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[bookmark: _Toc6348421]Introduction 
Digital technology and tools are playing crucial roles in changing or reshaping the business organizations by enhancing and improving their operations, productivity and brand value in the market. The technological advancement has introduced many innovative and digital technology and tools that are very effective and useful within in the workplace in different types of organizations. The current report has aim to develop and improve digital skills in students within the workplace. The report will identify and discuss different types of modern and digital technologies and tools their effectiveness in the workplace for enhancing and improving the productivity. The report will discuss that how the different digital technologies and tools help business organizations as well employees in the workplace in enhancing and improving efficiency and performance. The report will mainly highlight and discuss the social media as a tool for communication, information gathering and marketing within the workplace.    
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[bookmark: _Toc6348422]Evaluates the effectiveness of the use of modern technologies within the workplace 
The technological advancement has provided various types of modern technological tools, mediums and techniques that different business organizations use for ensuring effective operations and enhancing productivity and profitability of the organization. As per study, it has identified that productivity, profitability, performance and operations of various business organizations have improved after introduction and use of modern technologies and tools within the workplace. In the modern business world, technology is an inseparable element of the modern workplace and the effectiveness of business or workplace cannot be though without the introduction and use of technology (Holtgrewe, 2014). The use of modern technologies and tools have made easy for management as well as workers within the different organizations to perform and accomplish their assigned work and goal more efficiently and effectively. Following are given below some importance or benefits of the technologies within the workplace:  	
Improved the communication in the workplace: 
There are various modern technologies and tools that have improved the communication between the people in the workplace in different types of organizations. After introduction of digital technologies and tools such as mobile phones, smart phones, chat apps, and various social networking sites, the communication has improved and gone to next level at the workplace. These technologies and tools have made easy for management, employees as well as different stakeholders to communicate, coordinate and share information to ensure their maximum benefits and achieve organizational goals (Wesolowski, 2014). For example, there are some social networking sites such as Skype, WhatsApp, etc, through which people can keep in touch even face to face even from distant workplaces by making conferences calls and video chats.
Making business operations more productive: An introduction and use of modern technologies in the workplace is greatly contributing in making business organization operations more productive. Modern technologies and tools are enabling managers and workers in the workplace to perform and accomplish their assigned work faster with quality output that is enhancing the operational productivity in the workplace.
Effective cost management: Many business organizations are using different cost effective technologies and tools to keep their business as well as operational cost low so that they can maximize their profitability. The cost can be handled and managed effectively by using innovative technologies and tools instead of using more human resources (Ahmad, 2014).
Encourages Innovation and Creativity: The use of modern technologies in the workplace are encouraging innovation and creativity as different types of organizations are using digital technologies such internet, social media, etc for recruiting and hiring required workforce to accomplish the organizational goals. Also, technology is enabling the management to develop innovative ideas for enhancing and improving the organizational productivity and profitability (Martin and Omrani, 2015).
Keeping safety and security: Safety and security are important elements in the workplace for ensuring smooth operations and performance of organizations. Different types of organizations use different software, hardware and modern technologies such as facial recognition features, fingerprint, etc to keep their data and information safe and secure from unauthorized access and any threat. 
Improving performance of workers or employees: Innovative and modern technologies are greatly helping employees in the workplace to accomplish their assigned work more efficiently within in specified time limits. Time management is the important aspect in the modern workplace that is essential for ensuring the success and growth of the organization. time management tools help employees in the workplace to prioritize their work and perform this developing appropriate schedules (Moussa, 2015).  
Enhancing coordination and collaboration: Modern and innovative technologies and tools are greatly establishing coordination and collaboration among different people in the workplace even from the distant places (Cardon and Marshall, 2015). For example, managers and employees in the organization make coordination, collaboration and share relevant information for accomplishing the organizational goal efficiently and effectively. Modern technology is also helping in encouraging teamwork among employees and enabling managers, leaders and workers to keep in touch through social networking sites and mobile phones, etc to accomplish the common organizational goal efficiently within specified time limits and available resources.
Enabling remote working: The use modern technology has completely reshaped the workplace and hence encouraging remote working. There are various types of innovative technologies and tools such as mobile and cloud technology that are enabling the remote access through internet-based service models. These are enabling interconnection to not only to one remote location but also many locations through internet network connections (Colbert et.al, 2016). Cloud computing is enabling workers to work from anywhere by clicking just mouse and mobile phone is enabling to communicate from distant remote locations through call and video conferencing.  
