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PREFACE

This MOOC is the outcome of experience acquired through work on the
Pr o] d&hetDigial Workplace: skills for a changing work environment 0.

Since it seems that in global and virtual work the key characteristics of an
employer are:

A self-management,
A the ability to tolerate instability or new situations,
A understanding different cultures, and in general

A having an open mindset,

the focus of this MOOC is on strengthening you, the Digital Employer, to
these specific skillsand competences, with flexible boundaries between
them.




Scope of this MOOC

This MOOC is grounded in
literature studies, research
and experience in the

field of digital workplace.

Itis not intended to

provide recipes, it is
neither a fill-in-the -blank -
type guide.

This MOOC offers some
ideas, processes,
experiences and contexts
as a point of departure.

Our primary focus is on
the practical aspects
involved in a Digital
Workplace.

To do so, we will help you
understand the factors
that are forcing the
radical changes we now
see in the workplace, the
challenges those factors
have created for
companies, and how they
can overcome them to
built a fully digital, truly
strategic workplace.



How to use this MOOC

General Layout

Every Sectionbeginswith a
list of key conceptsfor that
Section The key concepts
are not glossary or
dictionary definitions they
point out a few of the
essential term which are
used The terms are
explainedin the text of the
Section

ThePurposeof eachSection
is also put upfront. In many
ways the purpose givesthe
aims and objectives of the
Section

In most casesSectionswill
start off with an activity,
whichmeanswhat shouldbe
done before the trainee
continue These activities
are very important as they
will help you preparefor the
material and other activities
in the Section
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While many of the activities

have no single WO2 NNB O
I v & 6 ShhEdations and
feedback in the form of
comments are usually
provided

In addition we haveincluded
a session for a Selected
Bibliography or Additional

Reading This  session
contains recommended
reading, books, articles,
briefly annotated




How to use this MOOC&

GeneralLayout of Videos

Video is an essential ¢ KIG@¥ our main
component of this MOOC consideratiorvefersto & ¢ K I
We useit asone of the main will you learn from each
method of content delivery, @A R Sa@hkréhan G ¢ ol f
becausewe strongly believe watcheach@A RS 2 K ¢
that when used correctly,
video can serve as a In order to maximize your
powerful teaching tool, engagementwe use videos
which  supports critical into 2-3 minute segments
componentsof learning,like: (often separated by
assessmentjuestions)either
A Developing critical TEDxTalks
thinking skills
We alsopreferredthe talking
A Applying knowledge head style and interviews
with text overlaid onto the
A Fostering deep video in order to summarize
understanding main points or highlight

keywordsandphrases



How to pass successfully the MOOC

This session explains how to carry out your mini-portfolio project, in
order to demonstrate you mastery of the MOOC .

Here is the definition of a portfolio that we are using as a point of
departure fro this MOOC :

What is a portfolio?

A portfolio isa purposeful collection of trainers work that exhibits the
trainers efforts, progress and achievements in one or more areas. The
collection must include trainer participation in selecting contents, the
criteria for selection, and evidence of trainer self-reflection .

A portfolio provides a complex and comprehensive view of trainer
performance in context . It is a portfolio when the trainer is a
participant in, rather than the object of assessment. It provides a
forum that encourages independent, self-directed learners.

(Paulson et al., 1991).

PORTFOLIO Each of you will have a particular reason for registering on
ACTIVITY this MOOC. You will be hoping and expecting to achieve
certain aims by completing it. Briefly write down what
these aims are, and put your statement in your portfolio.



Your portfolio should include at least the following items:

ltem 1 A statement of your personal aims for this MOOC . This
would be a fairly broad statement, explaining why you
decided to enroll for it. You should then break down these
broad aims (for example, | want to learn more about
digital workplace trend) into some more specific desired
outcomes (for examples, | want to know how to create a
culture of sharing in digital working environment) .

We have already asked you to write a personal aims
statement in response to

the very first Portfolio Activity . You may want to revisit it
during this training . So, if you change your mind, please tell us
how your aims have changed

and why).

