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[bookmark: _Toc534815573]Introduction
Using technology is the most common practice in this world. The need to use different tools of technology are important to make all the activities smooth and secure. Technology has given different blessings that are used in the workplace to execute daily activities. To increase the overall strengths of the organization, technology is a really important factor which opens the door of communication, smooth process, security, productivity and profit margin to the workplace. 
In general, technology is a small word but it has broad operations activities that increase the chances of becoming successful at the workplace (Andriessen, 2004). Different types of digital skills are an important part of the workplace that strengthen the regular process in a smooth way. Currently, I am working at KFC Birmingham branch where I have to maintain different regular activities by using modern technology. I have adopted different digital skills and practices that increase my opportunities to accomplish all the tasks properly. In this report, I will discuss several factors and the proper use of the digital skills at my workplace and how I maintain all the process for smooth performance. 









[bookmark: _Toc534815574]Appropriate use of technology
This is really important to make sure the appropriate use of technology in order to improve efficiency and employability. Technology is giving us different devices of techniques on regular basis to upgrade our lifestyle and working process in the most effective way. It automatically increases the productivity and profit margin at the workplace and everyone tends to use the most advanced one. 
Modern and advanced technology helps to reduce the cost margin with an upgraded security issue that minimizes any kinds of risk and intended to become the pioneer for any working situation. It’s really important to have a proper analysis of internal and external factor before using different tools and techniques. Utilizing proper tools are important to make sure of digital platforms (Bassioni, 2005). 
I have to use different tools and techniques of modern technology at KFC to increase the communication, smooth operation, team working and productivity margin. There are different types of tools and techniques that easily helps to maintain regular activities. The mobile phone is the most widely used method of digital tools that help to connect people from different corners. The upgraded versions of the mobile phone are smartphones and tablets as well that keep on track all the activities just using the finger. Email and cloud file storage is the most used method of communication at my workplace that helps to connect with different people and share various types of file. Below are the descriptions of both of them in terms of user interfaces:
[bookmark: _Toc534815575]Email
This is the tool that helps to maintain formal and informal both types of communication. Email is the digital version of the letter that maintains security in the fastest way. It helps to connect, share and communicate with people in the purposes of official or non-official activities. I have to use the email technology at KFC for getting different notices, information, file or any other types of updates that maintain regular activities shortly. 
To communicate with email, there only need an active internet connection and a smartphone, laptop or personal computer that helps to send or receive of email. KFC has a large number of employees in different branches and there needs to communicate by email for official purposes. Emails are sent via different domain services, google, yahoo, Hotmail and many others are free domain service. On the other hand, if anyone wants to communicate or send or receive emails using own domain service, they need to purchase it. Gmail, outlook and many other provides purchasing of domain service at yearly cost. Free domain has limited access to file and purchased domain provides a large number of databases with the maximum number of storage distribution (Archer, 2013).
In order to maintain mail service, there needs to use the CC and BCC option that helps to distribute messages with other receipts. CC means carbon copy that is used to distribute message with the same copy with another person or writing the same department (Wang, 2016). It helps to maintain the team working activities and increases the performance level as well. BCC means blind carbon copy that is used to send emails for default service where the receiver can only see the list of CCs and can use this email as well, but won’t be able to see another person that are enlisted with the email. In order to send any notification that is important for all mail service of KFC, BCC is used.
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Figure: Composing a new mail using Gmail (mail.google.com) 
Comparison of Gmail and Outlook
	Features
	Gmail
	Outlook

	Seize
	Free and easy
	Free and fast

	Usefulness
	User-friendly and effective
	Useful

	Security
	High 
	Stronger security than Gmail

	Cost
	Free (Purchase domain is costly)
	Free (Purchase domain is costly)

	Mail storage limit
	15 GB
	5 GB

	Attachments size
	25 MB
	20 MB



Increasing efficiency
Email helps to increases the efficiency level at my workplace by using its different features. It helps to connect and communicate with different internal and external people that automatically increases the efficiency level. If there needs to share or announcing any information, email is the most effective way that helps to pass authentic information shortly. There is no lacking of making a conflict or any types of losses of data, it also helps to increase the overall performance of everyone. Respect level is automatically got increased at my workplace due to the use of email. In order to maintain a formal relationship with senior people, there needs to write an email in an effective way (Morgan, 2016).
Increase employability
Email helps to increase the employability as well, it makes connecting with everyone with regular updates and responsibility level. that helps to automatically speed up of all the required activities and everyone tends to perform properly as well. Email is the fast messaging system that transfers important data and file shortly that helps to maintain all the activities properly (Nesan, 2014).

