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[bookmark: _Toc529978392]Executive Summery
This report is prepared in the context of Ashtons Estate Agency. In this report, I have talked about the company’s overall working activities and how they use data, information, knowledge and wisdom, information sources, capturing valuable information, information flow and information overload, searching for and identifying valuable information, information storage, information life cycles, managing information risk, external factors and sustainability within knowledge and information management etc. This report will give the reader a clear picture about the importance of this information system factors in every organization in every aspect. At the same time, it will help them to know about the various kinds of risks associated with knowledge management and information system. 
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[bookmark: _Toc529978393]Introduction
This report is prepared in the context of Ashtons Estate Agency and my experience of working in that particular workplace. I have spent quite a few years working in Ashtons Estate Agency’s management department and also handled several projects with the teams responsible for specific works. In this report, I will be sharing my experience throughout the time and discuss about different aspects of data and information in this field with the related Ares. Andrew Telson who worked in this property sector for 10 years with several projects, finally found a small niche market where they can provide a great customer service and also where the customers can easily differentiate the service by us from the unreliable competition. In 2009, with this view, Andrew Telson finally set up the Ashtons Estate Agency. Simon Phillip who also the same enthusiasm as Andrew Telson joined the agency soon as a director of the company. Today, after 9 years of establishment of the company and 18 years of experience this field, they are still holding the same ethos which has resulted in a successful partnership and most important part is they have happy clients on both sides of the client experience. The Ashtons Estate Agency is based on Primrose Hill. Right now, the estate agency company is focusing on residential sales, renting properties and also leasehold management within the Primrose Hill with the surrounding areas. At the same time with this service they are also providing investment properties, developments and also commercial property through their huge and extensive database of investors in the United Kingdom as well as from all over the world. Ashtons Estate Agency is constantly working to develop themselves and trying hard to operate a stress free practice. The thing that they are more appreciated by their customers is that they are always ready to provide any extra service for their customers and ensures all deals with the customers are fair and satisfied. 
This report will help the readers to understand the relationship between data, information, knowledge and wisdom by identifying the different information sources. This report will also focus on how the companies can search and identify the most valuable information and capture that information by using the example of Ashtons Estate Agency’s working methods. One of the major areas of this report is the information part where we will talk about the information flow, information storage and also the effects of overloaded information in the context of Ashtons Estate Agency. This report will present the information life cycle, management of risks associated with information by discussing the different external factors and sustainability within knowledge and information management. For this whole report process and the discussion of the key points, I will be using my working experience of Ashtons Estate Agency.  
[bookmark: _Toc529978394]Relationship between Data, Information, Knowledge and wisdom
Data: In general, Data are the raw facts that are considered to have no or a very little value until they are processed and transformed into information (DATA, D. 1997) We can also define data as a series of non- random symbols, numbers, values or words or a series of facts obtained by observation or research which are recorded (DATA, D. 1997) In Ashtons Estate Agency, the conversation with the clients, their demands, capabilities, also the collection of data about different property can be considered as the raw data which will be further processed.
Information: Information is actually the data that is processed so that it can be meaningful. We can also say that information is the data that have been interpreted and understood by the actual and intended recipient (Kuhlthau, C. 2004) The raw data is actually always processed for a purpose. A bank statement, a balance sheet or a transportation timetable can be a good example of information. Information is produced in response to a need of information which serves a specific and well defined purpose. A well processed information helps to reduce uncertainty and it thereby improves the decision behaviour (Ichijō, K. and Nonaka, I. 2007). We can show the data transformation process through a flowchart which makes it clearer to understand. 
Information
Raw Data
Transformation Process



There are different types of information processing which includes classification, rearranging or sorting, aggregating, performing calculations, selections (Ichijō, K. and Nonaka, I. 2007). At this stage, Ashtons processes the raw data collected by them and provided by the different sources. For example, when I worked there, I observed that after getting the raw data, they instruct the employees to work on it and match customers’ demands with the available properties and offers and after that when we prepared the report for each customers the team who are in direct contact with the clients, delivered the new processed information to the clients.
Knowledge: It can be defined as Epistemology which is the philosophical study of knowing or other desirable ways and methods of believing and attempting to know the truth (Wiig, M. 1995) This is a very important part of philosophy as links us and the outside world together. Philosophers worries that if there is no knowledge then we will be locked within our mind. (Wiig, M. 1995) We can say knowledge is a perception which most of the times lead us to true judgement. For, Ashtons, they try to know about different situations of the market during various times and observe it so that they can take important decisions based on that. They believe to convince their customers about their reliable service over competitors, they must have the proper knowledge.