Maintain the organization: Modern technologies help different types of organizations to maintain and keep up-to date as per current trend in the market. System software like project management software helps the organization to plan, organize, delegate, coordinate and control, review and assess various tasks for successfully accomplishing the project. With the help of this software, management and employees can delegate and distribute tasks as well as responsibilities in efficient and effective manner so that organization project and target can be accomplished successfully.   

[bookmark: _Toc6348423]Explore social media as a tool for marketing, information gathering and communication within the workplace 
Social media can be defined as the means of interacting and interconnecting with people for the purpose of sharing information, ideas, and other relevant data through effective networks. There are various types of social networking sites such as Twitter, Instagram, Facebook, YouTube, Whatsapp, Snapchat, etc. that can be used in the workplace for different purposes such as information gathering, communication and marketing. Social media is majorly helping different types of organizations in enhancing and improving operations, productivity and profitability. 
Social media as a communication tool within the workplace 
In the modern time, the social media is the most useful and effective medium of communication through people communicate, share information, and coordinate with each other from distant places. Social media is the most useful and effective platform that ensure the relaxed and casual environment where people can share information related to personal life, professional life and about product and services. Social media is very helpful in ensuring effective internal communication between managers, leaders, employees and shareholders for ensuring smooth operations and performance of the organization (Dreher, 2014). Managers, leaders and employees can use different social networking sites such as Facebook, Whatsapp, Snapchat, etc. for sharing relevant information, data and business information so that organization can be operated and run smoothly. Social media is also very useful and effective in making coordination and communication with different stakeholders to ensure the sustainable growth and development of the organization. 
Social media tool is also helpful for different types of organization to enhance and improve customer service. Organization can receive customers feedbacks on the social media about products or services provided to customers and then improved the organizational performance and productivity accordingly. Organization can also directly communicate with customers through social media and identify their needs and then can design and develop products or services accordingly to enhance customer satisfaction and hence can achieve organizational desired goal.
Social media as a marketing tool within the workplace 
Social media is the most effective and useful medium for promoting the business and products or services at large scale. Different business organizations can use different social network sites to promote or aware people about their business and products or services at mass level. Presently, maximum population in the world is closely connected with or uses social networking sites such as Instagram, Facebook, Whatsapp, YouTube, etc. Therefore, business organizations can use these social media platforms or websites to promote their products or services at large scale and hence to enhance sales as well as profitability. Business organizations can design, create and share content about their business products or services to aware people at large scale and hence to enhance sales and growth of the business (Dwivedi et.al, 2015). 
The social media marketing plays an important role in developing and enhancing good brand or product image in the market. Existing as well as newly established organizations can develop, design and share attractive content about the products or services on different social networking sites that aware people at mass level and hence enhances and develop good market image. By using appropriate and effective social networking sites, different organization can share unique content to gain more followers and devotes. For example, different academic organizations design and share academic content so that students or learners can access and acquire knowledge easily. Also different entertainment organizations also develop and share video, audio and images on social networking sites for attracting more people or customers towards consuming and using their products or services.     
Social media as an information gathering tool within the workplace 
In the modern workplace, social media is most effective and useful tools or mediums for gathering, storing and processing information from one person to another and from one workplace or location to another workplace or location. People in different workplace or organizations can communicate or gather relevant information in fast and efficient manners for meeting their purposes and achieve desired goal (Kavoura, 2014). People within the workplace can gather information by using or communicating on different social networking sites such as Facebook, Snapchat, Whatsapp and other social media. These social networking sites enable different organizations to collect information or data in the form of words, numerical, audio, video and graphics.    
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Conclusion
The current report has effectively developed understanding about the different modern technologies and tools and their effectiveness within the workplace in different types of organizations. It has concluded that modern technologies and tools are greatly contributing in enhancing and improving operational efficiency, performance and productivity of different types of organization. the report has developed understanding that the use of modern and digital technology is improving communication within the workplace, improving performance of workers, encouraging creativity, ensuring effective cost management, enhancing productivity and profitability, enhancing collaboration and  coordination, enabling remote working and,  ensuring safety and security of confidential data and relevant information. The report has also developed understanding of the social media technology that is useful within the workplace for gathering information, ensuring effective communication and conducting marketing of products of services at the mass or global level.   
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