cost
	Space limit of mail
	Attachment spaces

	Gmail
	Free
	15 GB
	25 MB

	Yahoo mail
	Free
	1 TB
	25 MB


Cloud File Storage: Data and information become a most valuable asset for every entity. The More an entity can manage its data and information, the better advantage it can render from the business environment (Bourke, 2009).  Cloud file storage is such service which provides organization, individual or any other entity to store data, to access data on demand of stakeholders and to keep secretly record of data. Users basically keep their necessary and valuable day and information on the computer. But there has a limitation of keeping data in the hard drive. a. either it can delete permanently due to technical problem b. or there may storage problem. Such actions make companies performance slower. On the point, cloud file storage provides a platform where users neither face of data crushing or storage problem due to limited hard drives. The user can significantly render a number of benefits using cloud storage. It doesn't incur cost like buying a hard drive for storage. Service provides permanent storage benefit (Technology, 2013). Storing data and information in the cloud store ensure more security than keeping in hard drives. Dropbox and OneDrive are considered as the most effective cloud service provider for stakeholder at zero cost. where stakeholders use Dropbox and OneDrive for a number of reasons. organization store various kinds of documents like spreadsheets, excel sheets, powerpoint presentations, SPSS data, documents files, video and audio clips and many other formats of information and design. Where organizations have no limited time of accessing in cloud storages. At any time, it can access in cloud storage and take its data for particular work oriented. Even this is not the end of the story, a big file which is not possible to transfer email-based service can easily share by Dropbox and OneDrive.
[image: image2.png]:‘: Dropbox For Teams  For Individuals

Put your
creative energy
to work, with
Dropbox

Dropbox is a modern workspace designed
to reduce busywork—so you can focus on
the things that matter.

sign in

Sign up

orsign in to your account
First name

Last name

vacy Policy

to the Dropbox Terms

G signupwith

ogle

Download





Comparison and contrast of Dropbox and OneDrive:

	Service name 
	provider/ domain
	Free storage
	Paid storage

	Dropbox
	Dropbox Inc.
	2 GB
	$9.99 for 100 GB per month

	OneDrive
	Microsoft
	5 GB
	$2 for 50 GB per month


Task Two
Evaluate how social media increases communications and helps in marketing and information gathering and their usages in the workplace
with some unique innovation of application Social media has been an extended revolution in the communication arena. A significant incremental of internet access for mass people embrace business arena very tightly, touchy.  Reportedly 50 million users actively have a visit on popular social site per day (Cahn, Haasen and Kramer, 2005). That effect of social media on people are fully utilized by business word. There is the development of thousands of e-commerce sites which is connected with different social media.  Through such connection, organization target their customers and transfer business information. This is the way how social media is links business organization with people within a very short period of time. The most fundament revolution social media have brought that is more strong communication between customers and business (Halstead and Reid, 2003). Like the way the organization sends its message toward its target customer, the user can provide their feedback,  the expectation to respective organization. This transmission of news, ideas, though renders service or products more customer friendly. A recent survey over 350 youths gives a solid indication about how youth are connected to the organization by proving their though to bring diversity in both product and service. Social media brings oxygen for infant firm who is new in the market, has little budget for marketing.   
Task Three
Part A 

Demonstrate appropriate use of technology and its applications in the workplace
Benefit from technology depends on how carefully a business organization uses these tools. The more precise use of technology is ensured, the more benefit business can derive. Even the right selection of tools is also important. As target customer may not use all social application (Eunson, 2007). Organizations are now currently annexed to different social media tools to deliver their message for rendering highest value in the business. the business organization is mainly focused on three big social media which is LinkedIn Twitter, Facebook. Now it is discussed below the proper use of some top social media on how it works to deliver a message toward its target customer 
LinkedIn: LinkedIn is considered the most innovative platform for business communication. According to Rachel Firth, “LinkedIn was initially a tool used by those in the Business world; we are seeing it spread across all sectors”. LinkedIn is such a social networking site which helps professionals to work in different fields and stay connect with different countries LinkedIn is mostly popular toward those stakeholders who seeks a job (Barney, 2014). Because it's a platform of both expertise and freshers who want to be expert. As a conclusion, it contributes organization by selecting employee among talent by judging their profile. It saves time and gives a better-skilled employee to the organization. This media acts as a bridge by connecting both organization and their potential employees. 
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(Source: www.linkedin.com)
Twitter: Twitter is an online social media which is also known as a micro-blogging site. Users writer about whatever they want, whether it be philosophy, politics, personal feeling, sports, cooking, fashion etc. It is also a platform for entertainment (Technology, 2013).  Posting a message is known as a tweet. People make connections by following another People's account on this site. Important news of the world spread* very firstly on Twitter.
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Source: (https://twitter.com/amazon)
Facebook: At present Facebook is the most famous online social media worldwide. It is a big platform for posting thought, messages, videos, and photo. Users can make many friends on Facebook (Gradmann, 2011). The page can connect millions of users and promote their thought. it is a cost-free platform for both individual and organization. From that view, an entity can take advantage of capturing such a big number of customers.
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Part B

Evaluate the possibilities for communication and collaboration in the workplace that use of these social networks might provide
 Business entities can expand the level of efficiency as well as effectiveness to run its organizational processes and activities by making a proper platform of communicating with employees and important stakeholders of its business arena (Gifford, 2013). Proper communication among employees, stakeholders, and other parties creates such strong platform to drive value. It must increase level production and ensure efficiency. Above the report, it is discussed three main social networking communication tools that are LinkedIn, Twitter and Facebook. If respective employees, as well as other parties, are stay connected with such social media, the firm can remove communication gape. All parties easily can attain the same information at a time without any third parties. even it contributes as a time-saving mechanism for the firm. Apart from this relationship must be more solid among employees as they will also interconnect with each other. as a result, a tremendous business environment takes place which can generate productivity level significantly (Cahn, Haasen and Kramer, 2005). Even this is not the end of exploring benefit from the social application. Along with such benefit, employees can have skills development practice through a number of actions.
Task Four 
Discuss any measures that might be appropriate to safeguard personal and professional security, legal, ethical issues. 

In each social application, there are some terms and condition for keeping account safe. A set of question, the verification process is given by each social application tool. It ensures the safety of users. Despite any conveniences of hacking or other activities, the account will be automatically locked and need verification. Which is only possible by original users? All of the above procedure is given by application. Apart from the above apps’-based procedure, to be safe from hacking users or business entities can use multiple accounts (Barney, 2014). Because apps-based solution may not properly work for all time. under such case, users or company can go for having multiple options of keeping data safe. This is not enough to be fully protected. The big organization needs to appoint professional IT specialists who are very prudent in ethical hacking activities. These specialists can prevent the fault of websites, accounts which are used for communicating (Eunson, 2007). Users also need to use different kinds of software to be safe from the virus. Because mail cam contains the virus. if someone is not aware of using such software, the virus can easily damage the files. 
Evidence of personal social media:
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Conclusion
This study has shown how technology makes a flexible path for the business environment (Baguley, 2009). It shows a complete relation between people, social media and organization. Study focus on driving value from connecting social media. Whereby utilizing tools and selecting the accurate process of running tools, any company can make a better business environment to drive value. The report finally gives an idea about the usage of modern technologies and communication tools for improving the efficiency and effectiveness of the workplace. 
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