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[bookmark: _Toc512517510]Introduction:
 Technology has become a part of our everyday life and digital skills are important for our workplace. Therefore, policy makers have taken initiatives and developed a wide range of online learning, networking, employment and information opportunities and ensured that all individuals have digital technology access to take advantages of these services. 

[bookmark: _Toc512517511]Use of modern technologies within the Workplace: 
Technology in the work place means the use of the technology for the effective management of the organization as per Mackenzie, A (2005, p 986). The modern workplace has to stay smart in order to provide the relevant smart technology environment for the modern interconnected workforce and aimed to assist the employees to perform at their level best. According to Nah et al. (2005, p966), smart technology make it possible for organisations to conduct business more effectively and efficiently. Coursari and Kim (2011, p89), 
Technologies such as email, computers, smart phone, tablets etc have revolutionized the workplace and the popularity of these devices has grown significantly in recent years. As stated by Do et al. (2011, p66), several billion individuals carry these devices today, and they are becoming reachable almost anytime, anywhere.
[bookmark: _Toc512517512]Web Based Email: Web-based email accounts such as Hotmail, Gmail and Yahoo Mai which are usually free email accounts and are operated from website. Web based emails are very important in workplaces for communication. Companies communicate and share their data, important file and image with their staff via email or web-based email. Emails can be delivered extremely fast when compared to traditional post. 
There are different types of Web based email such as Gmail, Yahoo mail etc.
[bookmark: _Toc512517513]Gmail: Gmail is one of the most comprehensive web-based service email available there. It has Huge storage space, easy to access, less man power required to maintain, can be synchronized with outlook, security of data etc.
Gmail has some negative side as well to use in business or work places such as Email from Gmail cannot be named of my company and I cannot be fully owner the account because of Google policy, I am not allowed to register a company page on LinkedIn via Gmail Email etc. 
[bookmark: _Toc512517514]Yahoo mail: Yahoo is more than just another online email provider and has products and services ranging from maps and movies to photos and technology. It’s an online company with specific advantages over other online companies. Yahoo Small Business, for instance, helps us create an online store that can make us money.

Disadvantages of yahoo mail are it has too many ads that annoy the service users a lot.

Compare between Gmail and Yahoo:

	Yahoo
	Gmail

	· Yahoo we can attached only 5 files at a time.
· Yahoo web page provide so many  
· Yahoo provide so many news, advertise on there page .
· Yahoo has 30GB free storage.


	· We can attach file as much as I need at Gmail
· Gmail account can be access in you tube, outlook, google doc, Picasa etc many way.
· Gmail focus on only mail.
· Gmail has 60GB free storage.


According to this comparison Gmail is better than Yahoo because Gmail has more free storage, more file can be attached and quicker file sender. 
[bookmark: _Toc512517515]Tablets and Smart Phones: Mobile technologies, such as mobile phones and tablets, have become increasingly popular in the work places for past few years. As stated by (Do et al. 2011), several billion individuals carry these devices today, and they are becoming reachable almost anytime, anywhere. We can get access of the internet on all of these devices and conduct many aspects of our business on them on regular basis. According to Bagchi (2010), the hardware devices and wireless networks are evolving rapidly in the commercial landscapes of information technology, and hence they are enabling the realisation of high-end mobile computing applications. 
Advantages: Biggest advantages of working on phones or tablets at the work places and the reason why people choose to use these devices for work purposes, is their portability ( Damien Gelder, Google Scholar). Smart phones provide an important tool in the everyday lives of consumers. In addition to the report created by (Gartner 2012) that shows a significant increase in popularity of smart phones, several relevant research efforts also verify this trend: Cheng (2007, p349; Kang , 2011p98; Palit et al,2011 p76; Xu et al, 2011, p295).
 Disadvantages: Working on tablets and phones certainly offer us a world of benefits at the same time there are some disadvantages to them. Use of traditional keyboards are more comfortable than the ones on phones and tablets and also these devices may not be able to deal with a large amount of data. In addition, the screen sizes of phones and tablets are smaller than the ones on desktops or laptops and, because there are fewer ports, it is difficult to connect other devices to them.
Web Conferencing: “Web conferencing applications are multimedia systems that allow various remote collaborations with multiple types of resources” (Suduc, et al., 2009). The people can participate any conversation from any location by web conferencing which is allow the cooperation between teams’ members to achieve common goals (Suduc, et al., 2009).
[bookmark: _Toc512517516]Advantages: Web conferencing is easy to connect to any conversation and it can provide audio/ video meeting. We can get instant customer feedback from web conferencing. Web conferencing made a meeting easier and it can be decreased our travel cost. (Anon., n.d.)
[bookmark: _Toc512517517]Disadvantages: Web conferencing is very expensive because it needs special hardware or software. We need same speed internet from both side otherwise we can miss the meeting. (Soffar, n.d.) 
[bookmark: _Toc512517518]Compare between smart phone or tablet and web Conferencing:
	[bookmark: _Toc512517519]Smart phone and tablet
	[bookmark: _Toc512517520]Web conferencing

	· [bookmark: _Toc512517521]We can use smart phone and tablet for our personal entertainment.
· [bookmark: _Toc512517522]Smart phone or tablet can upload so many software as like web conference.
· [bookmark: _Toc512517523]Smart phone can be used for Wi-Fi and another network.
· [bookmark: _Toc512517524]Extra charged for international call by smart phone.
· [bookmark: _Toc512517525]Restaurant business use this technology to take an order and online delivery. 
	· [bookmark: _Toc512517526]Web conferencing only use for profession.
· [bookmark: _Toc512517527]Web conference allow smart phone, tablet to share screen and data.
· [bookmark: _Toc512517528]It can be used by Wi-Fi only.
· [bookmark: _Toc512517529]Web conferencing can be used for free international meeting.
· [bookmark: _Toc512517530]Web conferencing does not use in restaurant. 