Total length : 1 page

ltem 2 A statement of the criteria and performance standards
according to which you want your mini-portfolio to be
judged . What isespecially important in your eyes?
For example, have Iincluded in my portfolio enough items
to demonstrate mastery of the MOOC content?

Total length : 1 page



How to pass successfully the MOOC

How to proceed?

Your portfolio should include at least the following items:

ltem 3

Mastery journal entries to the following questions :

a) What can |identify as being of particular interest with to
be an employer in a digital workplace in the context of the
following :

- The country Ilive in;

- The organization |work for;

- The particular subject discipline

- lknow most about?
b) How could lapply what | have learned?
c) How do | feel about my training on this MOOC? Why?

Total length : 2-3 pages



MOOC SECTIONS PER WEEK

DIGITAL WORKPLACE

WORKING TOGETHER

DIGITAL WORKPLACE CULTURE

INNOVATION IN A DIGITAL WORKPLACE




Towards an attractive
DIGITAL WORKPLACE

V Digital Work Environment
KEY

CONCEPT Juumy Digital Workplace Strategy

PURPOSE The purpose of this Section is to
introduce you to some of the global
issues affecting the digital workplace.

This section should help you to:

V lllustrate your own working definition
of digital workplace

V' Discover the main industry changes
and trends which contribute to
reshaping the work environment

V ldentify five tips for a successful
digital workplace strategy.
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What is digital workplace?

While the digital workplace is now driving a wide range of projects
across many industries, the concept isstillemerging .

There are many definitions of the digital workplace and some are all
encompassing, Wwhile others focus on specific facets of the concept .

The digital workplace can be considered the natural evolution of the
workplace . It encompasses all of the technologies staff use to do their
jobs.

This can range from the HR applications and core business
applications to e-mail, instant messaging, enterprise social media

tools, intranets and portals .

Source :

http ://www_.elcomcms .com/en -au/resources/articles/understanding -the -digital -

workplace/digital -workplace -framework

We asked two industry experts for their
E perspectives on the hard question : 0 D ave really
Ask the m need an intranet in a digital open -plan of f i c e ?

EXPERT
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https://en.wikipedia.org/wiki/Web_portal
http://www.elcomcms.com/en-au/resources/articles/understanding-the-digital-workplace/digital-workplace-framework
http://www.elcomcms.com/en-au/resources/articles/understanding-the-digital-workplace/digital-workplace-framework
http://www.elcomcms.com/en-au/resources/articles/understanding-the-digital-workplace/digital-workplace-framework
http://www.elcomcms.com/en-au/resources/articles/understanding-the-digital-workplace/digital-workplace-framework
http://www.elcomcms.com/en-au/resources/articles/understanding-the-digital-workplace/digital-workplace-framework
http://www.elcomcms.com/en-au/resources/articles/understanding-the-digital-workplace/digital-workplace-framework
http://www.elcomcms.com/en-au/resources/articles/understanding-the-digital-workplace/digital-workplace-framework
http://www.elcomcms.com/en-au/resources/articles/understanding-the-digital-workplace/digital-workplace-framework
http://www.elcomcms.com/en-au/resources/articles/understanding-the-digital-workplace/digital-workplace-framework
http://www.elcomcms.com/en-au/resources/articles/understanding-the-digital-workplace/digital-workplace-framework
http://www.elcomcms.com/en-au/resources/articles/understanding-the-digital-workplace/digital-workplace-framework
http://www.elcomcms.com/en-au/resources/articles/understanding-the-digital-workplace/digital-workplace-framework
http://www.elcomcms.com/en-au/resources/articles/understanding-the-digital-workplace/digital-workplace-framework
http://www.elcomcms.com/en-au/resources/articles/understanding-the-digital-workplace/digital-workplace-framework
http://www.elcomcms.com/en-au/resources/articles/understanding-the-digital-workplace/digital-workplace-framework
http://www.elcomcms.com/en-au/resources/articles/understanding-the-digital-workplace/digital-workplace-framework
http://www.elcomcms.com/en-au/resources/articles/understanding-the-digital-workplace/digital-workplace-framework
http://www.elcomcms.com/en-au/resources/articles/understanding-the-digital-workplace/digital-workplace-framework
http://www.elcomcms.com/en-au/resources/articles/understanding-the-digital-workplace/digital-workplace-framework

