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Knowledge and information management skills
Introduction
Knowledge and information management is critical to the effective and efficient execution of business operations. According to study, knowledge management is a deliberate and systematic business organization strategy that involves selecting, distilling, storing, packaging and communication of information essential to the operations of an organization in a way that enhances the performance of employees and corporate competitiveness. It involves the collection of knowledge and codifying it into a form that makes it possible for it to be shared across the company. Information management, on the other hand, is a cycle of processes that promote the learning activities (identification of the needs associated with information, storage, and organization of information among others) of a company.
 This paper will explore various concepts in relation to knowledge and information management skills for the workplace. Specifically, the paper will provide an evaluation of the concept and importance of knowledge management in the context of an organization’s knowledge assets, demonstrate an understanding of important knowledge management processes in the context of organizational development and provide a framework for establishing a knowledge management culture.
1. Provide an evaluation of the concept and importance of knowledge management in the context of an organization’s knowledge assets.
The relationship between data, information, and knowledge
The term data is widely employed to refer to raw facts or observations that are considered to have minimal or no value until they have been processed and transformed into information. Moreover, it is used to refer to the various symbols and characters whose meaning becomes known only when they are linked to the context. Normally data is generated through collecting and quantifying observations. There are two types of data; soft and hard data. Soft data usually referred to as qualitative data is one that pays attention to the description of a situation’s/object’s qualities and characteristics while hard data or quantitative data is one that makes use of figures in evaluating a situation or an object. Normally hard data is gathered with the aim of quantifying a situation or an object (Kanehisa et al., 2013, pp.199-205). 
On the other hand, the term information is used to refer to the data that has been processed and has meaning. Information entails transferring data from one location to another using defined processes, placing data in some form of meaningful contexts, help in minimizing uncertainty and enhancing decision behavior and producing a response to a specific information need. Knowledge is widely defined to include the combined result of a person’s experiences and the information they possess. There are two types of knowledge; explicit and tactic knowledge Kanehisa et al. (2013, pp.199-205). Explicit knowledge is one that can be easily captured and stored within documents and other media. It is highly detailed, formal and systematic. Explicit knowledge can be communicated using numbers and shared in the form of game plans, tactics among others. On the other hand, tactic knowledge is highly personal and very hard to formalize or define. This makes it hard to communicate and share with other individuals. It involves subjective insights, intuitions and it is widely related to an individual’s actions and experience. 
According to Kettinger and Li (2010, pp.409-421), there exists a relationship between data, information, and knowledge. The relationship is associated with the fact that one concept leads to the existence of the other. For instance; data is processed to have a meaning in a given context. Processed data which is meaningful is referred to as information. This then shows that data is the main source of information. When data becomes information and applied in a manner that generates useful insights it is referred to as knowledge. So without data, we cannot have useful information and without useful information, we cannot have knowledge. Moreover, data can only become useful if it processed to have a meaning attached. 
Explain the relationship between individual knowledge and organizational knowledge
Individual knowledge is the information that an individual believes to be justified truth and it is stored in the memory in a cognitive structure. This kind of knowledge is normally acquired through cognitive processes referred to as learning. It is an individual’s ability to draw distinctions within an action domain using theory or the required context (Held, Kimmerle and Cress, 2012, pp.34-40). On the other hand, organizational knowledge is widely employed to refer to the capabilities that individuals within an organization come up with to help them draw distinctions in the process of executing their tasks in relation to specific concrete contexts; through putting into place sets of generalizations whose application depends largely on the historically developed concerted understandings. Moreover, it is the combination of team knowledge from various subunits within an organization to develop new tactic and explicit knowledge. 
According to Brătianu (2013, p.207), organizational knowledge is as a result of individual knowledge. When employees pull their knowledge together within an organization, the knowledge provides the organization with greater benefits in terms of productivity and performance and this is what is referred to as organizational knowledge. However, organizational knowledge can be a part of knowledge internalized by an organization but it becomes challenging to monitor and control knowledge activities as this party of knowledge is only a small part. The larger part of organizational knowledge is attributed to individual knowledge. This relationship between individual knowledge and organizational knowledge requires distinct sets of management strategies in the management of knowledge. This is because some organizations cannot fully claim the ownership of an individual’s knowledge and thus the transformation of individual knowledge to an organization requires an interaction between individuals who have the knowledge required within an organization. 