[bookmark: _Toc534815576]Cloud Storage
Cloud storage is another useful tool of modern technology that is used at KFC in order to maintain different documents in the same way. This innovation is helpful to keep all the data in a central server and from there, anyone with an active internet connection from the team can access the file who have permission to do so. It helps to save different documents that don’t have any chances of loss or theft. 
There are different types of organization that provides the cloud storage service based on the user interfaces. Google Drive, Dropbox, OneDrive, iCloud and many other storage platforms are available to keep all the documents and share among other members of the department (Poynter, 2010). Each of them has a free option with limitation and premium interface that cost some money as per the user’s choice, different types of services are used. At my workplace, I have to use the google drive that helps to share files easily and saves money as well. 
[image: ]
Figure: Google drive website (google.com/intl/en/drive)
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[bookmark: _Toc534815577]Social media as networking Tool
[bookmark: _Toc534815578]Marketing
Using Social media help to make good influence in the marketing at my workplace. Social networking helps to connect and communicate with different people that maintain good relationship personally and professionally. Different types of advertisement, information, and many other things are can be posted by the use of social networking sites like Facebook, Twitter or LinkedIn as well. It’s really cost efficient and helps to transfer information easy to the customer that makes good bonding as well (Kaplan, 2017).
[bookmark: _Toc534815579]Communication
Social networking maintains good bonding among all and improves the understanding inside and outside of the workplace. There are different types of important files shared from the original server of KFC and I got the link from my seniors by the use of social networking sites. Later on, I used to access them and make sure of proper use of all and shared with different people as well. All the staff members of KFC are used to update their files on cloud storage that helps to maintain regular activities properly. Sales margin, regular updates, purchase requisition, and many other files are shared via cloud storage (Bartol, 2010). 
[bookmark: _Toc534815580]Information gathering
Using social networking sites helps to maintains good bonding with the various personalities at work and easily be updated by getting different information or news that are taking place. A person mostly spends their regular time at the workplace and good bonding of socialism is important factors that are done by social networking sites (Archer, 2013). LinkedIn helps me at the workplace to maintain professional account from where everyone can be able to get all the information.
[bookmark: _Toc534815581]Disadvantages of using social networking
· Too much using of social networking makes difficult to increase the productivity level.
· They make trouble in terms of the security level in the workplace.
· The passing of important or secret information with a third party or competitors is done by using social networking.
· Hackers are always trying to hack and read all the personal messages or photos that make a disturbance at work.
· Social networking sited humiliates a person and impacts on the working activities. 

[bookmark: _Toc534815582]Online Professional Presence
Different types of professional accounts are an important part of the technology that is used to maintain social networking. Social networking sites are helping to connect with different people in the workplace and personal life as well. LinkedIn, Facebook, and Twitter is the most common method of social networking sites that help to connect with different people in order to accomplish professional activities like job searching, personal communication and increases the workplace bonding as well (Kalling, 2013).
I have to maintain different social networking sites in order to maintain regular activities. They help to search for a job, communicate with different people and maintain a social bonding with all. Here are different social networking sites that I use at my workplace:
[bookmark: _Toc534815583]LinkedIn
This site is used to connect with different people and helps to find jobs as well. I have my own account on this site and I have to use them to communicate with different people and  maintain a good relationship among all. LinkedIn help to find out the job and search for a job by different pages and news sites. This is considered as the professional account where all the information’s are kept and people are tending to search and connect (Kaplan, 2017).
[bookmark: _Toc534815584]Twitter
Twitter helps to maintain a good relationship with different personalities and communities, get news of the world, stay connected and search for the job as well. Twitter easily makes good communication and finds out the most authentic information around the world. 
[bookmark: _Toc534815585]Facebook
Facebook is used to communicate mostly personal relationship and professional relationship of an individual. It helps to easily communicate with different people that strengthen the bonding among each other. It helps to find out job as well from different pages that can be found from different communities. I use Facebook to communicate with different people, school friends and maintain a good relationship with all.
[image: ]

[bookmark: _Toc534815586]Conclusion
Technology helps us to increase the communication level and connect with a different person at any corner of the world. Regularly it becoming updated and we are getting the most advanced way of communicating with different people. at my workplace, I have to use the different medium of technology and maintain a good relationship with all by the effective method that helps to speed up the work level and performance too.
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Comparison of Google  D rive   and Dropbox :  

Features  Google Drive  Dropbox  

Usefulness  User - friendly   and widely used  User - friendly    

File sharing  Need to send the link   Need to add person separately  

Free storage  15 GB  2 GB  

File support  Any type of file  Limited file access  

Paid storage  Cost effective than Dropbox  Need to pay more money than  others  
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