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1.1 Introduction

Studying digital skills I have evaluated what effectiveness of the use of modern technologies when in a workplace. I found this out by the use of exploring social media as a tool for marketing and information. This could mean by gathering and communication within the workplace, creating their own professional online presence to illustrate and evidence this research.

1.2 Technology
Technology is knowledge that deals with creation. This means their interrelation with life, society, and the environment, drawing upon such subjects as industrial arts, engineering, applied science, and pure science.
Technology has important effects on businessnes. Technoloy can be used for any type of enterprise and has  benefits that will help organsations make money, more profit and produce the results your customers demand. 

2.1 Web based email 
Web based emails are emails that can be delivered extremely fast these are free email accounts that are operated from a website. For example,
1.  Hotmail
2. Google Mail 
3.  Yahoo Mail
 This allow people to access their emails as long as they have access to an Internet connection and a web browse. Once online emails can be sent 24 hours a day, 365 days a year and instantly in a second once sent to particants. Web based mail means emails can be sent and received from any computer, anywhere in the world. This is advantage as you can contact people from all over the world as well as make your buisness establishment world wide or contacting outside suppliers. This can all be done by having Internet connection.
 
Web based emails are also very useful in a workplace setting as you can effectively communicate with all employees and customers. This can be done quickly and given to more then one person and can be done without using verbal or non verbal communication eg: via phone or face to face.

Using  web based software's like Outlook is effective as it has a personal contacts setting so you can email family and friends, setting tasks to meet when at work to meet, and having calendaring services to meet dealines, reminder of important dates/ appointments is a easy way to keep up to date with things and become more organsied and raises efficiency in the setting. 

 All web based  Microsoft based softwares are one of the world's first webmail services. This is very effective when setting up meetings, finding more information about a contact, dial into conference calls or jump onto online meetings.

Outlook emailing is defiantly a good way to communicate with each other or customers. As they start Outlook each morning, this consistent look gets them going every day with minimal to no training. Gmail on the other hand frequently tries a new experience e.g. new compose or new inbox.
When using web based emails at work organisation should have clear rules on how staff use their work email and monitor. if there are time limits for deleting emails no longer required for business purposes.

However, when using web based emails can have rhe recipient needs access to the Internet to receive email. If there is no internet connection emails can not be sent or delievered to other paricipants. As well as Viruses are easily spread via email attachments web based websites like outlook defend viruses from coming but they can still spread. 

Web based email can send an email to a user falsely claiming to be a legitimate company to scam the user into providing information. This is serious as personal information and bank account numbers. The details will then be used for identity theft. There is no guarantee the mail will be read until the user logs on and checks their email.This is called a spam email this can be found in unsolicited email or junk mail.
When recruiting web based emails are used often when employers recieve CVs from applicants or need to give feedback when employing them. Email are a easy way to stay in contact with employees or applicants needing recruitment this increases staff employablity.

2.3  Cloud file storage 

Cloud file storage is a method for storing data in the cloud that provides servers and applications access. When usong cloud file storage it is ideally used for workloads that rely on shared file systems. Shared file system is were you have a file system in which stores and provides shared access to file data. Users can create, delete, modify, read, and write files and can organize them logically. When cloud sharing you can access for multiple users to a common set of file data in the cloud. This is useful in a work setting as you can deliever or  send a shared message in a group or have it open so they can find it themselves As workers become more mobile and   global, gaining access to information needs to be quick and simple. Having security for file sharing in the cloud is managed with user and group permissions enabling administrators to tightly control access to the shared file data this is a way a work setting can be efficient.