Wisdom: There are various thoughts and definitions about wisdom. Confucius, in the analects, says that wisdom involves righteousness and that wise people is knowledgeable about the way. In Buddhism, wisdom is a form enlightenment where one would understand and lead life in accordance to what is right to him and the society of course. Knowledge is necessary but not always sufficient for wisdom (Collinson, C. & Parcell, G. 2004). To be wise one must have to be knowledgeable. So, though knowledge is not always sufficient to be a wise person but still without knowledge, wisdom cannot be even thought. After gaining the possible knowledge about the market, Ashtons work on how they can use the knowledge and can be wise enough to convince their customers to try their service and avoid their competitors, they work on how they can prove their service as the best one in the market though it is for sale or rent of property.
                    
Data, Information, Knowledge and Wisdom all four of these are related to each other. As discussed above, without raw data, information cannot be processed. Then again depending upon the information, we try to get knowledge about a topic or certain situation. And finally comes the wisdom stage where one tries to understand the three components data, information and knowledge and depending on that tries to choose the right path (Collinson, C. & Parcell, G. 2004).  
[bookmark: _Toc529978395]Information Sources
Sources of information are mainly of two types. One is the formal communication and the other one is the informal communication. Every organization holds both of this communication system as one is more structured appropriate for business decisions and it is normally occurring between the superiors and team members while presenting any business reports and presentation. On the other hand, informal communication system is more easy way of communication where employees and team members don’t follow any strict structured rule rather have a common verbal communication among them to discuss various matters.
Formal Communication: This type of communication involves the presentation of communication in a more structured and consistent manner (Ebel, A., et all. 2013). Company reports, formal presentation within the company with superiors or with the clients are the examples of formal communication. While I was working in Ashtons, the formal communication was a quite normal and frequent communication system. From time to time, we had to prepare formal reports on different things like company’s financial situation, market condition, customers’ demand, reports on available property which are for sale property and which are for rental. After preparing those reports, we often held formal presentation to discuss the arising and dominating situation with our superiors where we had to present these points and answer their various questions. After listening to the overall presentation and going through the report, the higher authority used to give us their wise advises and instructions on these points. All these flow of communication fall under the formal communication system. Ashtons Estate Agency strictly follow formal communication system within the organization for better performance.
Informal Communication: This type of communication system is not that strict and formal like the previous one. Informal Communication system describes less well- structured information that is transmitted by informal means such as casual conversations between members of staff (Ebel, A., et all. 2013). Verbal communication can be a good and easy example of informal communication. As already mentioned, Ashtons Estate Agency has a strictly followed formal communication system for a few situations but the employees of the communication have a very friendly and good relation among themselves. We often used to discuss about various problems regarding our tasks with each other for better solution. Asking questions and solving tasks together are very common phenomena of Ashtons Estate Agency. Discussion between employees in an unstructured way, team discussion, verbal communication within organization with team members are the examples of informal communication system. 
[bookmark: _Toc529978396]Capturing Valuable Information
When capturing information, we need to evaluate value of that each information. We can measure the value by determining the type of value it is providing. In this concern, values are two types-
1. Tangible Value
2. Intangible Value.
Tangible value shows the cost of gathering the information, how this cost can be reduced and increase value of information. For example, information about improved inventory control, increased production rate by reducing administration cost.
Intangible value presents the improvements in decision making behaviour by enhancing customer service, providing greater customer loyalty and by enhancing public image of the company (O’Dell, C and Hubert, C. 2011).
In Ashtons Estate Agency, they don’t only measure this value but also focuses on various things. Ashtons is an estate agency which provides basically service by advising and providing properties for sale and also for rent. They believe to convince their customers about their service the company needs to be more prepared with their knowledge and information so that they can present their points before the clients more specifically and clearly. So, while processing and gathering knowledge, the company sees if the information they are capturing has that timeliness which is needed for the certain task. The content of the information must have to be accurate, relevant, complete, concise and scoped so that it can easily clarify the main theme by providing enough details. The information must have to be in a proper and complete order so that they can easily present it by using any media of communication (O’Dell, C and Hubert, C. 2011). While capturing a valuable information, Ashtons Estate Agency follows a few additional characteristics like they normally collect property information as well as market information from their own various reliable sources and they also maintain a high confidentiality regarding these sources. They ensure that the company is getting the very correct information from a right source and a proper right channel. This collected information are formatted correctly in a proper way so that the company can use it in a maximum level whenever they need it. 
