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[bookmark: _Toc8644528]Executive Summary
This report will mainly focus on the impact of knowledge and information management skills for workplace efficiency. It is important to acquire and manage adequate information, in the modern business situation to be competitive for the continuous future development of any organisation. This report is intended to concentrate on applying knowledge clearly will ensure a beneficial result on the effective operation of the firm. It is proven, knowledge and information are immeasurable properties of an organisation which is as vital as other fixed assets and equally required.
[bookmark: _Toc8644529]Introduction
Data and information are in nature from the human concept. Though, data and information established rapidly and gathered through believes, practice, observations, instincts from individual understanding combined with the management of knowledge and the requirement of converting in the form of document for future reference since the beginning is just hard to process for a human being. It recommends, individual and organisational knowledge needs to be organised in a manner that tacit knowledge could be transferred into explicit in the form of a database which can be retained, retrieved and reproduced for future applications (Ebel, et al., 2013). The core feature of the entire report is to examine different approaches to manage knowledge and information ability for a strategic advantage over the competitive environment. In my opinion, this report will benefit the user to a certain extent of understanding how to maximise productivity and efficiency using planning knowledge management. The user will adapt skills to collaborate confidently with senior managers of organisations and other authorities, moreover will gain in-depth knowledge of criteria when recruiting workforce (Armstrong, 2002).
The report will assist individual and organisation to acknowledge various systems of knowledge management tactics which will facilitate models for evaluation of the diverse real-world application and to challenge the allied risks with the organisational knowledge management system.
[bookmark: _Toc8644530]Background
This report will concentrate on Super spares QP based in Balham, where I have spent half of my life for working with the organisation by handling several business activities. The business was established in 1979, by Bonnie Rodrigues and Vijay Patel. We deal with supplying automobile parts to garages and retail customers. Over many years of experience, the company has developed beliefs, values, and culture, which made the firm successful in the market. The firm merged with QP Motor Factor in 2014 for further development of the business and to be competitive in terms of quality and price. Our policies are to provide excellent customer service which satisfies their need and make them loyal to the firm. This report is about Super spares QP’s Policies with handling data and information to the related department. The report will also focus on a different aspect of information and system of information management about a particular firm.
[bookmark: _Toc8644531]Data, Information, Knowledge, and Wisdom relationships

[bookmark: _Toc8644532]Data:
 Data is the basic fact which suggests having no or minor importance until they are organised and converted into information (Data , 1997). Data can be shown in the form of series of non-random symbols (£, $, %, +, - etc.), digits (0,1,2…), values (25%, £10) or letters (a, b, c,) or facts taken from thought or inspection which are noted. There are two forms of data, qualitative and quantitative. Qualitative data are soft data which are described by words or images while quantitative data are hard and raw facts denoted in the form of numbers or digits.
In regards to Super spares, the discussion with customers, experiences, their needs, and prices of spares are believed as new data to be sorted out.
 
[bookmark: _Toc8644533]Information: 
According to Armstrong (2002) information is a processed form of data which has meaning corresponding to individual intents. It involves the collection of data, interpreting them and communicated to the receiver in a way that can be acknowledged. Information is data which has significance and a well-defined purpose. Definite information enhances the decision-making process to avoid any uncertain situations (Ichijō & Nonaka, 2007). An inventory report, customer account statement, invoice of parts, delivery note are the examples of information which provides specific information. The data transformation process is explained below by the flowchart for clear understanding.
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Data processing chart: Sourced from Moodle UWTSD (BMSK-5006)

