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[bookmark: _Toc533375143]Introduction:
Digital skills within the workplace improve the condition of an organization. Digital skills cover ability to find, evaluate and use of information appropriately. Digital skills assist an employee by giving opportunities working well with others, ability to work independently, performing well in awful situations etc. Digital skills provide a new way of performing well within workplace. Digital skills increase productivity and help to build a good relationship among the concerned parties. Heightening the awareness of digital skills improve the workplace efficiency and employability. Digital skills are lifelong learning tools. Most of the failed employees are seen awkward in digital and contemporary skills. Our society has changed in last decade in the sense that the digital skills have been invented. Acquiring digital skills can provide what the contemporary society demands.
[bookmark: _Toc533375144]AC 01 Evaluating the appropriate use of contemporary techniques to improve workplace efficiency and employability
Integration of digital technology is observed in most, if not all, modern workplaces. These technologies help to make the operations much more efficient and effective. They simplify different tasks and allow individuals to focus more on developing newer skills. Digital technology portfolio with a significant number of systems which have different advantages when utilized properly. In the following segment, the report will explore the ways in which workplace efficiency can be increased by using different platforms and systems in health and social care.
Cloud computing:
Cloud computing is the use of a group of servers which are remotely connected with each other through the internet. They are used to manage data, edit data, store data and process data. The main advantage of cloud computing is the fact that the user does not have to be physically present at the central hub of the server (MSACMC411A, lead a competitive manufacturing team, 2009). They can login to the server remotely with adequate equipment and with proper clearance. They can use an account system which enables them to limit the entry of users as the ones with the appropriate passwords can access the information stored in the different hubs. It also helps to keep the data safe as they are kept in a segmented manner and can be arranged under one umbrella with an appropriate system. In health and social care, an individual might not always be able to seek health care form the same General practitioner or clinic. Under such circumstances it might be difficult for the service provider to provide a follow up treatment and wastage of resources will also be inefficient as the diagnosis will fall back to square one. Using cloud computing can increase the efficiency of the system as it allows GP’s and clinics to access information from other entities regarding the service users health records, diagnosis, medication etc. The information can be associated with the user through unique identifications like facial recognition, user account or finger prints. Using such a system can immediately connect the service providers with the relevant information which they can use to provide appropriate treatment (Building a Health Literate Workplace, 2012).
Dropbox:
Drop box is another cloud storage service with a much friendlier user interface and a data backup system which allows individuals and organizations to share data for collaborating with different units. It also backs up the data online that prevents the data from any kind of deletion or security threat (Costa, Goedhard and Ilmarinen, 2008). 
In health and social care, different units work together to diagnose and treat service users. These units need to have adequate collaboration among themselves to ensure most appropriate treatments. For example, the CT scan department can upload the image and relevant data online on the basis of need. The doctors can log in from their end and access the information which will help them to reach a conclusion in regards to the diagnosis of the respective patient. If the report were to be prepared and preparation of a physical copy was required, then a substantial amount of time would be lost in the process which would delay the treatment and might cause detrimental effects for the service user (Hilton, 2008).
Microsoft one drive:
Microsoft one drive gives targeted access to individuals through their Microsoft accounts. The merit of this system is that individuals can access respective information from hand held devices. This makes the system more effective as it offers a dynamic platform for accessing data. In health and social care, doctors can constantly be updated about different patients through their handheld devices. It saves time and cost. In addition, the data remains secure with Microsoft industry leading security. The system is also optimized for sharing complex data and syncing devices across multiple platforms (Connell and Teo, 2010). 
Cloud computing can provide several benefits to the users in terms of storing, managing, sharing, information across different platforms. And with this the system becomes quite efficient and minimizes the chances of error. It can also increases effectiveness of treatment s informed decisions can be taken swiftly without any delay. IN addition, these storage systems can be utilized to conduct medical researches and producing predictions for certain population or demographic. The knowledge can further add value to medical sciences and predict outbreaks by analyzing vivid trends among service users (McLeod and Wang, 2011).
Contemporary techniques of improving workplace efficiency and employability are important in running business no can ignore. Contemporary techniques enhance the productivity of an office. It’s the integral part of broader employment and 
[bookmark: _Toc533375145]AC 02 Identifying and evaluating a range of information sources
Information is one of the most powerful resources for all organizations operating with a purpose. In health and social care, different entities are providing different types of care. Some specialize in caring for dementia patients while other special in children with special needs. With increasing number of issues and increasing number of service providers it is becoming more important for entities to adopt appropriate marketing strategies to reach the necessary individuals for both providing service and running a business. In marketing, information plays a crucial role as it informs the strategies in terms of their adequacy in addressing user needs. In the following segment different sources of information will be evaluated in terms of generating effective information in context of the learner’s workplace experiences. 