[bookmark: _Toc529978397]Information Flow and information overload
Information flow diagram mainly depends on the type of information we are searching for but the main theme here is always concrete which is the source that produces the information. Then comes the destination of information which leads to the connection between the destination and the source of the information. And finally the information that flows between the sources (Eppler, J. and Mengis, J. 2004) Though the information flow looks quite easy and simple but in reality it is a very complex series of work which is completed very carefully and by using various sources and many people. As discussed Ashtons provides information on property both for sale and rent so their work and information flow gets more complicated while looking for valuable information. When we used to start for any task we started from the source which is our customers. We had to sit with them in meeting where we discussed about what are they looking for, their payment capacity, expectation from the contract. After listening to their demands, wants and capacities, we interacted with our sources and communication channels who provides the company all the reliable information about different properties for both the sale and rent. Then depending on both the client and the destination, we matched them and organized situation where they can meet and discuss with each other. Finally, at this point they themselves come to decision by understanding all the points and things related to it.
Sometimes the information overload becomes a serious problem for the organization. It creates hustles and leads to miscommunication and inappropriate situation for both the employees. Valuable information is always good for an organization but when it becomes overloaded it causes problem (Eppler, J. and Mengis, J. 2004) Ashtons Estate Agency is very concerned about this problem. As a result, to avoid this kind of situation they follow a very systematic way to look for information. They design their sources and instruct the employees in such a way that they only start working when they get conformation about any new project which saves time, money and also provides effective service.
  
[bookmark: _Toc529978398]Searching for and identifying valuable information
While collecting information, every organization looks for the main things that are needed to be fulfilled. They first select their main target and the needed valuable information for attaining that target. While working with Ashtons agency, as an employee we were asked to be very particular and well organized about collecting valuable information. Based on our specific goals, we discussed with our information sources and channels to get them. Ashtons is an estate agency which provides basically service by advising and providing properties for sale and also for rent. They believe to convince their customers about their service the company needs to be more prepared with their knowledge and information so that they can present their points before the clients more specifically and clearly. So, while processing and gathering knowledge, the company sees if the information they are capturing has that timeliness which is needed for the certain task. The content of the information must have to be accurate, relevant, complete, concise and scoped so that it can easily clarify the main theme by providing enough details. The information must have to be in a proper and complete order so that they can easily present it by using any media of communication (Jones, B. 2001). While capturing a valuable information, Ashtons Estate Agency follows a few additional characteristics like they normally collect property information as well as market information from their own various reliable sources and they also maintain a high confidentiality regarding these sources. They ensure that the company is getting the very correct information from a right source and a proper right channel. For example, if the company is dealing with a client who is looking for a rent house within $500, they will look for the house owners who are ready to give their house in rent within this amount but at the same time Ashtons estate agency also looks for the basic facilities that the client is looking for in his house. All this type of information is discussed and evaluated and then they go for searching and identifying the valuable information. As the company is well experienced, they know which source and channel can provide them their intended information. 
[bookmark: _Toc529978399]Information Storage
While conducting any business, the organization has to deal with various data and information. As a result, after a certain period of time the information gets overloaded even if the company working in a very systematic way to avoid such problem. They can’t even get rid of those data as they can help them in future to face any unwanted situation or to complete any similar tasks. As a result, they look for a technological solution which can help them to overcome this situation. Business Intelligence is a very popular and renowned solution of data overload. In this system, data is gathered from various sources and then it is held in a special database repository which is called a data warehouse so that they can help in decision making process in the organization. Repository of data focuses on departmental or subject areas that are called data marts. Ashtons Estate Agency is also using Business intelligence system to overcome such problem where their data warehouse contains all the information of current and historical data that can be used to produce information in order to support organizational decision making.
[bookmark: _Toc529978400]Information Lifecycle
Information lifecycle mainly comprises of five stages which starts from capturing it and ends with destroying.
According to the information lifestyle stages, the creation of the lifecycle part is actually the capturing of information, storage covers the processing, retrieval goes for the process, usage is the maintenance and retirement is the last part destroying (Taylor, S. 1982) Information Lifecycle is same for every business organization even in Ashtons Estate Agency. During this whole life cycles, companies try to maintain an up to date information about their clients even after the contract ends so that they can contract with them whenever needed. During this time period, they also inform their customers about different offers or special prices to retain them. According to this agency the information lifecycle would be-
Capture: Recording clients’ information for sale or rent covering all things till the end of the contract.
Organize: Assigning the customers and matched sources together so that the further process can go smoothly and so that the company can decide which employee and source was involved with which customers or clients.
Process: This stage covers the analysis and dissemination of information about specific customers which can be relative to other customers as well.
Maintain:  At this stage the information and data is structured and designed in such a way that the company ensures that the details about the client up to date so that they can easily contact with their customers any time if any emergency arises (Taylor, S. 1982)
Destroy: Normally companies try to save the information about their current and past clients but due to legal constraints they have to eventually destroy that information about clients after 5 to 10 years from the date of sale. 