Although individual knowledge is quite different from organizational knowledge, organizations cannot just ignore the importance associated with individual knowledge control. If employees do not possess the right skills and knowledge then their efforts to make organizational knowledge viable will be impossible. 
Apply analysis and modeling techniques to identify knowledge assets
According to Vaiman and Vance (2010), knowledge assets are the resources that a particular organization has which are imperative in the creation of value for the business. In conjunction with the existing knowledge, knowledge assets contribute to the creation of new knowledge within an organization. Moreover, it is widely employed to refer to an organization’s accumulated intellectual resources. It is the knowledge that an organization and its workforce possesses in various forms of information including; ideas, learning, cognitive skills, technical insights among others. According to Vaiman and Vance (2010), knowledge assets are held by both the organization, suppliers, partners and customers as well. Basically, knowledge assets are the know how that are available for an organization to utilize in investing, growing and developing. Based on study, knowledge assets are fundamental for a company to create value for the stakeholders and also help in sustaining the overall performance of the company.
 According to Paci and Marrocu (2013, pp.228-257), knowledge assets play a critical role in the knowledge management process. It provides the means through which an individual or a group of people can transfer the knowledge they possess to many others separated by time and distance. In order to transfer the intended knowledge effectively, there is need to first acquire a clear insight of the setting of the context that has a clear understanding of the main purpose of the knowledge asset and the intended client for the knowledge asset will be. The next thing to do is to get to know how the knowledge will be captured. To succeed in doing this, an individual should first locate the people with the knowledge and design the strategies to be used in acquiring it. The next step is setting out the contents of the knowledge assets and distilling out the lessons. Distilling out the lesson entails looking back and analyzing what transfigured and turning it into forward-looking advice for the future. 
The next step is validating the lessons and selecting the best media to use. The last step is publishing the knowledge assets with the aim of making it accessible to customers in the future. Identification of knowledge assets within an organization occurs in three phases. The first phase is evaluating the previous year. In this phase, companies look backs and examine the targets they did put in place in the various fields of knowledge. The second phase is the setting of goals phase where a company clearly outlines what it intends to achieve in the following years. The last phase is the comparing of the results of the focus groups where the company’s knowledge assets are identified (Erickson & Rothberg, 2012). Knowledge assets are very critical as they enhance the performance of an organization in an effective way.
Evaluate actual and potential knowledge assets
Knowledge assets can also be grouped into actual and potential knowledge assets. Actual knowledge assets are those that exist and have an immense impact on the operations of an organization. They are the real resources that an organization or an individual has. These include things like; intellectual property rights, experienced people, information technology, social relations and networks among others. There are experienced people within an organization and the knowledge they possess greatly impacts the operations of the organization. Additionally, intellectual property rights have been there and will always exist. On the other hand, potential knowledge assets are those resources that an individual or a company has that have signs of influencing an individuals or a company’s operations. 
2.  Demonstrate an understanding of important knowledge management processes in the context of organizational development.
Explain what is required to create, store, apply and integrate knowledge.
Knowledge is an important aspect of the growth and development of an organization. To have the knowledge, there is a need to acquire a clear insight of what is required to create it, store, apply and integrate knowledge. A company’s ability to create knowledge is at the heart of achieving competitive advantage. According to Argote (2012), the creation of knowledge is a continuous transfer, combination and conversion of various forms of information as users make use of, practice and continue to learn. National Research Council (2013) states that knowledge creation is as a result of the interplay between knowledge and knowing. There are various things required for knowledge to be created which are; practice, collaboration, interaction, and education. Creation of knowledge is not an easy process as it is normally perceived. It entails identifying ideas, brainstorming and being ready to respond to criticisms. Moreover, it requires collaboration and interaction. The reason for this is to come up with the best ideas that will be useful when putting into use. Education is very necessary when it comes to creating knowledge. It equips an individual or an organization with the necessary tools that can be used to develop useful knowledge. 