There are various kinds of processes to convert data into information such as organising, rearranging, classifying, collecting, calculating, selecting (Ichijō & Nonaka, 2007). At super spares after receiving raw data, we process them to fetch particular information. For example, when our team receives the customer request and registration number of the car, we process them to find appropriate parts, prepare the quotation and supply them as per their requirement.
[bookmark: _Toc8644534]Knowledge: 
Knowledge is the way of understanding and organising the information. It is the practical approach for treating fresh figures or facts into the information, competence to understand and utilise the information to solve the problem by analysing and taking action (Mullins, 2010). While Wiig (1995) defined knowledge as a desirable method of believing and endeavouring to know the truth, it is the philosophy of the individual to be connected with the outer world. In my opinion, knowledge is an individual perception of making a judgment. 
At our firm, we always try to assess the conditions of the market at a different time and analyse them to tackle the problem and provide reliable customer services. We have to find root-cause of problem related to a car by fetching information from the customer to supply correct parts.
[bookmark: _Toc8644535]Wisdom: 
Various philosopher defines wisdom as a state of virtues and intelligence which comes through experience and knowledge. According to Buddhism, it is a knowledge with understanding which leads life towards righteousness to an individual for him and society. Knowledge is essential though eternally not enough for wisdom (Collinson & Parcell, 2004). Even though, knowledge is never sufficient for wisdom, one has to be educated to be wise. Wisdom cannot acquire without knowledge. After gathering information regarding the market, our team analyse them and make a wise decision to provide excellent customer service to make them loyal to the firm over the competitors. Our firm carefully investigates the market about price and quality of the parts and make decisions according to the existing situations.
Data, Information, Knowledge, and Wisdom are inter connected. As per the above discussion, raw data are essential to the process and make them information. By analysing the information, we develop certain knowledge about the matter, and ultimately one become wise by understanding data, information, and knowledge and make a realistic decision (Milton & Lambe, 2016).
[bookmark: _Toc8644536]Information Sources:
There are different channels of sources to collect information, but two main groups information are primary sources and secondary sources.
Primary Source of information: it is the original information from evidence or documents made through experiences. It is an actual form of information, come across on which and planning, and decision are formed. Examples of primary sources of information are journals, diaries, letters, government publications, audio or video recording, records of the organisations, etc. 
Secondary Source of Information: secondary sources are acts that examine, evaluate and understand a past event or period using primary sources. It is documented by a person who did not experience the event. They are documented after research has taken on the event. Catalogues, reference books, magazine articles, bulletins and media reports after the incident happened are examples of secondary sources.	
The information sources further can be divided into formal and informal communication. Organisations use both types of communication methods as per requirements because one is more structured and helps to take a strong decision for the business, while other is an easy and general way to discuss any problem.
[bookmark: _Toc8644537]Formal communication:
It is an organised and structured manner of communication, which takes place between the senior and team members (Ebel, et al., 2013). It is used for formal presentation within the firm or with the client for presentations, preparing the business reports, and for the crucial decision-making process. At my firm, formal communication takes place regularly with the customer to make them aware of any changes in terms or any promotions by sending them a proper form of documents to generate more revenue. The team at super spares analyse the data of the market and competitors, the requirements of the customers and act on for better performance. Finally, at year end, the owners of the organisations analyse the financial position report and statements of suppliers and debtors prepared by the accounting team of business and decides for the future development of the business. All these processes are performed using formal communication.
[bookmark: _Toc8644538]Informal communication: 
 This form of communication is very simple and a liberal way. It does not have a proper form of structure and passes information casually (Ebel, et al., 2013). It is used in verbal form for casual conversation and making a good social relationship between colleagues. It creates a friendly environment for the workplace to deal with any internal problems, suggestions and solving the problems. Our team uses brainstorming and casual discussions in the firm to find better solutions for internal and external issues. It helps a lot to establish good relations between the employees and social attachment.