[bookmark: _Toc529978401]Managing Information Risk
A company has to deal with lots of information. This information consists of client’s details, channel of communication, payment methods, information sources and so on. All this information is very crucial and confidential to a company. Any leakage of such important information can cause the company high cost and also unreturnable loss. The risks associated with managing information are accidents, natural disaster, sabotage, vandalism, theft, hackings, computer viruses and malware etc. Various companies take lots of precautions to avoid these problems (Alberts, J. and Dorofee, A. 2002).
Accidents: It talks about the inaccurate data entry. For example, a typical rational database management system where update queries are used to change records, tables and reports. If the content of the data is wring, then all the data in the system can get manipulated by the query. This kind of situation is an example of accidental information risk (Alberts, J. and Dorofee, A. 2002) The IT team of Astron Estate Agency is regularly working to maintain the database properly and they are always very careful about their work so that no such thing happens.
Natural Disasters: All kinds of information within a database can get seriously affected by the natural disasters like lightning strikes, floods, earth quakes, storms etc. Such natural disasters are inevitable but still people try to take precautions to avoid it. For example, in Japan and USA great care and precautions are taken to critical and important information system from earthquakes. In Europe, there is not much natural disaster but still the company uses strong information system technology to avoid this type of problem during natural disasters.
Sabotage: Such risk is often seen in business organizations where competitors or any harmful teams try to delete important data or applications deliberately to harm the company. Logic bomb, back door, data theft are most common sabotage ideas in the recent time A logic bomb which can also be called a time bomb is a destructive computer program which activates at a certain time or in reaction to a specific event and causes serious harm to a company’s information system (Benaroch, M. 2002) Back door is a kind of theft program which allows a user to get full access to a company’s information system. Data theft causes theft of company’s very crucial and important information. It also causes unauthorised changes to company’s computer records. 
Unauthorised uses: Hacker and cracker fall under this specification. Hackers are the people who deliberately break into company’s data systems. There is also a type of hackers who cause damages to company’s data systems and some of the hackers are interested in gaining some sort of financial profit by blackmailing the company. Crackers are the people who try to enter into an information system for malicious reasons. Ashtonns Estate Agency are very concerned about such unauthorised users’ problem. So, they maintain their own IT department so that they can avoid illegal and unwanted threats.
[bookmark: _Toc529978402]External factors and sustainability within knowledge and information system
[bookmark: _GoBack]Knowledge management is the capability by which communities within an organizations capture the knowledge that is critical and difficult to them (Wiig, M. 1995) By capturing this knowledge, they constantly improve it so that they can make it available in the most effective manner to the people who need it so that they creatively exploit it to make it a more valued product which provides the customer with best facilities. There are different factors which affect this knowledge management in various ways. The purpose of knowledge management is also connected with the information system as both of this need each other to complete the actual task. The knowledge and information system is affected by different forces like internal forces, competitors’ behavior, external forces. This forces lead to various strategies like deliberate strategy, intended strategy, realized strategies, unrealized strategies, learning, emergent strategy etc. External forces mainly go for strategy as plan which then proceeds for deliberate strategy then intended strategy. From intended strategy the plan sometimes goes for realized strategy or unrealized strategy. As previously discussed in this report, knowledge and information both are related and equally for every organization. Ashtons Estate Agency uses raw data and then processes it into a better form of information and depending on this information they gather knowledge about specific and related topics so that they can go for right decision in future. As the data, information, knowledge and wisdom are interrelated so they don’t differ rather depending on the actual intention they go for further process (Lilley, S. et all, 2004).
[bookmark: _Toc529978403]Conclusion
This report is mainly prepared based on the importance and functions of the relationship between data, information, knowledge and wisdom, information sources, capturing valuable information, information flow and information overload, searching for and identifying valuable information, information storage, information life cycles, managing information risk, external factors and sustainability within knowledge and information management but all this are discussed in the context of my previous workplace Ashtons Estate Agency. This company was founded in 2009 but the founder of the company holds an 18 years’ experience in this field. They are constantly working really hard to provide their customers with the very best service by allocating them the properties that they need for rental or sale purpose. They also ensure full confidentiality of the information for both the client and the sources. For conducting their business more successfully, the company uses their own reliable sources who are also working continuously to provide their company with best service. Apart from satisfying customers, Ashtons Estate Agency is also very particular about their information and database system. They are using business intelligence to avoid data overload problem. At the same time, they are keeping all the records of their clients with whom they are connected always by providing them with latest information about their various offers and newt tactics. The report helps us to understand how a company works based on these components and also explains every company needs a proper safety system for its data information system.
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