Towards an attractive
DIGITAL WORKPLACE

MAKING DIGITAL TOOLS AVAILABLE TO EMPLOYERS

We asked two industry experts for their
perspectives on the hard question : 0 D ave really
need an intranet in a digital open -plan o f f i c e ?

Ask the

EXPERT

Today’s Digital Workplace Is a Rich, Diverse, Shifting Environment

(apps are representative examples only)
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Note: About 1/3 of moblle/ciowd apps are shadow apps apps Cloud

Source: http://www.zdnet.com/article/can -we -achieve -a-better -more -effective -digital -workplace /

Please discuss in the forum what kind and what

guality of digital tools you are putting into your

empl oyees® hands i n order t«
key business indicators, such as the levels of

employee productivity and efficiency.

FORUM
ACTIVITY
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Understanding the digital workplace

We are now in an age where the workplace isn't just a
physical space occupied by employees during office hours.

T o d a yworkplace is an always connected environment
providing instant access to everything employees need . The
lines between the physical office and the place where the
work actually happens are becoming Dblurred, as is the
distinction between personal and professional lives.

As the workplace becomes digital the whole workforce and
upper management can communicate and collaborate in
many new and effective ways.

The ability to combine productive business relationships
beyond the natural work groups enables knowledge sharing
across the organization .

We asked four industry experts for their
E perspectives on two basic questions:
Ask the m 0 Wh i arehthe benefits of an Of f i ce ? 0

EXPERT 0 Wh BRitch the Office at Al | ? 6
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DIGITAL WORKPLACE

Understanding the digital workplace

ACTIVITY

‘

Can you name 3 trends in the last 10 years which
contribute to reshaping the work environment?

There are many trends you might have
mentioned .

A

An ageing workforce . As baby boomers
continue to retire, they are taking much of the
knowledge with them, which is a dilemma
because their experience and knowledge are
important in laying the foundations for future
professionals .

Information overload . The word here is Big
Data . Since 2015 2.5 quintillion bytes of data
are created every day. As information
continues to grow at exponential rates, many
businesses and employees find it difficult to
find what they need, when they need it.

Need for speed . With the fast-paced work
environment today, employees are required
to work faster and collaborate more
effectively to get their jobs done and meet
deadlines . Intranets have been very successful
in this particular area, and digital workplaces
are justthe next step.



http://www-01.ibm.com/software/data/bigdata/what-is-big-data.html
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Understanding the digital workplace

APPLYING We have discussed how the accelerated change
ACTIVITY in the last 10 years, due to the emergence of 3

main trends.

List these 3 trends below and then consider
whether these trends contribute to reshape your
work environment.

Trends influencing digital workplace Applicable?

Your industry Yes No
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DIGITAL WORKPLACE

Digital Workplace Misconceptions

A digital workplace isnot justa fancy re-branding of intranets .

While intranets are essential to modern business processes, some digital
workplaces may not be using an intranet at all. Although intranets are
common and important components of a digital workplace it isnot the only
feature which allows for collaboration and communication

The digital workplace explores engagement on more than one platform .

Certainly while digital workplaces are gaining traction in the business world,
intranets are a popular platform on which to encourage engagement,
facilitate knowledge sharing throughout an organization and increase
employee morale .

A typical digital workplace would bring together the highly functional
intranet of an organization and extend it to include more applications, easier
communication and streamlined corporate strategies .

