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Knowledge and Information Management Skills for the Workplace
[bookmark: _Toc27897449]Introduction
Knowledge management is a vital element of any organization since it determines how intellectual assets are used and managed. In many organizations, knowledge management makes knowledge visible, develops knowledge-intensive culture, and builds knowledge infrastructure. It is an effective way of improving service delivery by utilizing human resources to provide individual knowledge. It is through the expertise and individual knowledge that organizational knowledge is created. Moreover, the elements of knowledge management enhance knowledge sharing that defines effectiveness in decision-making and problem-solving. Knowledge management enhances interaction and collaboration among employees from different departments. A sales and marketing organization case study will provide a better understanding of knowledge management in practice. The framework of the organization in knowledge sharing will be evaluated based on the elements of knowledge management and comprehensive recommendations made on how to make the framework more effective.
[bookmark: _Toc27897450]Evaluation of the concept and importance of knowledge management
[bookmark: _Toc27897451]Explain the relationship between data, information, and knowledge
In the process of knowledge management, it is critical to determine the relationship between data, information, and knowledge. The first step in determining the relationship is having an overview of the individual terms and the impact they have on the knowledge acquisition process (Allee, 2012, p.40). Data is comprised of general, unrefined, and basic unfiltered information. It consists of elements of analysis that must be organized for them to be turned into information. In other terms, data is the information that is used for calculation, discussion, or the basis of reasoning. Information is refined data that have developed to the extent it can be used in any form of analysis. It is processed data that have been formalized and can be used recurrently. Information is data that have been put into context and can be related to other pieces of data to provide meaning and be a basis for knowledge. Knowledge is a mixture of insights, information, values, and organized experiences that provide a framework for the assessment of new information (Liew, 2007, p.2). It is actionable information and usually exists in people's minds through their experiences.
Information cannot be identified as an isolated aspect of the process of acquiring knowledge. The relationship between data, knowledge, and information becomes evident and explicit. In simple terms, data is the basis for the creation of information, while knowledge is achieved after the information has been reprocessed. Therefore, the relationship is characterized by a linear sequence, from data to information and then to knowledge. The DIKW (Data, Information, Knowledge, and Wisdom) model provides a simple framework of the connection between the elements (Chen et al., 2008, p.13). Information is acquired from the collection and analysis of data. Knowledge is acquired from the coherent collection of information. The last stage of wisdom could be achieved in a lifetime of the collection of knowledge. Organizations need to have a concrete understanding of the connection between the concepts for successful knowledge management.
[bookmark: _Toc27897452]Explain the relationship between individual knowledge and organizational knowledge. 
Individual knowledge and organizational knowledge differ, yet they are greatly interdependent. The extent to which employees interact with organizational knowledge is based on culture. In some cases, individuals are expected to make decisions regarding critical aspects of an organization. Therefore, they have to make individual judgments in an attempt to solve the problems of the business efficiently. On the other hand, there are cases when individuals do not have the expertise to complete specific tasks. Consequently, they have to rely on organizational knowledge to develop an effective framework for solving a particular problem. Employees are expected to collaborate in such situations to provide the necessary expertise and knowledge (Scherp and Staab, 2012, p.2). By using the strengths of all employees in the workplace, it becomes easy for an organization to use the necessary skills and knowledge in the completion of tasks. Since each employee has particular expertise in specific areas because of their educational background, the integration of expertise becomes significant in the completion of a variety of tasks.
Organizations do not have ownership of individual knowledge; rather, it relies on the willingness and competence of the employees to complete specific tasks. In most cases, an organization empowers the employees to use their expertise and discretion to complete specific tasks. The speed at which organizational problems are addressed is critical in ensuring that the business is competitive. Consequently, there is a need to balance between individual knowledge and organizational knowledge. For the organization to ensure it develops and establishes its knowledge effectively, it needs to encourage its workers to interact frequently (Bhatt, 2002, p.35). It is a strategy that would ensure that knowledge is not under the monopoly of individuals; rather, it is shared for the good of the entire organization. It is important for organizations to ensure that individual knowledge in the specific departments has been linked to the knowledge objectives of the entire firm. In such a case, knowledge is internalized within the organization, and it is effectively used as a competitive edge. Personal knowledge, if not shared with others, would have less impact on organizational knowledge.
[bookmark: _Toc27897453]Apply analysis and modelling techniques to identify knowledge assets. 
