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[bookmark: _Toc532923406]An Overview of the 21st Century Workplace     
Modern technology has come a long way from the turn of the century, in the last part of the 20th century there were few fewer technology tools workers would type on typewriters, posters would be standard practice to use for a presentation however things have changed significantly over the last 20 years, technology affects almost everything we do today and also influences most plans for the future. The most significant changes the 21st century have seen is the cloud; cloud computing is best described as a model for enabling convenient on-demand access to work on the go. There are five main benefits of the cloud, cost, efficiency; it is easy to use, it's up to date, it as scalability to produce a range of capabilities and its mobile. (2012) There are many advantages of using the cloud it allows customers to have access to resources with faster connections and larger storage capacity it will enable employers to work on the go using service from unlimited locations around the world the cloud specialises in data security and can be cost-saving and environmentally friendly, you can also face disadvantages such as internet reliability, slow connections but as a whole the cloud as made the modern workplace flexible allowing your staff to use any device anywhere making working more effective We have come a long way throughout the 21st-century technology is continually evolving mobile cell, WIFI social media all with thanks to the cloud allowing these technologies to be fast and efficient and up to date.
Data are values of qualitative or quantitative variables, belonging to a set of items. Data in computing are expressed in a structure, often tabular, a tree or a graph structure. Data are typically the results of measurements and can be projected using graphs or images. Data as an abstract concept can be viewed as the lowest level of abstraction from which information and then knowledge are derived. Raw data, i.e., unprocessed data, refers to a collection of numbers, characters and is a relative term; data processing commonly occurs by stages, and the "processed data" from one step may be considered the "raw data" of the next. Field data refers to raw data collected in an uncontrolled in situ environment. Experimental data refers to data generated within the context of a scientific investigation by observation and recording. In discussions of problems in geometry, mathematics, engineering, and so on, the terms givens and data are used interchangeably. Such usage is the origin of data as a concept in computer science or data processing: data are numbers, words, images, etc., accepted as they stand.
I have used the app survey monkey (2020) to create an online questionnaire (see appendix) to collect and store some categorical data that I could then analysis, and my inquiry was then uploaded to Facebook with the help of social media to reach an audience that was appropriate for what I was looking for, my survey was in short just asking some past, present and future customers of flower arrangements that I have sold for a little bit of feedback I felt that ten questions were enough with appropriate questions, a goal of mine is to set up a flower business. However, I have made and sold many arrangement’s it was interesting to get an honest and anonymous view of my work and to get a bit of feedback on the type of buyer, for example, age-range. Still, you can read information quite clear it is much easier on the eye to look at a graph chart to obtain a more in-depth insight to the data that is being presented below is a bar chart that I made using excel.
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An in-depth look at technologies used in own workplace
As a domiciliary care worker you would have a company mobile phone and the mobile app Quickplan which has a system to plan out staffs rotas it also allows the office to track where the next available carer is in an emergency by merely looking at their last location, it could also help find the nearest carer to cover a call in a crisis. The app allows you to receive live update information needed to cover all of your visits. It is an essential link between yourself and the coordinators at the office. Using Quickplan you can log in, and out of all calls which is also helpful tool to confirm attendance at a request, it also allows carers to link up to do a double call on the Quickplan app it will give you contact details of the carer you will be working with, when you log on to Quickplan, it will pull up a tasks list to let the carer know all of the tasks that they would have to carry out for the next two days. To log in at a call, you would need to scan a tag each service user will have their unique card so it is not possible to log into the wrong task as the app would not allow it, once you have successfully clocked into a call and completed all tasks you would need to scan the service users tag to clock out successfully. As well as pulling up jobs the app with pull up personal information of the service user such as name, address a critical safe number an emergency contact number and client notes this information should be always be kept in confidence, the legislation that covers this is the (DPA) data Protection Act 1998, Quickplan is a secure system that can record and store the information needed to work out in the community. Quickplan also allows me to work as a lone worker. As a care-worker, this means you can work without constant supervision Quickplan can monitor my safety, and your office can provide supervision regularly. Legislations that will cover me while working as a lone worker are the health and safety at work act (1974) and the management of health and safety at work regulations (1999) as a domiciliary care worker it is your duty to work closely with these legislations you are responsible for the protection of yourself and the service users that you care of.  Quickplan uses the cloud, which allows you to keep up to date with any information.
