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[bookmark: _Toc6245828]Introduction
The effectiveness of the communication depends on various factors mostly related with the channel being used in the communication between the related individuals in the communication. The main idea of the communication is that it is a process that allows two or more individuals to exchange information in ways that the individuals involved in the communication would understand the meaning behind the information of the communication and this can be done using a number of ways (Rogers, 2016). But in organization, most of the information between the employers and employees are exchanged using digital technologies as it allows faster communication among multiple people without any issues. This is a reflective analysis of my own work performance regarding the use of digital technologies in the workplace. Since I work as a supervisor in a construction company, I always need to use the digital technologies to communicate with my subordinates and use many forms of technology to conduct daily task it my work place. A work place analysis can help identify the various benefits of the digital technologies that I use in the workplace and the challenges of using it. The use of social media will also be explained as well.


[bookmark: _Toc6245829]Technologies that can be used in the workplace for communication:
There are several technologies that can be used for the communication purpose of the organization. Since I work in a construction company, I have to continuously communicate with my subordinates about our works and we also use the digital technologies to gather information regarding our service and the demands among the customers. These technologies also help us to communicate with our customers as well.
The common technologies that I know of and are mostly used in the workplace include the following –
Telephone
This is probably the most common technology to exchange information in the workplace or even outside of the workplace. The telephone works using electric signal that transform the sound when we speak through the telephone and it carries it to the telephone device of the receiver by turning it again to actual sounds that the receiver is able to listen and understand. In modern days, a new form of telephone is used by individuals in the society which is known as cell phone. Telephones cannot be carried along, but cell phones are portable and can be carried with. The cell phone also works very similarly to the telephone. This is a common technology that my organizations rely on as it is essential to communicate with the workers and clients. Because of its functionality the telephones can also be used for information gathering and marketing purposes (Bradley, 2003). Our sales team communicates with the clients over phone and provides them with our offers and also learns about their needs to improve on our services.
Webcam
The webcam is a device that requires a laptop or a computer to be used. It also requires an internet connection to work. What this device does is that it allows individuals in the organization to establish video conferencing with others which will allow multiple people to join and have a conversation or meeting where people would be able to see each other without directly needing to visit each other (Garrett, 2010). This is used by my organisation to communicate with clients who live far enough that it becomes difficult to maintain communication and pitch ideas. While telephone allows verbal communication, the webcam also does this while allowing us to see the individual we are communicating with. This works really well for us when we try to communicate with our clients and they have something to show that will be used for our construction works, and they can do it without necessarily needing to visit our office. The webcam is also useful when I need to conduct meetings with my subordinates from different work sites. They are able to use the webcam feature of their laptop to attend the video conferencing and we can easily do our meetings online using the webcam which is why this is also another technology that is commonly used by the organization to communicate with the employees and clients of the workplace.
Email
The email is a communication method that allows individuals to send electronic mails to other individuals using the internet and it is probably the most common and the fastest way of communication (Batra, and Kevin 2016). Usually emails are the electronic mails that allow writing formal and informal letters using a computer and sending the mail through internet connection. The emails require each individual to have an email account which would be used to send and receive mails through internet. The emails also support the attachment of important files which is a net feature for companies like ours as we can exchange blueprints of our constructions works with our employees and the clients and they can easily reply us using their email account and it doesn’t take long time. Beside sharing documents emails are used by my organisation to send orders and instruct the workers and also communicate with third parties for the daily functioning of the company. My company sometimes opts for market research surveys over emails to know about customer demand.


[bookmark: _Toc6245830]The benefits and challenges of the technologies in the workplace
Telephone is the most secured way of sharing information as there is very little chance of breaking privacy when communicating through telephone. The telephone does not require an internet connection which means anyone can use the telephone any time when they want to use it. In our workplace, we mostly use telephones to communicate with various department and we are able to share information with our employees or the management without difficulties. The problem with this is that we work in a construction company which means we often have to visit different work sites and there is a higher possibility that the site could not have any telephones, which can make it really difficult for us to communicate with the subordinates who work in another site. When using telephones that receiver may need to note down information or pay really close attention to what the other person is saying. Otherwise miscommunications can occur (Garrett, 2010).
Webcam on the other hand is very beneficial when it comes to conducting web conferencing. Visual presentation can also be conducted using the webcam. When face-to-face meeting is not possible, the webcam can be really useful for communicating from any place. It also allows observing the behaviors and expressions of the individuals involved in the communication through the webcam. I use this to contact my clients who live in very far and I also use it to conduct small meeting online which allows me and the subordinates to communicate with each other. Since laptops are easy to carry and many laptops come with integrated webcam feature, this makes it easier for us to communicate with each other no matter what work site we are in. However, the issue is that the webcam requires internet connection and to use it anywhere we would need a good Wi-Fi connection around us. Otherwise the webcam is obsolete when it comes to the communication (Rogers, 2016).
Email is probably the fastest method of communication and the modern email now has features to support various types of files that can be attached to the mail. So even if the email does not allow users to communicate verbally or see each other, it does allow them to send multimedia files that can provide instructions or information regarding the workplace and as it is so necessary in an organisation the workers are motivated to learn about digital communication in most organisations (Morgan, 2016). Using emails I am able to share our work responsibilities and daily goals to my subordinates. Emails also have the feature to add multiple recipients which means users do not have to send a single email to multiple individuals a couple of times as the email can be sent instantly to the related individuals who needs the information. It can also be used as the marketing operations of the company as it supports images and animated images that can promote the service through the emails. Emails can also be used for formal and informal means. However, just like webcam, emails require internet connection. While emails can be sent to an individual and the email will stay in the email account of the recipients, without an internet connection or access to the internet the recipients won’t be able to read the email and would not know that they are being contacted by the organization. Also, when writing emails, the rules of writing formal letter also applies here as well especially when writing formal emails, which means that the language of the email needs to be positive, clear and with related tone. Otherwise it can also result in miscommunication between the individuals and can affect the performance in the workplace.