Created knowledge can be stored although it is quite challenging to do so. There are various reasons behind storing data be it at an individual level or organizational level. Some of these reasons include; time limitations, loss of the created knowledge among others (Zhou & Li, 2012, pp.1090-1102). To effectively store the created knowledge, an individual or organization must first on the kind of knowledge that should be documented and stored. Another thing that must be considered is who is going to benefit from the knowledge, where the knowledge will be stored and the manner in which it should be stored. Once all, these parameters have been defined, and one can easily choose the tools and methods to use in storing the knowledge. Storing acquired knowledge means that it effective for application in various ways. However, there are things to consider before applying the knowledge some of which include; whether the knowledge fits the situation/object, the equipment available and the manner in which the knowledge should be applied. 
Integration of knowledge entails connecting and unifying concepts in various situations. It is the combination of specialized and differentiated knowledge that is possessed by a person in regard to producing common knowledge which is clear and understandable to everyone within an organization. Individuals and organizations integrate knowledge through identifying, synthesizing, exploring and ideas and information to make viable decisions and solve any problem that may arise. When integrating knowledge, there is need to determine the impact the knowledge will have on the situation, how the existing knowledge will interact with the new knowledge, how the existing knowledge should be modified to accommodate the integrated knowledge and how the integrated knowledge should be modified in the light of the existing knowledge (Wu, 2013). 
Consider the importance of Intellectual Property rights
According to Candelin-Palmqvist et al. (2012, pp.502-512), intellectual property rights are the most valuable assets that a business has. These are exclusive rights that an individual or an organization has so as to make use of own plans, ideas or other intangible assets without the fear of competition at least for a certain period of time. These rights include; patent rights, copyrights, trademarks as well as trade secrets. The reason behind the existence of these rights is to ensure continuous innovation without the worry that a competitor can make use of the idea or plan and take credit for it. Intellectual property rights are very important both to an individual and to a company. One benefit of these rights is that it helps companies to set their business operations apart from their competitors. Failure to do this can provide competitors with an opportunity of making use of the company’s ideas and plans to succeed in their own operations. Another benefit is that it helps companies to offer their customers new and unique products that competitors cannot copy at all cost. Intellectual property rights form part of the company’s marketing or branding and it enhances innovation and creativity.
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3. Provide a framework for establishing a knowledge management culture
Explain the contribution knowledge assets have on Amazon.
Amazon is a leading American multinational company that has specialized in the production and selling of technology-based products. The company is considered to be the largest e-commerce and cloud computing company in relation to the revenues generated and market capitalization. The company was founded in 1994 by Jeff Bezos and at this time, the company was only selling online bookstore. However, the company has since then grown and diversified to offer various products including video downloads, furniture, food, baby toys among others (Mudambi and Schuff, 2010, pp.185-200). Amazon is the largest internet company in terms of revenues generated and the second largest in the United States in relation to employment. Amazon acquired Whole Food Market in 2017 and this saw the company’s presence as a brick and mortar increase greatly. The company has the most innovative and effective supply chain as compared to its competitors. 
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Knowledge assets contribute greatly to the success of Amazon. Some of the contributions that this concept has on Amazon include; it enables an organization to achieve a competitive advantage. Intellectual property rights is an example of knowledge assets and this protects organizations from its competitors by allowing it to make use of its own ideas and plans to outperform other companies providing similar products. Outperforming other firms enables an organization to have a competitive advantage in the market. Another contribution of knowledge asset is in terms of appropriability.  According to Swart and Kinnie (2010, pp.640-79), appropriability refers to the quality of being imitated. Knowledge and skills that are deeply rooted in a company’s organizational culture and which can be imitated or reproduced elsewhere tend to have a weak appropriability. 
Knowledge assets like intellectual property rights, unique manufacturing processes, and crucial formulae among others tend to lower an organization’s appropriability. Lowering the appropriability of an organization increases its operations and enhances its overall performance. Knowledge assets such as experienced employees, learning ability and information technology greatly contribute to the development of organizational strategies. This then means that companies require knowledge assets to formulate, evaluate and make use of them. Information technology is another knowledge asset that contributes greatly to Amazon’s success. According to Steenkamp and Kashyap (2010, pp.368-390), technology is made up of crucial elements of the structural dimension required to deploy social capital in the creation of new knowledge. Additionally, technology has the capability of overcoming barriers of time and space that would otherwise act as limiting factors in knowledge management operations. Information technology utilized by the company enables it to effectively facilitate its advanced knowledge management initiatives. 