The benefits when using cloud storage are scalability this helps its capability to cope and perform under an expanding workload. Cloud file storage provides the ability to start with the capacity and performance to grow your business. Many existing applications require integration with shared file services. Cloud file storage offer a advantages as there is no new code for secure reasons or, shared file access.  When using a computer Cloud storage allows you to use desktop folders and drag and drop files between the cloud storage local storages. Cloud  file storage is simaliar to web based emails as you can accessed them from anywhere via Internet connection. When working cloud file storage is durable as it can be used as backup-plan or stored on a data remote location. Cloud storage is very effective as it Operating file services with a low cost. Cloud file storage lets buisnesses have technical resources to other projects that bring more value to the business.
The disadvantage of cloud storage is usability.  When using Copy and Paste as dragging & dropping may result in removing the file from its original location which can cause problems in a buisness.Bandwidth is the amount of data that can be transmitted in a fixed amount of time.  When using cloud file storage you must becareful about bandwidth allowance. If exceeds, then cost may be significant when using cloud. Cloud file storage is not benefitcial If you have no internet connection or no access to your data. When using cloud storage security is a concern with the safety and privacy of important data stored remotely. Cloud file storage is a software based applicantion If able to manipulate your files locally through multiple devices, you’ll need to download the service on all devices first. Cloud file storage Share your stories, media files, and more all from a single cloud-based browser interface. Cloud technology enables editors across the world to collaborate on shared files and programs at faster speeds to companies with more than with just an on-site storage solutions. Cloud storage candramatically enhance 
Social media 
Facebook is an American online social media and social networking service company based in California. Facebook is the largest with 1.8 billion members and most used social network, where people spend more time on more than any other social network. Face book is a good recruitment tool as Recruiters, HR professionals and hiring managers  can create company pages  and  build a place where they can answer questions, discuss the company and share opportunities. They also use Facebook to share job leads which is effective when looking for a new job. Facebook is a way for candidates with skills and  experiences actively look for jobs. Recruiters can search for profiles by education,interests,past employment.
Facebook can be used in a work place as a way to talk to potential customers  or exsiting customers this can be done by posting and receiving messages to promote services. You share information related about your business which increases your credibility and promotes to a business. You can also build relationship with employees and other users and customers. For example if you are veterinarian you can post tips on how to look after pets, timing them according to when particular health issues arise or regualar vet appointments. You can also pay attention to what the market thinks about your business and talk to your employees on how to make your buisness more succesful.
Running a Facebook business page can help your reach and connect with your existing and potential customers. There are benefits when using Facebook for businesses and a few challenges.
One of the advantage is when coming Facebook is one of the largest social media platforms in the world. Your business’ presence will help you gain exposure will help you gain brand awareness to potential customers.Also when in a work place you can  post links to your website to help increase online traffic visits which allows you to target demographics, locations, age, gender and interests. When at work reveiwing likes can help start point to gather sales leads.
 You can use competitions and giveaways to gather email address to build your marketing lists as well as potential customers. Facebook allows two-way communication between businesses and their customers.Reviews and comments can be a great way to gather customer feedback and find areas for improvement. Using data from work to your page’s ‘Facebook Insights’ to understand what content works best and plan for the futur to help buisness grow. 
Facebook potential disadvantages :
When using and setting up a Facebook page you will have a lot of find a way to consume time . Member of staff who can take on social media duties and have enough time to manage the page well and create engaging content and working in a work enviorment can be a lot to do.
The staff member who manages your Facebook page may need training to ensure they have the right skills. This is so they can have a planned and create content, respond to enquiries and complaints in the page this helps effectively in business and is also a good employablity skill. To get the most from Facebook investment is need for advertising. This will require its own budget and could come out of a buisness profit.
The two-way communication nature of Facebook means that unhappy customers can voice their complaints for public or potential custmers to see. It is important to handle these complaints well when responding.  
   When using facebook with regards to any implication when using this social media website when it regards personal and professional secruity and know your rights and what Act and legislations to follow for example The Human Rights Act 1998 Article 8 gives a 'right to respect for private and family life, home and correspondence'. This means  that employees have a reasonable expectation of privacy in the workplace. As well The Data Protection Act 1988 covers how information about  all employees and job applicants can be collected, handled and used. 
When using Facebook at work all Employees should regularly check the privacy settings on their social networking sites. This way public views can be turned off if necesscary.If an employee is representing there buisness on facebook set appropriate rules for what information that should be disclose and the range of opinions they may express be expressed this helps personal information stay disclose and keeps the facebook page looking professional and can draw customers in that way.
[image: ]https://www.facebook.com/Soraya-beauty-200191593930631/?modal=admin_todo_tour
Twitter 
Twitter  is an online news and social networking service on which users post and interact with messages known as "tweets". When on twitter  it allows you to Write a short bio of articles you’ve published, your online portfolios using hashtags you can promote your buisness. This can you help you get discovered by employers who are looking to recruit in your field. When on twitter you can find the latest live job openings Many companies and recruiters promote on twitter or have their own adverts. This helps recruiters knows who specialize in your industry and job type, as well as target companies where you would like to work. The advantage of twitter when at work is that twitter has a range of use and benefits for business. Business. It lets followers communicate with you too and that way you can network to help better your business. For example, cinemas use Twitter to converse with patrons, recommend new release movies. Tweeting about special offers or new products can encourage your followers to find out more, potentially leading to sales. For example, tourism operators. 
[image: ]
LinkedIn. 
LinkedIn  is a business and employment-oriented service that operates via websites and mobile apps. Founded on December 28, 2002 and launched on May 5, 2003. Linkedin is the best website for when you are looking for a new job. Linked in gives you recommended jobs based on your existing profile. You can also platform showcast for projects, positions, awards, certifications, interests, achievements and hobbies this helps employers find potential applicants. You can also search recruiting jobs avalible. Linked in gives opportunity to ask for references as well as you can provide references which can be validated by potential employers. LinkedIn subscription  is used as a primary tool for finding candidates. The advantage of linked in is.People who are hiring are looking at your profile on LinkedIn.If you’re looking for work, you can take advantage of LinkedIn’s job search engine. Many top brands are using LinkedIn and find sutible candidates through job listings. LinkedIn enables your peers to endorse your skills and write up recommendations. People who are searching for networking connections or job candidates will take these recommendations into consideration. The disadvantages of linked in is that It takes time to learn how to use. It changes regularly so you have to stay aware of the changes which could cause problems in a buisness and you have to manage your reputation by managing your conversations that can be a barrier when communicating with potential customers.
[image: ]
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