In contrast, on the go sending information in real-time, Quickplans cloud-based software is updated automatically, so you are always on the latest version this is essential for the coordinators at the office, it also ensures that your customers data is protected with physical security, data encryption, user authentication, application security, and more. Using the latest firewall protection, intrusion detection systems, and proprietary security products, QuikPlan gives you the peace of mind that only a world-class security infrastructure can provide. (Quickplan, 2020) The Quickplan software allows my company to meet CQC and government standards the system also helps to improve quality, efficiency and profitability.
Although I am aware that my company uses far more technologies in the office for example computers and apps for storing and handling sensitive data, social media for promoting their business etc. it is the app Quickplan that will allow my work as a care worker-run smoothly and effectively.
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“QuikPlan Home Care Software is a cloud-based staff rostering, care management and finance system that automates time consuming domiciliary care processes whilst reinforcing CQC compliance.”  Qickplan (2020)
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[bookmark: _Toc532923409]An exploration of the use of social media in the workplace generally
There are many advantages of using social media in the workplace if approached correctly social media can be a great platform, where business or company can create awareness of their brands if used effectively advertising can be cheap or sometimes free. it is a growing trend for companies to use sites such as Facebook, Twitter, LinkedIn, Instagram to name but a few, companies can promote, advertise, find new customers or build strong relationships with existing customers, social media can reach a worldwide audience in seconds. I have read an article 9 Social Media Goals to Help Boost Your Strategy in 2020 (2020) which is quite relevant and up to date with growing trends on social media today, it is important to keep up to date and to be aware of changes if you keep up with the trends you can use social media to its full capacity, if done right you can't go wrong. social media is easy to use someone with the littlest knowledge of I.T is more than capable of using this platform however there are some downsides if inappropriate information was to be uploaded it could have serious consequence and anything you wanted to leave behind you can resurface at any time causing public humiliation or an overbearing public opinion it is important to be cautious whilst using social media according to donna Reynolds (Reynolds, 2019)"workplaces need a social media policy" she wrote an interesting article in The Scotsman with a good argument on how employees should take responsibility of their own actions in the workplace. ''Consequently, the use of social media has become a big part of our working lives. The trouble is, it's often misused by employees and this is claimed to cost Britain's economy billions of pounds every year through time theft, cyberbullying and data protection breaches. The other problem is, employers are often quick to come down hard on social media 'offenders' - maybe because it is renowned for its global reach - without giving enough thought to whether the punishment fits the crime or whether there should be punishment at all.'' donna argues a great example on safeguarding employers and employees alike ''Employers and employees would both benefit from being clearer about the type of conduct considered inappropriate and to what extent personal social media accounts should be used for work purposes as well as the extent to which outside activities more generally might be addressed at work. Having a social media policy will help set boundaries and spell out the consequences for breaching the rules.''(Reynolds, 2019) another aspect to look at with social media in the workplace is the effect of employees performances according to Muhammad (Cetinkaya and Rashid, 2018) ''Use of social media in the workplace may negatively affect the job. For example, social media usage at workplace lead the employee to misuse of organizational resources, official time, and has often been perceived as an employee deviate from the workplace, violating the standard operation procedures of the organization. Consequently, social media weakens employee job performance. However, researchers believe that practitioners can increase the efficiency and productivity of the employees by adopting social media in business processes''(Cetinkaya and Rashid, 2018) although not all bad Muhammad’s conclusion was ''Findings proved that employees perceive social media as a useful tool at the workplace and has a strong effect on their performance. Similarly, practitioners prefer to use social media in the workplace to increase the performance of their employees. Results supported that "usefulness" component of social media strongly correlated with employee job performance especially with task performance and contextual performance. Hence, it is suggested that higher management ought to develop policies, procedures, rules and regulation about social media usage and encourage them to use it for work purposes at the workplace to gain its utmost benefits.''(Cetinkaya and Rashid, 2018) 
It is essential to keep social media platforms secure and ensure all personal data is handled appropriately I have read an article on sage journals discussing the main changes to data protection regulation and the general data protection regulation (GDPR) ''Under the old rules, data collection did not necessarily require an opt-in, but under the GDPR, clear privacy notices are required to highlight to individuals that they are giving personal data and that may have an effect on their privacy, thus allowing them to make an informed decision on whether they consent to allow their data to be stored and used. This consent can be withdrawn at any time" (Laybats and Davies, 2018). There are seven main principles for the GDPR law 
