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ABSTRACT
Digital skills and research methods are important in all organisations in these days. In this report I examined the importance, efficiency, advantages and disadvantages of some of these technologies within the workplace. Two main technologies investigated were: cloud technologies and social media. For cloud technologies I looked at cloud storage and web-based office applications and compared and contrasted Dropobox with Microsoft One Drive and Web Office with GoogleDocs. For social sites I established my professional online presence on Twitter, Facebook and LinkedIn to demonstrate usefulness of social networking in work context.
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Introduction
[bookmark: _Hlk534945867]In this report. I examine the usefulness and efficiency of digital technologies at the workplace. In the first part I am examining cloud storage and web-based office applications in work context. I am looking at the benefits, disadvantages and side effects of these technologies when used for job. For cloud storage I evaluate Dropbox and Microsoft OneDrive, for web office application, I compare and contrast Office online and GoogleDocs. Also, I evaluate how digital skills developed when using these technologies improve employability. 
In the second part I demonstrate usefulness and appropriate use of social media applications in work-context: for marketing, collecting information and communication, illustrated and evidenced by my own Facebook, Twitter and LinkedIN accounts.
1. Methodology 
I present my findings in a table in the Finding section and discuss the in details in the Discussion section. My findings are based on literature and on some personal and work experience. 

[bookmark: _Hlk534588273]2.Findings 
	In the cloud
	Cloud Storage


	
	Advantages
· Easy to move files
· Sharable with others
· Work on files from anywhere anytime even on the go
· Convenient file management between devices and persons
· No loss, backed up

	Disadvantages
· Easy to remove files accidentally
· Security/privacy problems
· Not available without connection
· Dependency on connection, provider
	OneDrive
· built into file explorer on Windows
· access from popular operational systems (no Linux) and mobiles
· can collaborate in real time
· organizes your files by type
· 5GB free storage
· if you sign up for 5 users, storage per user is unlimited. 
· modified files are replaced fully every time. It makes it slow and uses more bandwith 
· Well usable user interface
· You can grant permissions for editing or restricts to only view.
· integrates with Office Online. 
· recover previous versions but only if Microsoft Office file types. 
· SSL/TLS encryption makes it secure 
· Security fears because popular Microsoft is often attacked by hackers
· , Microsoft scans your files for objectionable content. 



	
	
	
	DropBox
· Must download
· Access from any operation systems and mobile
· simple to learn, use and reliable,
· 2GB free storage
· easily move files between computer and cloud by drag and drop
· automatically and quickly syncs files to all devices and makes backup copy to server
· can’t view and organize files on website, but apps are easy to use
· Incremental sync: only the modified parts of a file are synced. It is faster and saves bandwidth
· For only folder shares can be edit permission granted Shared individual files, can’t be edited only viewed.
· encrypts data with transport layer security (TLS). 
· Metadata is in plain text, which is a security concern 
· Keeps1 month history,
· Undone/undelete functions, 
· Easy restore/ 
· Files Dropbox remain on hard drive, so can be used offline 


	
	Web Based Office applications
	Office Online

· Free
· Familiar interface
· Runs in your browser so run on everything
· Saves to OneDrive online. 
· Microsoft Office format. 
· Real-time collaboration with more people to edit at the same time.
· More limited than MS Office 
· Applications for creating documents, spreadsheets, presentations note-taking 
· Doesn’t work offline


	
	
	GoogleDocs
· Free
· Runs in your browser so run on everything
· Saves to Google Drive. 
· Real-time collaboration 
· Applications for creating documents, spreadsheets, presentations forms and drawings
· Isn’t perfect at dealing with MS files 
· Works offline 


	Social Sites
	· Advantages
· Fast and easy networking
· Good for marketing
· Good for promotion
· Good for contacting customers
· Good for checking customer trends and opinion 
· Internal networking and collaboration
· Good for communication, sharing information 
· Good for telecommuters.
· Good for engaging with colleagues
· Good for discussing content. 
· Customer can contact business and can get support on it 
· Good for building community for brand 
· Talent attraction 
· Good for gaining information about industry news and learning
· Good for  collaboration.
· Good for connecting with partners.
· Good for checking competitors 

	Disadvantages 
· No face to face communication
· Wastes time
· Information overload
· Unwanted comments
· Security issues
· Privacy issues
· Identity theft 

	Facebook

	
	
	
	Twitter

	
	