[bookmark: _Toc8644539]Valuable information source:
It is important to evaluate the collected information to measure how valuable it is. The value of the information is measured in the form of tangible or intangible possessions.
The tangible value of the information is calculated in the form of numbers like the cost and time. It is physical value and represents the cost to collect the information — the increase in profit or the reduction in the cost of expenses.
The intangible value does not have the physical appearance but as important as the tangible value and defines the quality of the information (O'Dell & Hubert, 2011). Soft skills like, effectively use problem–solving and decision-making skills helps to improve the service quality of the firm, which will further assist in good relations with customers. It will create a loyal customer and enhance the image of the business (O'Dell & Hubert, 2011).
Super spares use reliable and accurate sources for gathering useful information for the business. Reliable information can be considered as an asset to any business (Milton & Lambe, 2016). Our firm analyses the data collected, to convert the intangible value of the information in the form of numbers to measure the success by taking appropriate steps to improve the quality of the service and customer satisfaction level.
[bookmark: _Toc8644540]Personal and organisational knowledge: 
Knowledge is the ability to understand, evaluate, and act on the information one has collected from various sources. It is an intellectual process, which converts and analyse information into knowledge (Nonaka, 1994).
[bookmark: _Toc8644541]Personal Knowledge: 
It is the knowledge gain by a person through assumptions, skill, experience, and involvement in the task (The American School of Madrid, 2018). It mainly depends on individual ability to absorb the information. This type of knowledge also known as is acquired through practice and known procedural and acquired through practice.
[bookmark: _Toc8644542]Shared Knowledge:
It is defined by as when knowledge of a group or team in the workplace is put together and create new knowledge. It is the creation of more than one person and well planned and organised facts (The American School of Madrid, 2018). It is beneficial to the organisation when all the individual member of the team shares their knowledge to agree and come with a common idea for the effective performance of the firm. The organisation acquires knowledge from their daily activities and experience of working in a specified manner. The organisation can also gain knowledge and skills through training, advice, and development courses. 
[bookmark: _Toc8644543]Relationships between Personal and Shared Knowledge:
According to (Bhatt, 1998) personal and shared knowledge are separate yet inter-reliant. He defined it as the organisation values and belief that decides their knowledge and managing quality for operations and tactical decision. The organisation collects knowledge in the form of tacit and explicit and stores in the form of documents like a handbook, journal, manuals and other forms of media in an organised manner for future reference and training and development of staff. 
Tacit knowledge is natural and unstructured or partly structured, gain through instincts, observations, belief, and experience. It can be delivered in the form of verbal language and expressions through training and presentations to transfer culture and collaboration. It deals with new, uncertain and tricky situations. 
Explicit knowledge is generally collected then kept in a documented form. It is a systematic, comprehensive and organised manner of knowledge and can be used for further development of the staff to provide efficient training. It can easily access, apply, store and reproduce when required all over the organisation. 
Due to industrial and commercial advancement in this competitive era, customer demand has changed in terms of quality and cost. They want quality product and service with reasonable price which can be challenging for businesses for decision-making and solving the problem. The workforce needs to overcome these situations by well-informed about the market and competitors; this organisational knowledge can be acquired from experts by teamwork and effective communications in the workplace.
Personal knowledge is individual quality and creativity which can be used to accomplish the shared goal of the business. Personal expertise within the organisation is the intangible asset, which creates a productive workplace if adjusted and shared appropriately (Bhatt, 1998). Therefore, the organisation needs to develop a suitable system for interaction and sharing the knowledge to form organisational culture. Organisational knowledge is expressed by the quality of the product and services provided to the user, which will generate economic benefits to the firm.
[bookmark: _Toc8644544]Evaluation and developing systems to recognise information resources:
Knowledge is a combination of individual ability and the information dealing process (Bacon, 2003). Both tacit and explicit knowledge is a source to get reliable information regarding the business. The figure shows the effect of interaction with the workforce through implicit and explicit knowledge
[image: ] 
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The information flow and the use of it are shown in the flowchart. The information transfers from socialisation which includes collaborating experience through opinion and practice. Capturing information is done by converting tacit knowledge learned into the explicit in the documentation. Distributing is creating a copy in the form of explicit and disseminate them. Internalisation involves revising and application of tacit and explicit knowledge.
Information flow system involves information gathering, retaining, transmission and applying (Eppler & Mengis, 2004). It varies on the type of information and source of supply. The information flow seems to be quite simple, but it’s a very complex process of managing information by carefully assessing and evaluating the source and information.
Super spares try to analysis the information supplied by the customer to provide appropriate parts for solving the problem. After getting parts request form the customer, we put that information in the system and process them to supply the correct parts. We store this data in the form of invoice for future reference for warranty related problems and to prepare a financial statement.  

[bookmark: _Toc8644545]Analysing real and potential information resources:
Existent knowledge is described as the real knowledge either tacit or explicit, gathered and reserved in the form reports or database in data management system known as an organisational information system. The form of the database can be Hypertext, Flat File, Free Form files, and relational database.
Potential knowledge is a practical approach to actual knowledge as a Business Intelligence System. It is created through a well-organised application of the knowledge which the organisation has learned. It is a developed is a system of data Warehouse and data mart which has existing and olden data for analysis and making use to create a competitive market in terms of quality, product, time and price. 
Snowden(2000) classified the five types of real and potential knowledge resources, and they are Heuristic, Artefacts, Natural Talent, Skills and Experience. A heuristic is a research and technological asset which used for problem solving. Artefact type asset is explicit and managed and formed in the database. Natural talent is acquired from birth. Skills are assets, specific aptitudes to attain any activity which need the training to enhance and develop. Experience is gained through repetitive nature, and it is related to work.