Evaluate the knowledge requirements for Amazon
There are various knowledge requirements that Amazon needs to continue outperforming its competitors. These knowledge requirements include; knowledge acquisition. Knowledge acquisition is the creativity and innovation involved in the generation of ideas. Amazon must ensure that it has the capability to create knowledge so as to be able to run its operations in an effective manner. Another requirement is the retention of knowledge. Amazon should ensure that it stores and protects its knowledge in a manner that prevents or controls it from widespread dissemination.  Another knowledge requirement for Amazon is making use of technology that makes knowledge more transportable than any other thing. Making use of such technology increases the rate at which knowledge is transmitted within the company in an effective manner. 
The company is also required to establish the means through which the created knowledge will be transferred or disseminated to other individuals within the company. According to study, knowledge transfer is the mutual exchange of knowledge in a formal way. Knowledge transfer can be transferred through socialization, education, and learning. Putting in place effective means for the transfer will enhance the productivity of the company.  
Evaluate the organization’s framework for enabling knowledge sharing
Knowledge sharing also referred to as knowledge trans/dissemination is a process that entails a mutual exchange of knowledge. According to Paulin and Suneson (2015, p.73), knowledge sharing takes place when knowledge is transmitted from one individual or a group of people to another. There are various ways through which knowledge can be shared between individuals some of which include; through socialization, learning among others. Sharing of information can either be purposeful or as a result of an activity undertaken. Within an organization, knowledge can be shared between departments/groups and beyond the organization. Sharing of knowledge in an organization is not a one-way activity; it is a process that involves trails and errors, feedbacks and mutual adjustments. When sharing knowledge, the giver must be willing and interested to do so and the receiver must also be interested in making use of it (Ferreira Peralta and Francisca Saldanha (2014, pp.538-550). 
There are three characteristics associated with knowledge transfer which include; altruism, self-interest, and free riders. Altruism refers to the individuals who are more than willing to help others learn and acquire the kind of knowledge they have. Knowledge sharing is very important as it is a task of integrating knowledge between people, product and service. Amazon being an e-commerce giant makes use of advanced knowledge management techniques to connect to zillions of people from all corners of the world. Some of the frameworks that enable sharing of information at Amazon include; cloud sourcing. This framework enables the company to share knowledge with the customers regardless of their location. 
Another framework is RACE marketing planning framework. The term RACE stands for reach, act, convert and engage. This framework enables the company to share knowledge across all customer communication touchpoints. The company also makes use of face-to-face meetings with the employees and other workers. Moreover, the company conducts formal training and mentorship to transfer knowledge to its employees more especially the new employees. Also, Amazon makes use of enterprise systems to share knowledge. According to study, the ES makes use of technology to connect with suppliers and customers across the world. This framework enables the company to share any knowledge with suppliers and customers regardless of the location of the data. 

Knowledge sharing
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Recommend improvements to the current framework.
Amazon makes use of various frameworks in sharing knowledge not only within the company but also with its customers. What the company should do to enhance its frameworks of knowledge sharing is improving them. Amazon is making use of sophisticated and effectual frameworks of knowledge sharing and so what it should is improving them to deter competitors from outperforming them. To ensure the best, the company should re-evaluate its training and onboarding methods used in sharing information. Additionally, the company should foster the right mindset and leverage social space. Moreover, it should reduce communication barriers in order to create a free environment where individuals can easily share knowledge without any issue (Bernstein et al., 2010, pp.971-980). 
Amazon can improve its current framework by setting up regular meetings with the employees and discussion of what they should and how it should be let known to them. The company should also ease up on competition despite the fact that it is a major source of success. Easing up on competition will help the company reward knowledge sharing and ensure that everyone involved has a clear insight into how it can help the company succeed. Lastly, the company should allow employees to have some space which they can use to have an informal conversation. This technique greatly helps in transferring information.  
Conclusion
Knowledge and information management skills are very critical in the operations of a business. From the above discussion, knowledge management is a broad concept that is comprised of various elements which together provide clear insights into the whole concept. The critically examines the relationship between data, information, and knowledge. The paper also discusses knowledge assets, the types and the impact they have on a company. Finally, the paper analyses the impacts of intellectual property rights, knowledge requirements, knowledge sharing framework and provides concrete recommendations that a company can put into use to enhance its knowledge sharing frameworks. Based on this, both individuals and companies should ensure that they take the information outlined above in relation to knowledge management to enhance their operations.
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