


Digital Skills Task 3 Report Guideline
Task 3 of 3 – Report – 1000 words (40 marks) 
Choose one of the following topics to complete. 
Write a 1000-word (+/- 10% is allowed) (Word count does not include the words used in the cover page, table of contents and in the list of references) report 
Either on 
The role that social media tools such as LinkedIn and Facebook can have in the recruitment of staff. 
Or 
How social and digital media can be used to reach a wider customer base. 
In your report, you must use relevant literature to support and develop your points and must consider the advantages and disadvantages the social media tools can have for a business.
Your report should include-
Table of Contents: Highlight all the points you are going to discuss with the relevant page numbers
Introduction: Introduce your report topic, Introduce the key points of your chosen topic with further elaboration (like what social media is, advantages and disadvantages of social media).
Main Body (Feel free to add more sub points if required under the main body based on your chosen topic)
The role that social media tools such as LinkedIn and Facebook can have in the recruitment of staff 
OR
How social and digital media can be used to reach a wider customer base. 
Include the advantages and disadvantages of different social media tools on Businesses
Conclusion: What did you learn from this report with some concluding note if you find anything else to discuss.
List of References: Please use at least 5-6 different (Book/e-book, Article, Website, Journal, Conference Paper etc.) credible sources.

Please also do not forget to use in-text citations in the body of your report