[bookmark: _Toc6245831]Social networking, its benefits and challenges
The social networking is a feature on the internet that allows individuals from different nation to gather online and communicate with each other using the social networking site. The site can work as the channel of the communication (Collins, 2001). The social networking site is connected to an online server that allows users from different locations to connect to that server and communicate with other users present on the server (Leung, 2014). This is the basic of the social networking. But this has been expanded a lot in the recent years as the social networking sites now also allow users to share their personal information for personal or professional purposes in the site which other users can access and see. Social networking can also be used by organizations to promote their service to their target customers. 
[bookmark: _GoBack]Facebook for instance is a site that has grown as a large social networking website which is both used for personal and professional purposes. Even commercial advertisements also can be given to the site which allows users to learn about a company. My organisation conducts advertisement on the social media sites like Facebook and twitter and as this is cheaper then mass media we can afford more advertisement programs and reach more of our customers. For personal use too social media can be helpful as my professional page on Facebook contains my qualifications and the recruiter is able to learn about my professional capabilities using my page. The good thing about Facebook is that we can find old friends or to keep in touch with our family that are living in another country. Downs side of Facebook is when we visit or we like any certain pages on it is likely to be over taken by the amount of notification and adverts on our page.
LinkedIn is a website that our company relies. We do use other social networking sites to promote our service. Our construction company requires skilled employees which we can find through LinkedIn and so far we have hired quite a few from information from this site. While other sites are mostly used for personal communication purposes, LinkedIn allows users to post their CVs and customize it online to present their employability skills to employers from different companies who have their own accounts in the LinkedIn site (Tinkler, 2017). Facebook and Twitter are also good platforms for jobs but these sites do not support the ability for the users to present their employability skills and other experiences in details that can be informative (Ahmad, 2016). LinkedIn offers a wide variety of features for the users to design their personal and professional information in a way that would be suitable for applying in a job. With LinkedIn the candidates are able to find their suitable jobs and apply for the job, while the employers are able to search for employees who have the right skills for the workplace and this is the feature that my company uses to hire the best candidate for a fulltime as well as freelance jobs. For these features, LinkedIn is seen as a unique platform that promotes job opportunities for the individuals that other social networking sites do have. Using LinkedIn our company is able to find the suitable candidates for the job and most of the time when our company hires new employees, they go through various candidates in LinkedIn as the candidate information are detailed. The LinkedIn also can be used to find suppliers and our company also looks for new suppliers for the work sites using this site. Since I am also working for the company, I always tend to look for better opportunities and with LinkedIn I can look for other jobs so I could attain my career objective. Till now I have received quite a few offers as the employers who had checked by LinkedIn page were quite impressed with my skills and experience.
However, just like any other social networking sites, LinkedIn isn’t far from the challenges. Since there is a huge number of people who have LinkedIn accounts, this makes it difficult for the employees to have a good chance of being selected by their preferred company. In fact, our company also find is difficult to go through tons of applicants. The most challenging aspect is that sometimes candidates provide wrong information on the site and some candidates are not active, which means we often has to select more employees for interviews than what our company targets as the company perceives that many of the candidates would not respond for being inactive. Also, many other companies do not share much information on their part which can make it difficult for candidates like me who look for better jobs to make sure that the organization is valid or not. LinkedIn also cannot do well in terms of marketing of the company that other social networking sites can which is why our company has to use the other social networking sites to do their marketing activities.
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The communication is an important aspect in the workplace and with the use of digital technologies it is much effective. The use of digital technologies and social media has allowed the communication to be faster and simple so technologies are necessary in communication.
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