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[bookmark: _Toc510910486]Introduction

Now it is the age of digitalization and technological advancement in all aspects of life and also for conducting various business operations. Dramatic advancement of technology is integrating the business processes and employability of vast skills and capabilities to harvest highest return for the business organizations. No way to deny that productivity of the business organizations are increasing by incorporating workplace technologies, digital skills and research methods in the work place efficiently and effectively. It is also very much significant for the business organizations and potential employees to get the advantages of workplace technology and social media tools for improving workplace efficiency and employability. ‘Web based Email’, ‘Web Conferencing’, ‘file storage’ and ‘social networking’ are some of the expedient tools of digital and workplace technology to increase professionalism and profitability as well (Acquisti, 2006). According to Buckingham, by using the tools of technology and social media students will get the advantage of showcasing the value of scholarly activities, creating opportunity for shared learning and differentiate them form the crowd by creating online presence (Buckingham, 2014). In this report it will be discussed about the usage of workplace technologies and social media tools in business organizations for the expansion of the business along with increasing productivity of the organizations, promoting and connecting the business with various other organizations and individuals. It will also be discussed about the digital skills and research methods to increase the employability and employment. 







[bookmark: _Toc510910488][bookmark: _Toc510910279]Technology and workplace technology to improve the efficiency of workplace and employability

Technology refers to a form of acquaintances made in order to create tools, handling various actions and processes and makes output from the raw materials to a transformed finished good or product. Workplace technology is utilizing the tools, machineries, applications and operations of technology to increase the efficiency and effectiveness of the workloads and process or strategies of the organizations and their workplaces. There are various tools and applications are available for increasing the productivity of the organization. Some of these tools and applications are Web based Email, Tablets and Smartphones, Cloud  File Storage, Web Conferencing,  Office applications online (in the cloud). These applications are required to be used by the business organizations to remain competitive in this era of business war and advancement of technology. Utilizing the advantages of technology will also help the business organizations to increase the profitability of the organization and ensure the effective communication between the stake holders of the organization. Innovation and creative ideas can be ensured by the usage of technologies. In the following section of the paper it is going to be discussed about two most efficient available technologies to increase the efficiency and effective of the workplace and employability. 

Web Based Email: Mail services are now an effective tool of communication. Many contemporary web based email services and service providers are now available. Among these two are very popular and used by users vastly. These are Gmail and Yahoo mail. Main implication of their popularity is, they can be used absolutely free of cost any time of the day 24/7 and 365 days of the year. Server of these services never faced the trouble of getting down. Emails are not used by individuals only but now they are used by the business organizations to communicate with the other business organizations as well as employees of the organization and individuals outside the organizations. As the service of these mail servers are secured its users are sending and receiving confidential and important data of the organization over the internet like the business reports, future planning of the organizations and financial data of the organization as well instantly without facing the trouble of country barrier. It’s become obsolete to send and receive information and visit physically to gather the information and communication without extreme need of physical evidence or presence. As the services are free of cost it save the cost and monetary issues of communication of the organization along with minimizing the physical afford of the employees of the organization. Bookmarking and prioritizing the one or more mails gives and extra benefit of saving time and lessen afford required to retrieve or find them again. These benefits and services are energizing the efficiency and effectiveness of the organization by increasing productivity. Email services are also helping the organizations to increase the employability of the organizations. A potential employee of the organization is communicating with prospect organization over mail services and sending their resumes. Call of interview is also notified by the emails. Just in time and borderless communication ensuring communication between two without any delay and communicating far away from different part of the pilgrim even anywhere around the globe.
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Comparison and contrast of Gmail and Yahoo mail: 
	Service provider
	Cost
	Space limit of mail
	Attachment spaces

	Gmail
	Free
	15 GB
	25 MB

	Yahoo mail
	Free
	1 TB
	25 MB



Cloud File Storage: Data and information are one of the most important aspects of modern businesses. They have to store and retrieve much information on a daily basis. But handling the information is crucial and time or affords consuming. Digital technologies of modern era replace the traditional methods of paper and file based data storing system. Computers are now used for storing and arranging necessary data and information virtually on the hard drives of the computers. Important and sophisticated data of the organization and its processes is being stored in the computers of the organization and these are mostly interconnected. But there is a limit of storage and capacity for each and every computer is limited. The disks where data are stored are costly. There also have some potential threat of viruses and other kind by which, necessary and important information and data of the organization may be lost.  This may affect an organization with huge possible loss for the business and possibility of the shutdown of the operations is not impossible for some instances. Occupying more storage for the organizations is also very costly. So the business organizations can minimize the risks and costs associated with data storing by utilizing the benefits of cloud file storage. Cloud storage is cost free and the risk of virus attack or physical damage is null. Two conspicuous provider of cloud storage are Dropbox and OneDrive. Business organizations can use these storage to save and store the information of the organization of various kind like spread sheets, excel sheets, power point presentations, SPSS data, documents files, video and audio clips and many other formats of information and design. Accessing in the cloud storage is possible any time and from anywhere. These files and information also can be shared by the authority of the data by its owner to the employees or subordinates.  This will impact the business organization with a hassle and risk free storing system without using any physical spaces. Cloud storage also helps the organization to save the cost associated with storing necessary information and important data. It also helps the business organizations to increase the efficiency and productivity of the organization, as the employees and stake holders of the organization can access and retrieve the important data and processes any time and perform the important tasks or activities of the business. 
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Comparison and contrast of Dropbox and OneDrive:
	Service name 
	provider/ domain
	Free storage
	Paid storage

	Dropbox
	Dropbox Inc.
	2 GB
	£10 for 100 GB per month

	OneDrive
	Microsoft
	5 GB
	£2 for 50 GB per month










[bookmark: _Toc510910490]Evaluate how social media increases communications and helps in marketing and information gathering and their usages in the workplace 