Knowledge assets are resources specific to an organization that helps in creating value. It can also be defined as the stock of knowledge that provides a platform for the constant flow of services for a particular period of time. There are a variety of forms of knowledge assets that organizations can identify and make the necessary improvement to enhance their effectiveness in the workplace (Nonaka, Toyama, and Konno, 2000, p.20). The taxonomy of knowledge assets has been categorized into four main criteria for easy identification, which include experiential, systemic, conceptual, and routine knowledge assets. 
Experiential knowledge assets are identified as those that are gained mutually through practical experience of the organizational members. Moreover, they are also gained through the experience between the stakeholders and members of the organization. Examples of experiential knowledge assets include know-how, skills, gestures, love, care, facial expressions, and love. It is difficult for one to identify those knowledge assets though exist and play a significant role since they are firm-specific and hard to imitate. Conceptual knowledge assets are clear in nature, and usually, they are transmitted through symbols, language, and images (Kamasak and Yucelen, 2010, p.66). They are advanced by the perceptions of customers and organizational members. Examples of conceptual knowledge assets include concepts, designs, and brand equity. They are tangible; hence, they can easily be identified and get feedback regarding their effectiveness in enhancing the growth of an organization. 
Routine knowledge assets are implicit assets that that are continuous and replicated in the practices and activities of the organization. Some of the common routine knowledge assets include know-how, culture, and the manner of executing daily business activities (Kamasak and Yucelen, 2010, p.66). They are gained through stories and myths about a company, and they are practical to identify and implement. Systemic knowledge assets are explicit, and they are arranged and systemized. They include documentation, manuals, product specifications, and clearly stated technologies. They are tangible, and it is easy to identify them in the workplace. One of the most important aspects of the category of systemic knowledge assets is that they form a competitive edge for a company.
[bookmark: _Toc27897454]Evaluate actual and potential knowledge assets
Organizations determine the competitiveness of their knowledge assets by assessing their position regarding the degree of innovation in relation to the competitors within the same industry. It is an aspect that helps in identifying and evaluating the actual knowledge assets and the potential of an organization in developing a competitive edge. The actual knowledge assets are linked to the core knowledge in an organization. Core knowledge is the basic knowledge that a firm has to have in a particular industry to maintain a competitive edge (Jennex, 2008, p.864). Skills are actual knowledge assets that are represented as core knowledge in a firm. Skills are defined as a combination of movements that follow in a sequence to help in the completion of a task. They are acquired by going through training, to improve the competency of an individual. In any organization, skills form a critical aspect in defining knowledge assets. Additionally, the experience is an actual knowledge asset that is available in any organization. The workforce has hands-on experience that helps them in performing various roles and responsibilities in the organization (Wai, Ammuthavali, and Marini, 2014, p.179). Moreover, artifacts are also categorized as actual knowledge assets. They include processes, databases, and documents. They are critical in an organization to help in maintaining a competitive edge. 
Above the actual knowledge assets, there are potential knowledge assets that an organization can focus on to enhance productivity in operations. They are largely defined as advanced and innovative knowledge (Jennex, 2008, p.864). Advanced knowledge distinguishes a firm from other players in the industry, while innovative knowledge is distinctive and would make an organization a leader in the industry. Heuristic elements are some of the potential aspects that an organization can focus on determining potential knowledge assets. They are techniques mastered for discovery, learning, and problem-solving that help an individual speed up a process. Such techniques are potential knowledge assets that should be utilized to ensure the best outcomes are experienced in an organization. Natural talent is also a potential element of knowledge assets (Wai, Ammuthavali, and Marini, 2014, p.179). Though it is practically unmanageable, organizations can seek to discover and develop it to provide the best results. 
[bookmark: _Toc27897455]Important knowledge management processes in the context of organizational development 
[bookmark: _Toc27897456]Explain what is required to create, store, apply, and integrate knowledge.  
The knowledge management system of an organization is the collection of information technologies that are used for the facilitation of the collection, transfer, and distribution of knowledge among the workforce. Most knowledge management projects use critical building blocks that help the creation of the integration of knowledge in the workplace (Donate and de Pablo, 2015, p.362). Knowledge mining software is one of the major tools required in the process of creating knowledge. It involves adding knowledge mining software that would help in allowing query results to be clustered and sorted according to the pre-defined classifications applicable to the corporate problem. 
