
 
 
 
Introduction
We live in digital world. The term digital means we are living in a world where most of the activities of people and organisations are performed with the aid of computer and internet. The internet and computer are the most important parts of modern technology. We can see the blessings of technologies in every sphere of our life (Puolakanaho and Latvala, 2017). The use of modern technologies starts from the time we wake from sleep till we go to bed for sleep. The technologies play one of the most important roles in modern communication, research and marketing. Now, most of the companies rely heavily on digital technologies, such as social media for marketing their product and service to the customers. Again, they use social media as a medium of communication and information collection. In the field of research, the digital technologies also play important roles (Hamburg, 2017). For example, the digital technologies can be used conduct survey by allowing people to participate in an online polling or other research survey. So, it is important for every person to have basic knowledge in the field of digital technology.
 
 
 
 
 
 
 
 
 
 
Use of modern technologies within the workplace
The use of modern technologies has made the life of people easy and comfortable. It has brought revolution in both our personal and professional life. We can complete most of our tasks by using technologies. The technologies have facilitated the business organisations to complete their activities in less time and more effectively (Harhai, Krueger and Maccaferri, 2017). For example, a few decades ago, the organisations would use paper files to keep a record of their important data and information. But now they use the computer and digital storage to store their information without any paper world and physical storage. Some of the most common technologies which are used in the workplace include a computer, scanner, printer, and other computer-aided devices (Cox et al., 2013). However, I will discuss web conferencing and cloud storage technologies as the modes of storage, communication and collection of information. 
Web conferencing
The digital technologies, specially, the internet has brought revolution in the field of communication. Today, one individual can communicate with another from the remote corner of the world. The internet has facilitated some easy and convenient modes of communication. Some of those modes are video conferencing, audio conferencing, email and social media (Raish and Rimland, 2016). Web conferencing is the system of communication through which many people from different parts of the world can communicate simultaneously without physically meeting to the meeting place. It is a method of synchronous communication, but not the asynchronous method. The term synchronous means that the people making real-time communication and all the people should be at the same time (Cox et al., 2013). Today, many of the multinational companies use web conferencing to hold their meeting without physically meeting to a particular location. This technological innovation has saved both time and money of the people and the organisations. The two most common forms of web conferencing are audio conferencing and video conferencing. However, I am going to compare two web conferencing technologies to show how they facilitate synchronous communication. 
Specifications of Skype     Specifications of es Talks
Here, the subscription cost for the individual is low, but there is an additional cost for account    The subscription cost is high, but there is no additional cost for the account
Apps are available for Windows, iPhone and Android Phone which can be used through an online platform    Here, the apps are available for Android and iPhone
Skype allows up to 250 people to make conferencing at a time    es Talks allow up to 100 people to make conferencing at a time
However, between the two web conferencing tools, Skype is more popular and widely used by people than es Talks. Because, Skype allows more people to participate in a conference with lower cost than other similar apps (Spiesia, 2017).
Cloud storage
The cloud storage is an online based storage system that allows the users to use this system without any physical storage. The theme of this system is that a hosting provider provides the service which is known as a server and other users use this service who are known as clients (Nussaci, 2017). There are three forms of cloud storage such as public cloud storage and private cloud storage. The system offers different benefits to its users such as this is less expensive and location free mode of storage. The users can use it from any location and at any time. However, there are some problems with cloud storage such as security and safety problems as well as redundancy problem with the use of the data. In this system, the users have little or no control over the data which is the main concern of this system (van Deursen and Mossberger, 2018). However, I will compare Dropbox and Google Drive as two of the most commonly and widely used cloud storages. 
 