· Lawful, fair and transparent processing
· purpose limitations 
· data minimisation 
· accurate and up to date processing
· restriction of storage in a form that permits identification 
· confident and secure 
· accountability and liability



[bookmark: _Toc532923410]An in-depth look at the use of social media in own workplace 
I currently work for Swansea bay homecare service  a family-run registered domiciliary care company Swansea bay have been operating since January 2016 on carrying out my research for this part of my assignment I investigated the use of social media in my workplace something I never really needed to look at before due to the nature of my job it was something not needed,  my research shows Swansea bay does not have a great online presence with just an initial web http://www.swanseabay.care/index.php/services page  and a Facebook page, I feel the Facebook page is effective as it is where I heard about the company and that they had job vacancy other than advertising jobs the page is not  needed or rarely used Swansea bays Facebook page was last updated November 2019 it is possible to leave a review on the company and care provided which is useful for future customers or just allowing existing families to leave recommendations
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social media has changed networking web pages like Facebook Instagram, and Twitter can give you a platform to  a broad audience social media is one of the most productive places to network, you can find like-minded people by just sending a simple tweet it is essential to build a credible online presence, and your goal is to engage with like-minded community always being professional with good behaviour and social grace with focusing on the quality of your interactions rather than the quantity having a more extensive network could open up more full opportunities for you, it’s best to keep your social networking account private to your professional networking accounts.
 
Your social media could both enhance or destroy your future career prospects you are continually creating an online digital footprint your footprint is a collection of content that you have shared on social media it is also essential to be aware that a potential employer is likely to search your digital footprint to see if you are an appropriate candidate it would be sensible to create a positive online identity keeping your posts of good quality and professionally acceptable, ensuring you think positive  about the image you want to perceive.




[bookmark: _Toc532923412]LinkedIn Profile
Linkedin is a social media platform aimed at professionals that allows you to network and create a professional portfolio and professionals discussing matters. Before starting my research for this assignment, I had never heard of Linkedin because I was not familiar with the site I found it quite hard to get to grips with, setting up my account was straight forward and was just as easy as Instagram or Facebook to set up however the site itself I fell is aimed at big CEO, companies or professionals and made me feel outside of my comfort zone as at the moment I am working as a domiciliary care worker I think there is nowhere I can progress with a career on Linkedin however my long term goal is to set up my own business as a florist although I do not think I will use Linkedin I feel a business page on Facebook or Instagram will help me reach the audience needed although I feel Linkedin is not going to be helpful for myself I can see it is an excellent platform for professionals and business alike. 
Another advantage of having a Linkedin account is that you can draw a line between your personal and professional life, keeping your professional information, for example, C.V, qualifications, skills and so on available for professionals alike to engage and strike up conversations. allowing you to network with peers informing you of potential jobs and generally promoting yourself in a positive light.
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[bookmark: _Toc532923413]Conclusion
After researching 21st-century technology and technologies in my workplace, it is clear to see that in this modern era that we have come along was and continually evolving with social media playing a significant part in our personal and professional lives I feel that if it's used correctly, it is an excellent platform to showcase and sell your brands or yourself, social media can help get a workplace of the ground, but like most things, there is a downside and can carry risks, We should be aware of this: a digital footprint is sometimes irreversible. It can leave lasting damage to a person's reputation or business. In conclusion, I feel it would be best practise to be more mindful and consciously aware of our professional behaviours and the lasting damage that we can do, and that is so quickly done daily in the modern workplace.
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florist business market research
as many of you know I have been working on setting up a small business in floral design I am looking for some feedback from past, present, and future customers thank you for taking your time to fill in my survey. 
Question Title
1. what is your age 
Under 18
18-24
25-34
35-44
45-54
55-64
65+
Question Title
2. are you male or female
male
female 
prefer not to say 
Question Title
3. how often do you by flowers
 once a week
twice or more a month
rarely 
never
Question Title
4. what do you typically buy flowers for
gift for someone
birthday, wedding or special occasion
thank you gesture 
for yourself
funeral 
Question Title
5. have you purchased flowers off me
Yes
No
Question Title
6. were you happy with your flower arrangement 
Yes
No
Question Title
7. would you buy again
Yes
No
Question Title
8. would you recommend my work to friends or family 
Yes
No
Question Title
9. how did you here about my work
word of mouth 
friend or family 
Facebook 
Instagram
Question Title
10. would you support a small business
Yes
No


Survey monkey results 
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