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[bookmark: _Toc58250692]Evaluate the appropriate use of modern technologies and social media in the workplace generally 

The definition of social media generally refers to internet-based tools that allow individuals and communities to gather and communicate, to share information, ideas, personal messages, images and to collaborate with other users in real time. 
For companies, social media is an essential tool. Businesses use the platform to find and interact with customers, boost sales through advertising and promotion, assess consumer trends, and provide customer service or support. Dollarhide and Drury (2020)
Technology helps keep the business well organised. Systems like project management software helps in building, reviewing and assessing a task. Employers and managers can easily supervise workplace activities that help in keeping everything on track.
Technology has revolutionised the 21st century workforce, changing the way people do things and the skills they need to be productive and successful workers.	
The internet has become a part of our lives expressing the need to access information in order to communicate and connect with each other. New technologies influence how we interact with family, friends and colleagues, how we spend our free time, and how we do our leisure and business activities. New workplace technologies can include programs and software to facilitate job organisation, online databases or electronic devices that improve productivity and facilitate communication with employees. Some companies use the posting of internal blog or website news and others communicate via social media such as Microsoft Trams, Facebook, WhatsApp, Skype and many more. 



According to Collins (2021) the most 12 Most Popular Social Media Sites In 2021 are:
YouTube is a video sharing service that lets you watch videos, one of the most used apps in the world most people know about this app.
Facebook- is the most popular online social network worldwide where people can create profiles, share information such as photos and videos, sell and buy on the Marketplace tab, reply to other people posting. It was founded in 2004 by Mark Zuckerberg and is free to create a profile.
Instagram- Photo and video sharing network, launched in 2010 and purchased by Facebook in 2012.
Tumblr- microblogging and social networking site, not to popular and most is used by bloggers if you are interested in micro-blogging, and the photo journalism community.
Twitter-a social networking website, can be used to receive news and is used by most popular celebrities. Mark Zuckerberg the CEO of Facebook tried twice to purchase Twitter.
Tik Tok – is a video-sharing platform that people are either completely in love with or can’t stand the sight of. Founded in Beijing and have a huge number of young people, recently got banned in India because was too addictive.
Reddit- is an aggregate of social news, web content notation, and chat site.
Telegram- is a social network, but right now it is the most reliable messaging app in market centering on the issue of privacy that it boasts its competitors lack.
Snapchat-similar like TikTok - it allows users to send and receive "self-destructing" photos and videos. Pictures and videos taken with the app are referred to as snaps.
Pinterest- social media where you see things that are not only posted on this specific platform, but on the entire Internet. 
WhatsApp- is one of the most popular chat and instant messenger applications at the moment. The service allows users to save data by messaging over on a computer with internet connection. Generally, people use this app on mobile devices, but with the new Windows version, you can finally access chats directly from your desktop.
LinkedIn- a social media developed for business professionals. Is the Facebook to business. You upload your CV and from there is creating your personal profile no need to do one by one task to create a profile. You will be matched with companies according to your qualifications and vacancies. You could find jobs, check companies’ profiles to see if it suits your needs and plans.
The advantages of using modern technology.
1. With the introduction of modern technologies, a person can participate in on-line educational programs regardless of their geographic location, age, physical limitations or personal program.
2.By transforming our way of doing business, the adoption of technology in our business makes the approach of customers easier.
3.Changing how we communicate. People can access the Internet at the same time, arrange an online meeting in real time, manage financial transactions, talk to friends and family all over the world.
4.Practical transformation in healthcare.
A number of companies have adopted new technologies and are using them to shape and influence their future. New technologies used by companies to enhance communication, sales and advertising;
Mobile phones, email, websites, social media, cloud services, web conferences, storage, etc.
Companies often make use of new technologies in the workplace for their employers and customers. The social network has grown within companies over the last 10 years and has exploded over the last year as a result of COVID-19.
Established in 2014, Facebook is one of the most popular social networks that offers businesses ways to sell and promote goods and services. Also, for personal use, by linking the relatives and friends with each other.
Instagram a social network acquired by Facebook in 2012 is used by most users to post photos and short videos. 
YouTube is a free website for posting, sharing and commenting on videos. 
The blog a term formed by truncating’, web log; is the oldest and most established form of social media.
According to a study in 2012, the top five social media platforms were Facebook, Twitter, YouTube, BlogSpot and Wikipedia. The latest study indicates that these are still the top five Facebook and Twitter, newcomers are LinkedIn, Instagram, Pinterest, Snapchat, Reddit, according to (Kellogg, 2020)
Modern technologies resulted in wide -spread diversification of business activities and facilitate the migration of various trades, financial and cultural barriers. The possibility for rapid communication, the faster broadband data transfer and the instant access to various information resources intensify the activities of businesses to increase the volume of trade.