READING Before you continue, read the ECN report:
ACTIVITY

https://www.hays.com.sg/press -
releases/ HAYS 1322660

to discover 5 tips for successful digital workplace
strategy.


http://www.cmswire.com/cms/social-business/what-a-digital-workplace-is-and-what-it-isnt-027421.php
https://www.hays.com.sg/press-releases/HAYS_1322660
https://www.hays.com.sg/press-releases/HAYS_1322660
https://www.hays.com.sg/press-releases/HAYS_1322660
https://www.hays.com.sg/press-releases/HAYS_1322660
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The Recipe for a Dijgital Workpla{ce

. Here are seven ingredients to creating an effective digital
~ workplace (Meulen , 2016):

1 Understand the needs of your employees
2 Add a dash of urgency ; find a catalyst for change
3 Form a a coalition ; reach beyond IT
4 Deliver best-in-class
{111
6
I

Capture quick and highly visible wins
Communicate the vision
Make a stick!

)

.

I
(il |

Source: http //atnr.it/ 29PSRAk



http://gtnr.it/29PSRAk
http://gtnr.it/29PSRAk
http://gtnr.it/29PSRAk

O .

Ingredient 1
- > <
Understand the needs O: 2
of your employees
Enable your employees to have a greater
voice in technology decision making to
aensure technology solutions are aligned
to meet business needs. Strive to create Ingredient 2
a channel for introducing consumerized
tools and services — central to any digital
workplace initiative. Add a dash of urgency;
find a catalyst for change
A Traditional organizations stick to what
/ I they hawve always done. This is stifling
. innovation and is holding your organization
ey back. Introduce real energy to challenge
08 - :,:. and change this — spice things up.
L | J

Ingredient 3

Form a coalition;
reach beyond IT

Source your digital workplace ingredients
from all parts of the organization, not just IT.
Everyone should be involved in planning
and rolling it cut. HR is a key ally and is
paramount to the success of your strategy.

N -
Ingredient 4

05 Deliver best-in-class

Keep perfecting your recipe! Keep
examining boundaries and adjust
targets. Encourage your employees to
stretch, to add new ingredients to the
mix and thereby expand your portfolio.

Ingredient 5

Capture quick
and highly
visible wins

S

-
=
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Get the workforce involved in
changing the workplace to
enhance rapid and deep
change and promote cultural
messages about innovation,
agility and risk taking.

Communicate
the vision

O7r

Digital workplace initiatives can seem

Ingredient 7 h : >
intangible and vague. Deliver a
consistent, specific message, through

Make a variety of channels. Enlist peer

it stick! advocates. Set out a manifesto or pledge.

A digital workplace that delights
employees is a strong driver of employes
engagement. So keep engaging,
developing and refining your workforce.
Keep updating the menu.
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Bynghall , S (2013). Digital workplace
fundamentals : the integrated approach .
Available at: http ://bit .ly/2]OzPya

In this report, author Steve Bynghall suggests a
blueprint for launching a successful digital
workplace initiative anchored on two key
prerequisites, namely scope (what is included)
and approach (how itisdelivered) .
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WORKING TOGETHER

V' Teamwork
KEY

SONMSE \/ Collaboration

This Section is intended to make you
aware of the importance of knowing:

V'  Who your employees are, and

V How to communicate in the digital
workplace.

It is also intended to make you able to
identify important interactions with a
wide variety of stakeholders in order to
understand how to best design your
workplace.



WORKING TOGETHER

Please discuss in the forum whether the
workplace itself should be seen as a strategic
asset.

FORUM
ACTIVITY

Members of a new generation (Gen 2) are entering the
workforce, and bringing with them their smartphones,
tablets, and personal laptops . And they expect to be
able to use these powerful new devices not just to
interact with friends and family during work hours, but
to do their work as well.

Businessis changing too n working around the clock
to meet the needs of the increasingly global economic
environment . T h a twhysteamwork and collaboration
are at the heart of how companies operate now .

Source :

https ://www__.strategyand .pwc .com/media/file/Designing -the -digital -
workplace .pdf
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