Social media:
Social media has become one of the most effective sources of information gathering as it includes a large set of individuals with dynamic preferences and issues. Here individuals post information about their needs through forums and posts. These inquiries could be analyzed to understand the severity of a need and the degree of individuals associated with theat. The organization in which the learner works, utilizes this strategy to introduce new technologies and machines in their services and advertise the addition of such machines and technologies to attract respective set of individuals. This gives them priority over others. 
Newspapers: 
Newspapers often cover issues that affects a large set of people. These issues are sometimes related to outbreaks and epidemics. The learner’s organization keeps an eye out for such newspaper articles and features (Golder & Loke, 2010). And such news comes up, they tend to incorporate the necessary technologies in their system so that the affected individuals can be treated. Then these are marketed via different mediums for notifying the aggrieved population about the existing solutions. 
Communication with customers:
Different mediums are used to communicate customers at their convenience. Such mediums include online forums, social media, television, email etc. The learner’s organization communicates with their customers through their website along with the aforementioned mediums. The website has a comment and suggestion section. Individuals can also interact with customer service agent who can provide information on the services and facilities available in the organization 24/7. They also use social media forums and groups to market their services (Ragains, 2009). 
[bookmark: _Toc533375146]AC 03 Showing a competence in workplace data handling
Data handling refers ensuring the data is stored and archived in a safe place after the completion of a particular research work. Data handling covers both electric and non-electronic medium. Paper files, note book, journals all are counted as information. Before talking competence in workplace data handling, we have to know the field of data handling (von Stuckrad, 2018).
Data handling means-
· Storing of data
· Privacy of data
· Planning of data
· Archiving of data
· Sharing data
· Development of data
Competence of data handling in workplace is very important. Because disclosing or archiving data becomes harmful for particular people or organization in most of the cases. Hence competency of data handling in workplace requires efficiency (Garner and Collins, 2012).
Acquiring competency in data handling long planning is needed. Generally it depends on the nature of research works and sponsoring parties. Proper planning for data handling results in a great benefit. Competent Data handling in workplace shall be done keeping in mind the below points-
· What types of data are handled and its impact on society
· What types media are used handling data and its capacity, capability
· Who can handle the data and how much
· When, how, and who can share or keep the data 
Competency of data handling in workplace has some phases. These are described below-
Interpersonal and communication
When collecting data, collecting it clearly, concisely and confidently is important. Development and maintaining networks with concerned people facilitates collecting information. Even in the worst circumstances one should be modest and respectful. Before finally adding the information into the file, it should be checked by taking different opinions. It makes the information reliable and valid (Clissold, 2009).
Delivery of results
Every research work has its own goal. Maintaining the goal of a research work, the information should be focused. To be competent in data handling, one must set measurable and clear objectives of own work. The researcher must apply appropriate systems to deliver efficient data results.
Innovation and contextual awareness
Researcher should have awareness about environmental factors which can affect the contemporary policy.  Researcher should come up from old ideas come up with creative ideas. There are new challenges in innovating something peculiar but it also paves the way of new solutions (Ciulla, Martin and Solomon, 2009).
Specialist knowledge and expertise
Developing the expertise knowledge helps to carry out competency in data handling. Recognized and utilized colleagues can assist in this regard. Expertise helps understanding of security and privacy of data handling. Thus specialist knowledge and expertise provide a competent data handling in workplace.
IT skills
IT skill refers statistical skills for data analyzing, programming, data processing, generating big data sets, computing systems. These abilities help to handle data easily. Hence IT skills are conducive to competency of data handling on workplace. 
Data analytical 
Data analytical means analyzing capacity of data. Most probably it is the complex but vital points for gaining competency of data handling in workplace. Data analytical demands strong ability to work with coding language, developing software, using high performing computing systems, identifying relevant data, and understanding data visualization techniques (A Review on Imbalanced Data Handling Using Under sampling and Oversampling Technique, 2017).
For electronic media, it is risky to secure information. A yearlong research work can be vanished within a second by misuse of electronic media. Those who input data should keep in mind the below points to handle data in electronic media.
· Making individual file with passwords
· Managing access rights
· Updating virus protecting software regularly
· Updating storage regularly 
· Ensuring data backup files
· Diminishing physical access to the storage
[image: ]
[bookmark: _Toc533375147]Conclusion
In the end, we can infer the appropriate use of contemporary techniques is essential for improving workplace efficiency and employability. The contemporary techniques have a progressive outlook by which it provide a better workplace and employability. Workplace efficiency assists both the employee and employer by achieving their respective goals. Information is a key factor in contemporary techniques. Because information paves the way of study skills. This information demand proper evaluation and justification as we cannot know the validity of it by our open eyes. Gathering information, it is needed to handle them as if they are applicable for organizational works.  Data handling thus involves the advancement of an organization. 
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