[bookmark: _Toc58250693]Explore the use of modern technologies and social media in own workplace 

The use of modern technology and social media in my workplace has changed dramatically over the last two decades.
In my workplace, we don't use social media. This is because we don't interact too much with each other and most conversations take place in my work environment. In addition, we do not have access to communication technologies, my work does not imply communication. However, my use of social media is limited to my personal life. 
Although we don't use social media, we have various modern technologies in my workplace, and it starts from my line manager's office;
We communicate via emails but is on internal network, I cannot use on public network to access.
“NHS organisations will have free access to the Microsoft Teams communication tool to support remote working in response to the recent COVID-19 outbreak. This will be enabled for NHS mail users between Monday 16 and Friday 20 March 2020. The tool lets you use instant messaging and audio and video calling to support the delivery of frontline services, even while working remotely.” The NHS (2021)
Landlines - means of telecommunications that use a wire or fiber optic cable to transmit a signal. The term fixed line is most often used to designate a telephone line, although it can also be used to designate wired data transfer services.
Wi-Fi Internet- is the way of getting broadband internet without wires.
Air filtration system- a filter that removes dust from the air that passes through it.
Air condition- is the process of removing heat and moisture from the interior of an occupied space.
Printers/scanners- an output device that prints paper documents /device that captures images from photographic prints
Electronic White Boards-we use this for trainings.
Cloud-Based Platforms- this is internal.
Computers-is the brain in any place.
Internal software -ESR Electronic Prescription Service is available within more primary and community care settings.
In case of cyber and data security you must report the incident via NHS Data Security Centre.
Microsoft Office 365 for the NHS
NHS Wi-Fi is available free of charge for all patients and visitors. The NHS Website provides the public with information on conditions, treatments, medications, NHS services and more. People can use NHS login to prove who they are safely and securely and, in most, cases without the need to visit their GP. People can use the NHS login to prove who they are safely and securely and, in most, cases without the need to visit their GP. ESR -is the electronic staff record and is part of Workforce Services Directorate within the NHS Business Service Authority. It is developed by the NHS for the NHS. Particularly for corporate services functions such as recruiting, HR and payroll, The NHS (2021)
The SMART Time and Attendance module enable NHS Trust to accurately record sick leave and absences by deleting the schedule, eliminating fraud and providing accurate payment information directly to the ESR.
In the healthcare sector, media-sharing sites can provide valuable resources for education, marketing, community development and branding.
Wikipedia is the most commonly used I the medical community.

[bookmark: _Toc58250694]How can Personal branding help YOU?

Your personal brand is built around your values, interests and passions. Rolfe (no date)
Personal branding helps you stand out from the crowd. You are the product, so you know best what is known about you. The key to personal branding success is authenticity. 
Before building my personal branding, it is important to think about who I am, what characterizes me as a person, I establish what personality and character traits I want to bring forward.
The interests and passions are the ones for which I get out of bed in the morning with a smile on my face, they are the ones that motivate me to dedicate time and energy to them and they are very important for me, so also for my personal brand. Nowadays you have to know how to advertise yourself, to promote your own skills to gain trust and appreciation. 
With a little ambition, any person can become known and appreciated in a field.
Find something you know how to do best. You need to do a very good service for which you will be recommended, to know your limits and capabilities.