The automated categorization tools are vital in increasing the speed and accuracy of classifying knowledge. It is used in the application of knowledge of the existing silos and any new streams of knowledge. Moreover, they are used to assist employees that have been assigned the task of classification of knowledge based on the contents of the source. Additionally, knowledge warehouses are important in providing substantially enhanced functionality, performance, and security of knowledge management in an organization. The tool is important in the application and integration process. It is used in the integration of the existing knowledge silos through the use of filters. The original data is preserved, and at the same time, it enhances automated updates to the original knowledge warehouse. Additionally, the form-based contribution is a critical method in the application of knowledge in the workplace. It captures valuable implicit knowledge that was previously lost through employee turnover, downsizing, and retirement. It also makes it easier for employees to make contributions faster and easily (Dataware Technologies, 1998, p.12). The tool is important in the collection of knowledge as it offers a chance for the end-users to make contributions to the knowledge warehouse directly. The internet and intranet-based forms are commonly used; hence, they can provide a critical source of information and knowledge. Examples of the tools include research notes, news articles, best practices, and resumes.
Knowledge mapping software is another important element required for the collection and storage of knowledge. It enables faster and easier access to critical knowledge and at the same time, reduces the risks of not accessing key information. Knowledge maps are designed and created for specific tasks or departments. The tool is useful in analyzing the importance of knowledge collected in the warehouse. Additionally, knowledge directory software is critical in finding people within the organization that have specific knowledge in particular areas (Dataware Technologies, 1998, p.12). It is critical to ensure that the employees in an organization are matched to the roles they have great expertise in. The tool is critical since it automates the process of seeking individuals that have specific areas of expertise to provide knowledge in an organization.
[bookmark: _Toc27897457]Consider the importance of intellectual property rights.  
Intellectual property rights include database rights, copyright, patents, trademarks, and confidential information. They are important elements in business since they are intangible assets. Similar to physical property, they can be exploited financially through licensing or sales. Each organization has possession of intellectual property; hence, there is a need to protect it. In the establishment of marketplace presence, organizations should be keen on managing and protecting the intellectual property since it determines its success or failure. 
Intellectual property rights are important since it helps in protecting other businesses from using an identical brand, creation, or product. Consequently, it can be a new source of revenue since the intellectual property could be sold to third parties, or it could be licensed for money. When a product has not been protected effectively, it is likely to be rebranded by another organization; hence, causing great commercial losses in the process. Moreover, intellectual property rights are critical since they improve the market worth of the products of an organization and increase the profit expectations in the future. Investors would be willing to invest in an organization that has a huge portfolio in terms of intellectual property secured (Falvey, Foster, and Greenaway, 2009, p.375). Consequently, the rights are important since they protect an organization from individuals that would copy an element that acts as a competitive edge in the market. The intellectual property rights make it easy for organizations to remain ahead in the market beyond the competitors.
[bookmark: _Toc27897458]Framework for establishing a knowledge management culture
[bookmark: _Toc27897459]Explain the contribution knowledge assets have on an organization. 
Knowledge assets are critical in an organization since they enhance the competitive advantage in the industry. It is critical for an organization to have unique features that help it stand out from the competitors in the industry. Knowledge assets have proved to be critical resources that enhance the uniqueness of a business in the marketplace. The human resource is the main source of knowledge assets; hence, they provide effective benefits to the organization through their experience, skills, intelligence, and training (Von Krogh, Nonaka, and Rechsteiner, 2012, p.245). The knowledge they have is specifically used in the completion of a variety of tasks within the organization. Consequently, they are competitive in the market and outperform other actors in the same field. 
Knowledge assets are instrumental in the provision of quality services within an organization. When there is sufficient knowledge in a firm, there is a high likelihood that the services provided are of high quality. One of the main reasons that services can be provided effectively is that the workforce has the opportunity to make evidence-based decisions that are aimed at providing solutions to customers’ problems. It is an aspect that has been identified as critical in making fast decisions on the issues that affect an organization (Kianto et al., 2014, p.364). Knowledge assets also help in the continuous improvement of the services offered. It is through the knowledge acquired with an organization that helps in making appropriate decisions on the best approach to use to enhance efficiency in service delivery.
Knowledge assets contribute to increased collaboration within the organization. The workforce specializes in different areas; hence, the knowledge they have is used collaboratively for the good of the organization. Collaboration is critical in yielding the best results and achieving the set objectives of a particular issue. Moreover, there is increased business resilience. When an organization has the appropriate knowledge assets, it does not worry about failure since the knowledge is sufficient in making the right decisions (Gunjal, B., 2005, p.38). Moreover, in cases when there is a failure, the recovery period is minimal. The knowledge assets play a vital role in providing a comprehensive solution to the identified challenges.
