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Executive summary
With the advancement in the fields of science and technology, the environment of the workplace has evolved. Modern technology has found its place in the workplace. The most prominent in this regard is the use of social media in the enhancement of the effectiveness and efficiency of the workplace. There are thousands of small businesses that offer their products or services regardless of distance, for example, those who sell their software as a service, create applications or work as a freelancer. Theoretically, one can bring the business to the world level, at a relatively low cost, but there is a plan even more realistic. A person can cover several neighbouring states or get customers from other parts of the world who are willing to pay more. For example, if an individual is an exporter, say, of downy shawls, then the cost of the Internet to promote the brand, can give a good result, because for work, she or he, has a world market. Similarly, social networks can help save money, because often the cost of traditional advertising exceeds the average budget of small businesses. Thirdly, a small business should get the most out of the spent advertising budget. And in conventional forms of advertising, there are very few, cheap ways to attract the attention of customers, compared to social networks. The concept became so acceptable in business that advertising schemes appeared to attract the most relevant audience. To fulfil most of the plan, to promote the brand, you need to have a bright idea of ​​what you want. A strategy without a goal in social networks does not make sense. It means that one must have a way to measure the effectiveness of her or his campaign. Fourth, the social media strategy is based on the management of the brand's reputation, (“The History of Social Media and its Impact on Business - ProQuest,” n.d.).
Furthermore, social media and technology have proved beneficial in workplaces, with more collaboration among team members and colleagues and generating more revenues, (Townsend et al., 1998).
Introduction
Social media or social networking is a collection of online technologies, and it enables the individuals to communicate with one another. This communication is the primary purpose of social media. Communication through the social media may be of various types, such as the sharing of the one's opinions with others, sharing of one's knowledge and experience, and information about a subject. Also, it may involve social interaction, sharing of media like music, videos, photos and educational content and the representation of news, (Fuchs, 2017).
 Social media began with the electronic bulletin boards in the era of the 1970s. These served as the first form of online platforms to enable users to log in and communicate with others. Another type of social media at that time was the emerging dating sites. According to a strict interpretation of the term social media, these online dating websites classify as the first ever social networks, (Boyd and Ellison, 2007).
	In this regard, LiveJournal, launched in 1999, was the first serious attempt at utilising the internet for communication via written blogs. It served as the primary inspiration for the appearance of later social networks like MySpace, LinkedIn, Facebook and Twitter. The websites like Twitter and Facebook have taken the entire world by storm. Individuals do not only use them for personal communication but also have found extensive applications in business and other workplaces, (Bennett et al., 2010).
 Social media can be divided into seven types; 
· Blogs
· Social networks
· Joint projects
· Online communities that produce collective content
· Geosocial services
· Online games
· Online communities and groups, (Flew, 2005).
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Furthermore, several online tools can be utilised in a workplace and enhance the productivity and efficiency of a workplace. Some of the essential tools in this regard are the Dropbox and Microsoft OneDrive. 
Dropbox
	Dropbox assists the colleagues in a workplace to collaborate with each other. Valuable data can be put in the Dropbox which can be accessed by other colleagues. Established in 2007 by students of MIT, it serves as a cloud storage. The content dropped in the Dropbox is synchronised with its servers, and hence it updates the data on all the devices in the workplace on which Dropbox is installed, (MICHAEL WALLACE, 1989).
 It has increased the productivity of organisations manifolds. The firms that have extended operations on a national or a global scale are the ones that have benefited the most from this service. The teams of employees far away from one another are now interconnected with a continuous and updated sharing of information and corporate data. It has effectively eliminated the boundaries of collaboration in the workplace. Such a phenomenon has resulted in the increase in productivity and hence the financial profits of organisations.
Microsoft OneDrive
	OneDrive is another service almost similar, developed by Microsoft. The companies that handle big data on a regular basis have integrated it into their everyday functioning. Collaboration among different corporate offices and management of digital assets have become much more accessible and efficient.
 OneDrive creates a cohesive storage for critical data, and since Microsoft develops it, the office applications like Microsoft Word, Excel and other office software readily integrates OneDrive. Less time is spent on searching various workstations, hard disks and network storage spaces for data. The cloud storage provided by Microsoft OneDrive presents a quick solution and a centralised location for information. Furthermore, the content stored on it can be accessed from anywhere at any time, which means that an employee can also work at home in certain circumstances, (Bingham and Conner, 2010).
	As it creates a uniform format for all the documents, it increases the productivity of the workplace due to uniformity. On the same note, it also has a co-authoring feature where online data can be edited, and the editing can be viewed in real-time, (Adams et al., 1992).
Practical Use of Technology in Workplace
	Although modern technology has been the subject of much criticism due to its ability to decrease the physical interaction among humans, its benefits cannot be discounted. However, technology has benefited businesses and workplaces a great deal. What is required is the efficient use of technology that enhances the functioning of employees in a workplace rather than inhibiting their capabilities. They save time and this saved time, in turn, may be utilised for the much needed physical interactions among colleagues, (Schmidt and Kunzmann, 2006). Some of the useful ways technology can be integrated into a workplace are listed below; 
· Use of Technology for Organized Data
Cloud-based data storage and sharing tools like DropBox and OneDrive are very useful in organising data and documents in addition to their sharing. The data is held on these platforms, and hence the employees keep on track. Once the information is safely stored, people can focus on other essential tasks like operations, marketing, and sales, etc. Furthermore, these technologies have provided a safe and secure location for the placement of data, (Angela D. Benson et al., 2002).


· Performance Evaluation
It is imperative for the employer to assess the performance of the employees on a periodical basis. Several tools to manage and evaluate performance such as BambooHR and ClearCompany can be utilised for this purpose. These devices effectively manage these requirements by reviewing the performance of employees and generating a performance review. Furthermore, they have also eliminated the necessity of spreadsheets and human effort in this regard. One just needs to put in the objectives and factors established for the employee and the rest is up to this software, (Black and Lynch, 2001).
· Communication
One of the most crucial roles the modern technology plays in a workplace is the ease of communication. Although email has been in use for discussion for quite a long time, it is not as quick as one wants in some instances. Instant message applications such as HipChat and Flowdock are much faster than the traditional email. One can quickly ping a colleague and also share documents and files. Another option available on these modern technological applications is the creation of customised chat rooms, (Brown et al., 2010). A team working together on a project can highly benefit from this feature. Also, tools like Wrike and Asana assist in the management of projects, and one can keep track of an ongoing project and assign tasks to others holding in regard the deadlines, resources, and constraints, (Bruce, 1999).
· Team Engagement
Technology has provided people with a wide range of ways to engage colleagues and employees and develop their interest in the tasks assigned. TED talk videos can be shown to employees to inspire them and create motivation among them. Such videos enhance creativity and stimulate the functioning of employees’ minds. Also, software such as Bonusly (peer to peer recognition application) and co.tribute involves colleagues in donation processes. The use of technology is vital to empower the work team and enable them to share ideas and concepts. Such technology creates enthusiasm among them and such enthusiasm results in higher productivity, (Black and Lynch, 2004).
Conclusion
Technology has widespread uses in business and workplaces. Various online tools and media are now an integral part of every major corporation. Companies have expanded, and higher revenues are currently being generated due to modern technology. These technologies have created an environment of collaboration among colleagues and between employer and employee. In the contemporary age, work data can be accessed from anywhere at any time. Such an increased accessibility have produced positive results for firms regarding productivity and efficiency. Furthermore, keeping data secure is no longer such a big concern as it was in the olden days. Hence, it can be concluded that technology has had a very positive impact on the workplace.   (see appendix 1 and 2 for my online display in the social media network).
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