[bookmark: _Toc58250695]Your LinkedIn Profile to promote your Personal Brand

LinkedIn is the world's biggest professional Internet network. You can use LinkedIn to find the right job, connect and strengthen business relationships and develop the skills you need to succeed in your career. The LinkedIn platform is owned by Microsoft and is similar to Facebook, Instagram and many others platforms.
What makes the difference is that LinkedIn is a social network dedicated to the professional field and career development. To connect to LinkedIn, you must set up a profile. Your profile will display your name, pictures, location, occupation and other information. With your profile, you can present your professional life, competencies, and interests. 
You can use your profile as a resume that you can include as a link in an email or letter of intent when applying for a new job.
There are a few steps to make for a better profile according to (Fleming, 2020) and these are:
1. Select the right profile picture for LinkedIn. One of the most important is your picture profile, the way people present you as their first impression.
2. Add a background photo. The background is the second visual element at the top of your profile page.
3. Make your headline more than just a job title. Use the Title field to say a little more about how you view your role, why you do what you do.
4. Turn your summary into your story -make sure you have a summary, is your chance to tell your own story.
5. Declare war on buzzwords- is to use terms like: specialised, leadership, focused, strategic, experienced, passionate, expert, creative, innovative, certified, … and many more.
6. Expand your network- connect to more people to develop your network. 
7. List your relevant skills-It’s one of the quickest of quick wins on LinkedIn.
8. Spotlight the services you offer- it helps if you are consultant or self-employed or a small business to show the services you offer.
9. Spread the endorsement love-increase your credibility
10. Manage your endorsements more proactively- be proactive by choosing the edit feature in the Skills section of your profile by shoring or hide the chosen section.
11. Take a skills assessment-there are some online assessments of your skills, abilities test you can take it. You can retake the tests as often as you like before showing that you’ve passed.
12. Request recommendations -Recommendations take things a step further. These are personal stories written to illustrate the experience of working with you. There’s a handy drop-down menu in the Recommendations section of your profile that makes it easy to reach out to specific contacts and request recommendations.
13. Demonstrate your passion for learning: If you take a course on LinkedIn Learning, you have the option to post a certificate on your profile.
14. Sharing Media and Collateral Marketing-The collateral marketing you produce for your company may add an extra dimension to your own profile as well.
15. Get credit for your thought-leadership with Publications- written a post on your company’s blog or have you helped to write an eBook.
16. Share relevant content from your LinkedIn feed-Sharing relevant content with your network is one of the most accessible ways of doing this.
17. Add feedback – Sharing is an excellent place to start.
18. Follow relevant influencers for your industry-Following relevant influencers on LinkedIn helps to put a range of interesting content in your feed.
19. Become an employee advocate-LinkedIn Elevate is a platform that helps companies start and run employee advocacy programs. 
20. Publish long-form content – and use it to start conversations. The more you share and comment on content, the more you establish your expertise and thought-leadership credentials on LinkedIn.
For those looking for new job opportunities or to make the personal brand, one of the most important things on LinkedIn has been to always keep the profile up to date. You can connect to a network of professionals who are genuinely interested in your skills or domain, asking and return requests from colleagues, join groups in the sector who are interested.
When other professionals invite you to connect with them on LinkedIn, you will receive an invitation that you will have to approve. If you would like to initiate a conversation with another professional, you can do so by sending them a private message via LinkedIn.
.
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To establish a professional profile, you have three options to build your own site, which requires a financial investment, building a blog or the easiest method to use a specialised site. Your personal profile must include personal information, information about your professional experience, studies and qualifications, and an asset is the recommendations you receive from people you have worked with, former bosses or co-workers.
In order to be visible in social media, you should be as active as possible, have an updated resume and prove your experience in a certain field.
LinkedIn is the largest professional social network where you can contact specialists in your domain. It is important to be part of an active network to be aware of what's going on in your field activity’s. Regardless of the social network used, the development of the network of contacts is essential. In order to develop and be informed you need to enter professional groups or fields that you are passionate about in which you work or in which you would like to work such as LinkedIn, Facebook and other platforms.
Once established, these relationships need to be maintained, for example, if the person you contacted helped you monitor developments.

[bookmark: _Toc58250697]Examine the impact of Personal Branding on your own employability

A personal brand can assist you in your career and can drive you to the highest professional level. The explosion of the Internet, new technologies and social media makes it easier than ever to create a personal brand. If you're looking for a job, a personal brand can differentiate you from a stack of CVs and help you find the job you dream of. Experts say that personal branding does not mean selling; it means making yourself known to others.
 The first step is to set up accounts on Facebook, LinkedIn, Twitter and populate them with information about you, make sure what information you share is triple verified, you don’t want to share a very private information about you. The second stage involves maintaining a perfect balance between personal and professional life. People are interested in other people's personal lives, but they don't want to know what they eat for breakfast.  
A strong personal brand can lead you to interviews, job placements, promotions, partnerships. Before you start your own brand online ask yourself who you are, what makes you unique, what are your professional goals, how do I prove that and what is the evidence.

[bookmark: _Toc58250698]Discuss personal and professional security and safety online.

Hacks, scams, malicious software and more, the Internet are a dangerous place nowadays. Furthermore, the recent proliferation of devices, from smartphones and tablets to Internet-connected devices, has placed us at even greater risk, but with just a handful of security measures, we can significantly reduce our exposure to all these threats.
Most purchases these days are on-line, it is very important to make purchases from a reliable website. Pay with a Credit or Debit card for zero liability fraud protection, use a digital wallet, read reviews, many online marketplaces allow buyers to leave reviews on their experiences with sellers, sign up for identity theft alerts, check your credit score regularly.