Social media enables and creates a bubble in the system of communication like a revolution of communication the world never seen before. All the citizens of the globe have an access in internet can communicate with each other beyond the border of countries, subcontinents or continents. Unknowns become unknown and the virtual communications becomes a reality. By using social media, its users are connecting and communicating with each other and creating a new community where information and opinion of the individual is creating a buzz and all the connected people can see or evaluate the information and the opinion (Cottrell, 2008). People are communicating with each other with ease and without any cost. They are spending more time in the social media communicating with each other and the communication increases in a dramatic way. It enables individuals and the business organizations to gather information or knowledge about peoples and about specific group of people. All the information and data shared in the network of social Medias can be reached by the business organizations just by a click. It opens a new door for the business organizations to analyse the market and specific segment or the targeted customers. They also get the advantage of promoting their products and services to vast people by minimum cost and less afford. Marketing becomes ease. Word of mouth is an important tool of marketing. Social Medias creates a new field of similar kind of promotion. Satisfied customers willingly posting their opinion about a product in social Medias and connected people get the information of the benefit of the product and become interested to buy and acquire one for them too. Business Organizations are engaging in social Medias to attract new customers and employees by creating a page of their own and ensure the interconnection of the employees of the organization as well. It helps both the customers and the business organizations to gather information and promote their products and services by using social Medias (Newman, 2013).

[bookmark: _Toc510910493] Demonstrate appropriate use of technology and its applications in the workplace

The business organizations have to careful and ensure that the technologies they are using helps the organization to increase the efficiency and effectiveness of the employees of the organization and other related aspects of the respective business and the business organization as well. Organizations now engaged in business are using the applications of social Medias to promote and advertise the products of the business and attract new customers or employees for the organization successfully. Business organizations are focusing in three social Medias mainly and these are LinkedIn, Twitter and Facebook to promote and increase the efficiency in the workplace and these are illustrated below-
LinkedIn: According to Rachel Firth, “LinkedIn was initially a tool used by those in the Business world; we are seeing it spread across all sectors” (Rachel, 2014). It is a social networking site helping the professionals working in various business sectors and different countries to stay connected with each other. Business organizations are using this media to circulate their job vacancies and searching for potential employees. This media is working as a bridge between the organizations and professionals along with increasing employability of the new students and jobs.   
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(Source: www.linkedin.com)


Twitter: Twitter is an authentic and reliable source for gathering information about the business organizations and individuals. Many organizations have their presence in Twitter for revealing important information about the organization and its products and related news of the organizations. They sometimes promote their organizations by the spokespersons twit in Twitter. 

[bookmark: _GoBack][image: ]
(Source: www.twitter.com)


Facebook: Facebook is the most popular social media website across the world. Most of the biggest business organizations have their pages in Facebook and verified account to post different stories of the organization, advertisement for their products, circulating their job announcements and other related information of the organization and their business. Individuals are also using this communication site for searching information of the business organizations and for searching new jobs. 
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(Source: www.facebook.com)

[bookmark: _Toc510910495]Evaluate the possibilities for communication and collaboration in the workplace that use of these social networks might provide

Business organizations can increase the efficiency and effectiveness of the organizational processes and activities by ensuring effective communication and integrating the communication with the employees and the workplace. If effective communication can be ensured with the organization and employees of the organization along with the potential and actual customers the productivity of the organization will increase visibly (Alejandro, 2010). In the earlier section of the report we discussed about three networking communications LinkedIn, Twitter and Facebook. If the employees of the organization keep them connected with this social media they can connect themselves with the internal professional along with the professionals and experts of the other organizations and get valuable suggestions and new ideas or knowledge (Alejandro, 2010). This will help them practically to improve their efficiency and effectiveness. This network can also ensure the connectivity of the different personal with different skills and abilities and innovation. If necessary the organization or the leader of the organization may take a decision of strategic alliance or recruit new talents for the organization. Twitter can be an essential source of knowledge about the point of view and opinion of the top authorities of the respective organization or the experts of the same industry as they twitted something related. Some essential and important massages or news of motivation can be conveyed by the leader and the feedback may be provided by employees or managers by re-tweet. Face book pages can be used for promotion of launching new products or services, providing essential information, advertising the organization and also for cresting brand image of the organization as well. Job advertisement and attracting new customers with retaining the old followers can also be done using Facebook. 

[bookmark: _Toc510910497]Discuss any measures that might be appropriate to safeguard personal and professional security, legal, ethical issues

Some of the security measurements, terms and conditions are provided by all the social media sites. Employees and authorities of the organization have to utilize and ensure the proper use of them for securing the accounts of the organization. Business organizations may use multiple accounts for more safety. Possibility of hacking and identity theft can be minimized by using multiple media accounts. Professional IT specialists and programmers can be employed to protect and secure the networking of the organization. Various security firewalls and software can be used by the individuals and organizations for ensuring protection. Controlling the applications and programs used and regular monitoring of internal and external networking also can minimize the risks. Users of the servers and authorized access of sensitive and confidential information must be used properly by the employees and the users of the servers. They are ethically liable for securing and maintaining the resources and applications or sites of the organization. Any information or Medias those can affect the society negatively or hamper the image of the organization should be kept private and the users should abstain them form posting them in social Medias. 



[bookmark: _Toc510910498]Conclusion:

Using the technology and the devices or sites of social media platform is essential for all the business organizations to ensure effective communication and increase the productivity of the organization. By utilizing advance technologies and offerings of the virtual storages and sites of communication the employees and authorities can ensure effective communication along with cost effective storage of their necessary information for the greater good of the organization. In this report it is discussed about the usage of modern technologies and communication tools for improving the efficiency and effectiveness of the workplace. 
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