[bookmark: _Toc512517531]According to this comparison Smart phone and tablet is more useful then web conferencing for our personal and professional life. 
[bookmark: _Toc512517532] Exploring Social Media: 
[bookmark: _GoBack]Social media is used as one of the most important communication tool in the workplace these days. Social media can help our marketing, communication and information gathering at work place. Most organizations that use social media to communicate with external parties have a multipronged strategy that crosses various platforms (Piskorski, 2011). For example, they maintain pages on popular public social networking sites like Face book, Twitter and LinkedIn.
Facebook: Facebook users can use for keep in touch with friends, their regular update, upload their pictures or videos and also some users are use it for online business. People open their business page at Facebook and upload their product’s pictures, sometimes they share their live video on Facebook page.
Twitter: The people can use Twitter as a processional media also they can communicate with their friends and therefore, it has professional information benefits (Utz, 2016) .
LinkedIn: LinkedIn is more useful professional social network rather than Facebook and Twitter. People can find new job information from this network because it is linked with professional colleagues or many important business people therefore, people use this network to get more professional information benefit (Utz, 2016) .	

[bookmark: _Toc512517533]Social media as tools for sales promotion: 
[image: C:\Users\Md. jane Alam Sarder\Desktop\marketing\IMG_0420.PNG]Social media is a technology that many companies such as a huge grocery superstore Tesco have embraced. It is a very useful marketing tool that can reach a large number of potential customers. Tesco is promoting their new breakfast food which is call school run porridge to their customer.
 Social media marketing consists of the attempt to use social media to persuade consumers that one's company, products and/or services are worthwhile. Social media marketing is marketing using online communities, social networks, blog marketing and more. Lazer and Kelly’s (1973, p789) define social marketing as "concerned with the application of marketing knowledge, concepts, and techniques to enhance social as well as economic ends and reduction in overall marketing expenses.


 (
Figure 
1
 Tesco marketing at face book
)



[bookmark: _Toc512517534]
Social media as a tool for Information Gathering: 
Gathering information is the act of collecting information from various sources through various means such as Interviews, Questioning, Questionnaires, Observation, Study of existing organizational documents, forms and reports, Information collection etc.
[image: C:\Users\Md. jane Alam Sarder\Desktop\marketing\IMG_0422.PNG]In this image Sainsbury using their twitter account for information gathering which is   very effective to send their information to the customer. At workplace we can use 

 (
Figure 
2
 Sainsbury's news at twitter
)Face book, Twitter, LinkedIn and other social media platforms help people get connected but they also help pen testers find out about information about consumers such as likes and dislikes, family, kids and hobbies etc. With this information, pen testers and malicious attackers can craft phishing emails or wishing calls with the right emotional triggers to successfully con their target.  




[bookmark: _Toc512517535]Social media as a tool for Communication: 
Social media are very seriously used in work places as tools for communication among employees. Email was one of the biggest things to happen to smart office communication and it is still the dominant way of communication. But there is a rise of communication packages that integrate video chat, image sharing, voice chats and traditional messaging into one platform. In addition, more and more communication tools are adding on productivity functions such as file sharing, AI and real time collaboration to create all-in-one packages.


[image: C:\Users\Md. jane Alam Sarder\Desktop\marketing\IMG_0421.PNG]This image is showing customer review about Asda new lemon meringue flavoured tea and spicy bean burger which is very popular to Asda customers. They are sharing  positive feedback by twitter .   
The ringing desk phone is a pretty archaic form of office communication. Email, as modern as it seems, is also losing its place in the office of the future. Today’s emerging communication tools go beyond simple interaction to provide full-on integration for maximum productivity. There are many communication technologies commonly implemented in organizations that allow workers to do one of the first three activities summarized in the definition above. For example, e-mail allows people to exchange messages.
 (
Figure 
3
 Asda customer review 
)
	






[bookmark: _Toc512517536]Conclusion: 
Social media platforms such as Twitter and Face book enable the creation of virtual customer environments where online communities of interest form around specific firms, brands, or products. To gain business value, organizations need to incorporate community building as part of the implementation of social media. 

More and more firms are using, or plan to use, social media platforms such as Twitter, Facebook, blogs, and client-hosted forums to communicate with their customers. But simply creating an online presence is not sufficient to ensure that a firm will gain business value from social media.
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@ Rachel made our spicy bean burger
recipe and said she and her kids loved
it! They're the ideal meal for
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Looking for a fuss-free yet tasty start to the day for
you and your little ones? Try Robyn’s ‘successful’
school run porridge. With wholegrain Quaker Oats
topped with tasty bananas and juicy berries,
fruit-filled breakfast that your whole family can enjoy!
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