Here are a few tips for getting started: 
1. Create Complex Passwords.
Creating strong and unique passwords for all your vital accounts is really the best way to protect your personal and financial information. Next, check whether your online accounts provide multiple-factor authentication. This is where a number of pieces of information are needed to verify your identity. So, to connect to an account, you may need to enter a code which is sent to your phone, along with your password and password phrase.
2. Increase the safety of your network. 
At home or at work, you may be using a password-protected router that encrypts your data. Do not use public Wi-Fi, as it is often unsafe. You may wish to consider investing in a Virtual Private Network (VPN). A VPN is a software that creates a secure connection to the Internet, so you can securely connect from anywhere.
3. Use a Firewall. 
This is an electronic barrier that prevents unauthorized access to your computers and devices, and is often included with comprehensive security software.
4. Click Smart. 
Many of today's on-line threats are based on phishing and social engineering. That is when you are being misled by revealing personal or sensitive information for fraudulent purposes. Spam, bogus “free” offers, click bait, online questionnaires and more use these tactics to entice you to click on dangerous links or share your personal information.
5. Be a Selective Sharer. 
Be careful about what you share, especially as it relates to your identity information. It can potentially be used to impersonate your identity, or guess your passwords and credentials.
6. Protect Your Mobile Life. 
Our mobile devices may be just as susceptible to online threats as our laptops. In fact, mobile devices are facing new risks, such as risky apps and hazardous links sent via SMS.
7. Practice Safe Surfing & Shopping. 
When shopping online or visiting websites for online banking or other sensitive information, ensure that the site address begins with “https” and has a lock icon in the URL field. This indicates that the site is secure and uses encryption to scramble your data to prevent it from being intercepted by others.
8. Keep up to date with updates. 
Keep all your software up-to-date for the latest security updates. Enable Auto Updates.
9. Be careful of the latest scam. 
Online threats change all the time, so make sure you know what to look for. Stay informed about the threat and others.
10. Keep your guard up. 
Be mindful of what you do online, the sites you visit and what you share. Use comprehensive security software and ensure that you back up your data regularly if something goes wrong. David (2017)

Internet security software cannot protect against every threat, but it will detect and remove most malware—though you should make sure it's to date. Be sure to stay current with your operating system's updates and updates to applications you use. They provide a vital layer of security. It is recommended to avoid publishing personal information, such as a birthday, e-mail address or physical address.
When posting photos, be sure to only post photos with people you know, and they don't capture the exact locations. Kaspersky (no date)
[bookmark: _Toc456901523]If you have children who are permitted to use the family computer, do not give them administrative privileges on the computer.
Installation of an anti-virus solution with parental control, content filter and social media filter. Do not complete forms received by e-mail, asking for personal data, passwords, secret codes or pins. Firewalls are designed to protect your computer, server, router, phone, tablet from cyber-attacks, unauthorised intrusions. Most of us spend more and more time on the Internet these days. 






GDPR- General Data Protection Regulation
The GDPR is viewed as the strongest set of data protection regulations in the world. 
This improves the manner in which people can access their information and limits what organisations can do with personal data.
The seven principles of GDPR are: lawfulness, fairness and transparency; purpose limitation; data minimization; accuracy; storage limitation; integrity and confidentiality (security); and accountability.
Data minimization- Organisations should collect no more personal information than they need from their users. The principle is designed to ensure that organisations do not exceed the kind of information they collect about individuals.
Integrity and confidentiality (security) -Personal data must be protected against "unauthorised or illegal processing," as well as accidental loss, destruction or damage.
Accountability is the only new principle in the GDPR – it has been added to ensure that businesses can demonstrate that they are working to comply with the other principles that make up the regulation.
Accessing Your Data - If you want to know what a business or organisation knows about you, you need a Subject Access Request (SAR)
Violations and Fines of the GDPR-One of the most important elements of the GDPR has been the ability of regulators to hit companies that fail to comply with massive fines. If an organisation does not process an individual's data correctly, a fine may be imposed. In the event of a security breach, a fine may be imposed. Burgess (2020)
Cyber security
Cybersecurity is the application of technologies, processes and controls to protect systems, networks, programs, devices and data against cyberattacks.
According to Koegler (no date), these are the 5 best practices for cyber security improvement;
1. Enforce password rules
Strong passwords are one of the first lines of defence against violations and changing them occasionally can help prevent hackers from entering. But most employees will not willingly update their passwords, even when asked. Make regularly updated passwords mandatory and teach users how to create and memorize strong passwords.


2.  Update regularly
Any connection to the Internet is vulnerable, and this is a key feature that hackers attempt to exploit. The implementation of system software and security updates quickly limits the risk of vulnerability.
3. Implementation of VPNs for all connections.
Networks with only generic security safeguards are more vulnerable to attacks. Implement Virtual Private Network (VPN) connections between offices, mobile employees who are able to connect via public Wi-Fi services.
4. Remove the unused services.
When time-limited products expire, disable apps, logins and associated user identifiers.
5. Take advantage of existing safety options.
Some apps are supplied with their own security features. While it is always important to implement additional safeguards, suppliers know their own products and typically dedicate significant resources to provide a safe environment for customers. But you still have to make sure those technologies are safe.
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