	
	LinkedIn





3. Discussion
[bookmark: _Hlk534946252]3.1 In the cloud
[bookmark: _Hlk534946236]3.1.1 Cloud storage
In these modern days information has high value. We all have many documents, photos, videos and other records to keep in files on the computer and use them later. There is a need for stability and flexibility with them. Because we have a lot of files it is important to save, find them fast and easy so good file management is essential. Fortunately files can be put into folders and even folders can have subfolders so we can organise our records on the computer according to topics. All file management systems have the same basic logic desktop based or web based but web-based cloud storage has more advantages than desktop-based. (Westwood, 2018)
For cloud storage, files are not stored on your computer but are stored on a remote server and accessible via internet. The visual interface makes it possible to move files between cloud storage and local storage. They are shareable by sharing them immediately or sending web link to one person or more persons at the same time saving time and effort. Files can be accessed on the go. Because of internet connection the file can be accessed from any computer or mobile device with internet connection. It gives more flexibility and convenience but the disadvantage is without connection you can’t get your file.. Because the file is existing on a remote server, it is still existing and available even if your own computer fails or any disaster happens to your local file. So if you save your file to the cloud, it is backed up. You don’t need loads of storage place on your own computer so it is cheaper. Since files are on a remote server, there are fears about privacy and safety. If the remote server is down or hacked you can’t access your files so you are dependent on the server, the provider and the internet Your data can be stolen by computer criminals. (Gildred, 2018) Since cloud allows easy access from anywhere at anytime for anyone and collaboration, workflow is much better and more systems can be integrated so workplace productivity is increased by it. (Mitroff, 2016)



3.1.1.1 DropBox and OneDrive
 Both services are free but free access includes more GB for OneDrive. DropBox is a bit more accessible and faster because only the modified part of file is updated. Both of them encrypted but because Microsoft is popular more targeted by hackers. DropBox is a bit easier to use but OneDrives comes with MS Office applications.  

3.2.1 Web based Office applications
3.2.1.1 Office Online and GoogleDocs
Both applications are free and run in any browser. Both of them saves to the cloud: Office to OneDrive and Google Docs to GoogleDrive. (Hoffman, C, 2014) Office works better with MS format than its rival. Functions offered are more limited than for similar offline applications. For its interface Office is more familiar because of popular offline version. Main applications are: word processing, spreadheet and presentation but Office has note taking application, while GoogleDocs  Have form creating software and drawing application, too. Both of them is very good for sharin g and collaboration. (Hoffman, C, 2017)
 
This ad will end in 12
3.2 Social media applications in work context
Social media has negative and positive effects in work context. Loads of employees waste worktime with these applications so there is a need for clear rules and policies with this. For businesses social media presence is very important for connecting with customers, partners, giving information about themselves, promoting the brand, checking rivals and building online community. (Chignell, 2014)
My further plan is to become a Restaurant Manager so online presence will be important to me and my business.
I established my professional business presence on Facebook, Twittert and LinkedIn. I experienced that the basic logic behind is the same: it is about profiles, connection building (networking) and messaging. But while Facebook and Twitter are more personal, LinkedIn is about carrier building.
[bookmark: _Hlk535007335]3.2.1 Facebook
On Facebook I created a professional personal account, a business page and a group. My facebook URL is: https://www.facebook.com/laszlo.vincze.735944
I learnt that page is for promotion, and groups for building community.
[image: ]It is also possible to create ads on Facebook but they are not for free. It is very easy to target a defined group of people on it
[image: ]
My page address is: https://www.facebook.com/Passion-for-Cooking
[image: ]


3.2.2 Twitter

I created an account on Twitter with the following URL: https://twitter.com/LaszloVincze3
I included the screenshots below.
[image: ]k
[image: ]
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[image: ]
[image: ]
· 01 
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3.2.3 LinkedIn
[bookmark: _GoBack]LinkedIn is for professional networking. In its function and its look it is similar to other social network sites but it is about carrier building. There is a profile which can be used as an online CV and My Network contains professional connections. There is a Feed similar to Facebook Timeline, where you can see the posts of your Connections. You can connect with Connections of your Connections to grow your professional network. Also there are job listings based on content of profile. You can follow defined interests.(Buck, 2012) There are Messages and Notifications from contacts. The mobile version is easy to use on the go.
My Linkedin URL is: https://www.linkedin.com/in/laszlo-vincze-171081179/
[image: ]
[bookmark: _Hlk534588460]Conclusion
In this report I examined cloud storage, cloud-based office applications and social sites in work context. I found that cloud-based modern technologies made the work processes easier and more productive because of faster workflow, collaboration and easy access from anywhere, anytime by more persons in real time. The different social sites made the communication, networking easier and more convenient. They are also helpful for businesses for advertising, building community, helping customers and checking competition and trends. LinkedIn is specially important for job seekers and businesses.
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