[bookmark: _Toc27897460]Evaluate the knowledge requirements of the organization. 
The organization requires to engage the workforces in the knowledge management procedure to ensure efficiency in the delivery of services. The sales and marketing organization has significant knowledge requirements that they ought to put into practice to enhance efficiency in service delivery. One of the major requirements is knowledge capture. It is important for the organization to identify and capture tacit and explicit knowledge and integrate it into the business process. It is the first step in ensuring that knowledge to be used in the organization has been acquired. Moreover, the aspect of knowledge transfer is a critical need in the organization (Parker, 2012). The transfer of knowledge between and among the different forms and sources is needed to ensure that it is in the appropriate place in the required time. Knowledge transfer is essential to the organization since there are different departments that require collaboration, and as a result, the transfer of different forms of knowledge. 
Then the organization also requires significant knowledge retention. In the recent past, there have been losses of knowledge within the organization as a result of employee turnover. The organization requires to seek different strategies that will be incorporated to ensure that there is a retention of knowledge within the organization for long term use. An organization that has the ability to retain its knowledge is highly likely to have a positive impact on the success in the respective industries. Additionally, the organization ought to focus on knowledge capital as a building block of its knowledge management plan (Parker, 2012). Knowledge capital involves developing processes and policies that measure social and human capital. It is critical to developing such strategies in the workplace since it will be easy to determine the positive elements of knowledge assets within the organization.
[bookmark: _Toc27897461]Evaluate the organization's framework for enabling knowledge sharing. 
The organization has a comprehensive structure that has been effective in knowledge sharing among the employees. As a sales and marketing organization, there is a need for the workforce to use the knowledge within the organization to successfully complete the assigned tasks. One of the critical criteria that have been used in the framework is articulation. It is the ability of the employee to define and determine what they need. It is an effective element in the framework since it ensures each employee describes what they need for them to complete the assigned tasks (Paliszkiewicz and Koohang, 2013, p.118). Moreover, awareness of knowledge is emphasized for the workforce to know the tools they can use in performing their tasks. In the organization, the management has ensured that all the employees know the knowledge capitals that are available and could be used to enhance performance. It is a vital aspect of the framework since knowledge is shared widely among the workforce.
Access to knowledge is emphasized in the framework. The workforce is allowed to access the resources available easily. The management has used the strategy in the organization since it enhances the completion of tasks and also improves productivity. In relation to access to knowledge, the manager provides guidance on the use of knowledge resources. One of the critical elements that have been employed in the organization is holding frequent training to discuss how employees can successfully use the knowledge available in improving their productivity. The organization is keen on the language used in the process of knowledge sharing. The language is simple and direct; hence, there is a minimal contradiction of the information provided. The communication model is also a critical factor in the framework to reduce any form of knowledge overload. Knowledge sharing in the organization has used a successful framework that has improved productivity and ease in the completion of tasks.
[bookmark: _Toc27897462]Recommend improvements to the current framework. 
The current structure in the sales and marketing organization has been effective in the provision of services to the customers. It has helped employees to be better performers in their respective responsibilities. The knowledge sharing framework has advanced organizational knowledge significantly. However, there are improvements that could be made to make the framework better in sharing knowledge in real-time. The management should consider incorporating technology as a building block of the framework. When knowledge is shared through the use of technological tools, it becomes easy for it to be transferred from one user to the other. A system could be installed where all updates of the organization are made; hence, making it easy for the employees to access available knowledge. Moreover, the use of technology would also be effective in allowing easy distribution of information and knowledge among the employees in different departments.
Open communication is a vital element that can be added to the framework to improve its effectiveness. Communication plays a dynamic part in knowledge management since it determines the speed employees receive information. Open communication would enhance the effectiveness of the knowledge sharing framework since the employees will have easy access to the knowledge available. Moreover, it will be easier for the collaboration between the different departments on a variety of issues affecting the organization. Additionally, open communication creates an environment of trust among the employees, which is critical in sharing individual knowledge. Employees can seek the help and expertise of their colleagues with ease since the open communication culture has been established. Moreover, knowledge sharing under such a framework will be effective in enhancing the speed of decision making and problem-solving.
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