INTRODUCTION
The use of technology has assisted a lot of companies in achieving some specified task. Technology has changed the way work is being done, it has helped in reducing human error which is mostly caused when there is stress at work or when the amount of work to be carried out is too much. Workplace limitations have been removed using business technologies for example, tablet, computers, virtual meetings, software used in accounting, and applications used for customer managements and they have also made possible the flow of information at the workplace quicker which helps the taking of decision at the workplace faster. (Ramey, 2013)
The use of technology at the workplace can be of a great help, however, it also has some problems associated with it which will be highlighted in this report.
The importance of the use of technology at the workplace is; 

It helps to improve the way people communicate
The use of technology has helped to improve communication, the way in which employees interact and pass information at the workplace has significantly changed using modern technology, for example, people who work in the same company but in different departments can pass information using text messaging services, skype meetings or even mobile phone conference meetings to pass important information. This helps in getting work done quicker and decisions are taken on time to meet deadlines. (Ramey, 2013)

Improvement in the management of human resources
One of the  jobs of the human resources has been made easier through the use of technology in the workplace, it has provided a better way to advertise for jobs, select and hire the appropriate potential employees, this is all done through the use of online advertisements, where targeted candidates can apply for the jobs, this has helped the job of the human resources manager very easy and efficient and less time consuming; also, the progress and the effectiveness of each employee in carrying out their roles can be tracked through the use of technology, with every staff knowing that their productivity is being monitored, there is a high potential for more performance from the employees.

Creation of mobility
The use of technology at the workplace has helped the way people work, now people do not need to necessarily go to their offices before they can carry out their job roles and still deliver them in real time, now employees can work from home at whatever time is agreed between them and their employer, this can give a sense of staying in control of your job. The use of virtual meeting tools helps to save time and information can be accessed from anywhere to ascertain when the job was done. 
Saves time
The use of technology has made it easier to work using self-operating machine thereby saving time and producing more. With the use of self-operating machines, there is more productivity and efficiency are guaranteed. The use of technology creates the opportunity of making corrections instantly and human error is generally reduced. The use of data base for representing and storing of information can help with making a quick decision at work, staff can easily access work related information through a single database, this information could be edited at any time and saved for future use. Gadgets like printers and scanners which are used internally can be shared through internet network without having to move from one department to the other. (Ramey, 2013)
In as much as the use of technology in the workplace has helped to make life at the workplace easier, there are still some disadvantages associated with the use of technology, this will be explained below.



Overall business efficiency
With the help of technology, businesses can operate more efficiently if the gadgets are used correctly. Documents such as user agreement and contracts templates are customised using digital files. There is an instant communication using emails, and documents can be sent back and forth during negotiations, customers are able to gather information or ask questions on the website at any time of the day using online forms.

Software programs continually improve and make data gathering and how they are interpreted more powerful, software used for customer relationship management assists in recording everything from calendars to follow up appointments and customer information and this improves productivity and helps to consolidate client relationships especially for people in the sales and marketing department. (Kimberlee, 2018)







High cost of maintenance
Technological tools are not just expensive but are also not cheap to maintain. The cost of hiring a professional to maintain this equipment are a lot of times very expensive for businesses especially smaller ones. Most companies hire staff on contracts, so they only get paid when they work. If this equipment is not properly maintained due to lack of professional staffing, they can break down, and it becomes even more expensive for the company to purchase another computer/equipment. (Ramey, 2013) Again, there is a continuous improvement in technology which are frequent and expensive to upgrade. Each time there is an upgrade, staff members will also be trained to use this equipment, this means time is taken away from production. The time lost to productivity with the combination of the amount of money spent on software and its implementation can lead to less profitability, the motivation of staff can be affected due to this upgrades as staff struggle to learn new applications and to meet new standards of performance. (Nestor, 2018)

Loss of inter-personal skills
Face to face communication has largely been replaced by text messaging, phone calls and emails and social media. Holding a short conversation or meeting can eliminate the need to send multiple emails and text messages, you do not have the ability to choose the people you interact with unlike the social media, there is no option for that in the workplace. Whether you are dealing with colleagues or clients, inter-personal communication which is vital in building of relationships in business are more complex requires consideration and listening skills which may not necessarily be in social media. So much relying on an electronic method of communication can cause an unneeded traffic as well as a decrease in important personal interaction.

Increase in security
In as much as there is an increase in security effort, there is always a risk of hacking from both the internal and external threat of stealing information from staff with security verification. Most employees who work in the position of staff need to be given access to information of either the financial or personal data of clients or customers. Staff who have access to this information need to be monitored to keep the information protected and this can lead to issues of privacy with staff. In a way to secure passwords and access to information, employees are screened before they can be given an access, this in turn can add to the cost of the organisation and even affect staff relations. ( nestor, 2018)

Cutting staff
Reduction in employment for so many years can be linked to technology but in the 21st century it has become increasing worse, the job of a receptionist has been taken away as a recorded voice does it all, the use of automated checkout means there is no need for more staff to be at the checkout point. The only down side to this is that the customers are left to deal with some machines which they are not conversant with and may lead to them having a bad experience in your company. ( fraser, 2018)

What is social media? Social media is a kind of technology which gives people the opportunity to socialise on scalable manner, that is, it provides a higher amount of control in both communication and privacy and the amount of group (UCL, 2018)
Social media can be a great business tool if used appropriately, it has so many benefits which includes;
· Revenue
Generating money for a business is the priority reason for the use of social media, this may be achieved through building a community or showcasing your products and services within the platform of the social media. If you decide to showcase your business using social media, your social media adverts will be linked to your business social media account or even to your website. This implies that even without needing to have a channel you can benefit from social media. 
 
· Brand development
One of the benefit of social media is that it gives your business an opportunity to interact and connect with your customers on a level that is a bit more personal. If your brand is already established, social media gives you the chance to develop further and lend a voice to your business.

· Attracting customers
Social media can be used to attract new customers. For instance, when social media campaigns are being considered, followers who like promotions and giveaways should be the top of the list that will be attracted, as soon as you have a good number of followers, more personalised adverts can be used in other to keep the customers.

· Networking
Likeminded people use networking tools to exchange and improve on their business ideas. Online networking tools is an important way to businesses specially to share in knowledge and referrals by word of mouth.

· Recruitment
 Vacant positions are advertised through social media by a lot of organisations. Job networking sites for example LinkedIn are mainly used by people looking for jobs and can help you use this network to engage potential people who have the required skills needed in your organisation.

· Research
Some people may believe that social media may not be ideal for their business or that they do not have plenty of time to run it, but by just logging online in other to see what their competitors are innovating through technology and the likes, or even trying to find out what their customers are saying about their business and services might be a valuable exercise to propel them to do more within their organisation.

Evidence of social media as an advertising [image: ]
Summary
Social media can help businesses connect with their customers, raise topics for and conversations and get to know what people think about your organisation or business and brand name. social can also be used for mobile applications, promotional giveaways and advertising, social media may appear difficult but with planning and some research, you can use it to the advantage of your business. Popular social media tools include Facebook, twitter, Pinterest, YouTube, linked in and google + which can also be used for expanding your network, increasing market reach and collaborating with people on a larger scale.

Conclusion
[bookmark: _GoBack]Having researched about the effectiveness of modern technology at the workplace, how the use of technology in our day to day life benefits us as well as its disadvantages if not used appropriately. Social media as well can be of great help to businesses and organisations if they are properly channelled to the right audience, therefore embracing its chances for the advancement of business, educational and personal opportunities will lead to a better tomorrow for everyone. 
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