Google Drive    Dropbox 
This storage service is provided by Google    This system is provided by Dropbox Inc.
It offers more space for its users    It offers less space than Google Dropbox
It offers real-time editing and more free storage than Dropbox    
This system does not offer offline service    This system offers both online and offline service
These are the basic properties of Dropbox and Google Drive. However, both the tools help the users to store their information in an online platform without any physical location. 
Exploring the social media as a mode of marketing, gathering and communication within the workplace
Social media is one of the most commonly used modes of marketing. The term social media refers to the platform of communication and sharing the feelings of the people. The most commonly used social media are Facebook, YouTube, Twitter, LinkedIn and Whatsapp and so on. The social media has improved the mode of communication, information sharing and marketing activities of the organisations (Nussaci, 2017).
Social media as a mode of marketing
The social media has become one of the most important modes of digital marketing. The social media is the largest platform for communication and interaction among individuals. Besides the communication purpose, they are used for marketing purpose by business organisations (Nickoson and Sheridan, 2012). The organisations create an online page on which they continuously put an update about their products and services. This update can easily be seen by the customers by clicking the button of the laptop or the screen of mobile. Again, the online page enables the company to identify the trend of customers as well as their demand. The customers also can put their queries on the posts of the organisations (Raish and Rimland, 2016). According to a very recent survey, about 92% of the companies agreed that through social media they have been able to reach more customer and thus greater number of customer traffic. The social media has reduced the cost of advertisement, but they have improved the marketing activities of the organisations. For example, Facebook is one of the most commonly and widely used tools of social media. Both the individuals and organisations use Facebook for their personal interaction and commercial purposes. So, social media has become one of the most important marketing tools due to its cost efficiency and quick reach to the intended customers. 
Social media as a mode of information gathering
The social media facilitates the information gathering of the individuals and the organisations. The individuals can collect their required information from other individuals and organisations (McBurney and White, 2013). For example, the individuals can use can collect information from the companies about their products, price, location and promotional offers. This information helps them to make a purchase and much other important decision. On the other hand, the organisations can collect demographic information of customers through an online poll to make important marketing and business decision (Nickoson and Sheridan, 2012). Again, the organisations can collect information about the market trend, demand of customers and buying habit of the customers. There are some tools which can be used as information gathering such as Google Analytics and Snaplytics.
Social media as a mode of communication
The main purpose of social media is to make communication easy and convenient for the diverse group of people. The social media was introduced to bring different individuals together to share their feelings and make general communication (Spiesia, 2017). People can post their status on social media that may include very simple feelings to important query and news. The people and the organisations can use social media apps through computer and mobile which make communication simple and easy. The individuals can make web conferencing including audio conferencing and video conferencing through social media apps. The social media enables business to business, business to customers and customers to customers communication (Van Deursen, 2016). So, the social media acts as an effective mode of communication ranging from simple text message to audio and video calls. 
 
Evidence of my presence to social media
Facebook 
I have a Facebook account through which I communicate with my friends and colleague. Again, I use Facebook to collect information from friends and other business organisations. The Facebook account acts as a medium of communication with friend and family members (Rontos, Nagopoulos and Flora, 2014). Through this account, I share my feelings and pictures and events. The link of my Facebook account is given below.
 
Link: https://www.facebook.com/em.mateev
LinkedIn
The LinkedIn account is a social media tool which enables the users to achieve their professional and personal target. This is a platform of both employers and employees. This system enables employers to hire the right candidates and the employees to get their desired jobs. Again, this media provides users with important news. The link of my LinkedIn is given below.
 
Link: https://www.linkedin.com/feed/
Twitter
Twitter is another important social media which enables its users to share their opinions and feelings. This account also provides the users with news and entertainment (Rontos, Nagopoulos and Flora, 2014). However, people can share a status within a limited character. Through my Twitter account, I share a short message with my friends. The link of this account is given below.
Link: https://twitter.com/
These are some of my social media accounts which I use as a medium of communication, news media, entertainment and platform for mutual bondage. These media increases the presence of both the individuals and the organisations to a wide range of viewers (Woolf, 2014). For a business organisation, social media acts as a marketing tool, communication and information gathering.
 
Conclusion
To sum up, digital technology has made our day to day life easy and comfortable. We can see the use of technologies from dawn to dusk. The proper use of social media helps to improve bondage and communication between individuals. Again, the media plays an important role in advertising the products and services of the organisations. The social media are also important for the professional life of people. It helps to keep touch with the colleague and customers of a profession (Woolf, 2014). The media also acts as a source of entertainment and news media. However, the users must be cautious about the bad sides and security issue of social media.
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