[bookmark: _Toc8644546]Managing Knowledge: 
Organisations develop their knowledge through practice and experience (Collinson & Parcell, 2004). Managing learning is an important process of collecting appropriate information, storing and applying when the requirement arises. Knowledge is one of the important resources and must acquire by the business for generating income and establishment of the organisation. It is about managing useful information regarding the market value, products, technology, and competitors (Mackintosh, et al., 1999). Managing learning resources includes identifying and evaluating the need for learning resources and process, organising and maintaining the entire process of developing learning to satisfy workplace aims. Managing learning is an organised process of collection, storing and applying.
[bookmark: _Toc8644547]The lifecycle for Knowledge management:
It includes four steps starting from knowledge acquisitions to applying knowledge. The acquisition is acquiring knowledge from various source; Retention is about holding or storing the knowledge in the form of documents; Transferring knowledge is sharing knowledge with other people or organisation; and Applying knowledge is the putting into the acquired knowledge to create tangible value (Collinson & Parcell, 2004). 
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[bookmark: _Toc8644548]Knowledge acquisitions: 
Knowledge acquisitions are gathering and organising information in a useful manner. There are various methods of gathering information in the workplace like employees developed skills through on-the-job or off-the-job training, hiring new skilled employees, manuals and database, trade unions, outsourcing, counsellors and mentors.
At organisation gathering, helpful information for a particular task from a reliable source is very crucial to deal with the critical situation and achieve specified goals. The information must be accurate and well organised so it can be easily expressed in any form of communication (Jones, 2001).
Receiving customer request regarding car part through email or phone. We as a team try to get possible details regarding the car, make and problem and record this information for processing.
[bookmark: _Toc8644549]Knowledge Retaining: 
It is the process of storing and protecting acquired knowledge to prevent illegal access, use, and distribution. It is organisations responsibility to protect from widespread the skills and knowledge gain from different sources (Jones, 2001). It can be retained in a database like free-form, flat file, hypertext, and relational management system.
Free-form file: it is a system in an unstructured manner which allows to store and add to data regardless of its size or order. It also offers the facility to search, organise and save data using keywords.
Flat file database: it is a simple structure independent database which holds the specific kind of data and table. It does not allow to retrieve records in a different database.
Hypertext database: It retains database in a sequence of objects including words, pictures, figures, and numbers. This type of data is linked together in an organised way.
Relational database management system: It includes complex and relative data multiple tables to perform rational analysis. It combines data from various sources.
[bookmark: _Toc8644550]Knowledge Transfer:
It is the stage where knowledge is shared by mutual understanding in exchange of other resources. Knowledge is transferred between team or workforce in the organisation intentionally or secretly outside the limitations (Jones, 2001). It is a means of sharing which involves trial and error, criticism, advice and common tuning. It can be transferred by socialisation, culture, learning, and training. Knowledge can be a consequence of some action or distributed by determination. 

[bookmark: _Toc8644551]Applying Knowledge:
Efficient business operation requires the different task to be completed through effective communication, training regarding new technology, use of software, knowledge of information system. Now, the workplace can fetch an enormous quantity of information stored in their database using the organisational information system (Collinson & Parcell, 2004).
At our workplace we use relational and hypertext database information system to collaborate and share information within the firm and with consumer and dealers. At Super spare employees work together using intranet system within and use the internet to communicate with customer and supplier.
Finally, after all the stages, at some point, the information needs to discard for privacy and security concern. For legal reason, all the information regarding customer and clients need to discard in a manner that nobody can access that information.



[bookmark: _Toc8644552]Intellectual protection rights:
Intellectual property rights are legitimate laws or security permitted to an individual and the organisations in access of information, thoughts, or intangible assets they hold. The organisations or the individual who held or created the information has given some special authorities over the control and practise for a limited period. There are several types of intellectual right, which can present as trademarks(logos), copyrights (official documents), patent and registered design rights (www.gov.uk, n.d.).
The intellectual property rights are personal properties for the industry. It provides viable benefits to the business in a competitive environment in terms of innovative and original goods. It helps create brand value and can generate more income for the organisation. When permitted with IP right, it allows legal protection to the user and takes appropriate actions for misusing information for personal benefits (www.gov.uk, n.d.).
Trade Marks: 
It about protects a brand in terms of product or services. When a company registers with trademarks, they can use their logo on their product to sell, show it’s your unique brand and notifies other from using the brand name or logo (www.gov.uk, n.d.). The owner can take legal charges against use without their permissions.
Copyrights: 
It allows the person or organisation to preserve their unique work. In the UK there is no requirement to register or pay fees for the copyrights. One can get automatic copyrights from innovative work in the fields of music, drama, sound recording, films, and tv recordings, writing (books), technology (software, hardware), the layout of printed music, drama or written work. The owner can create a copyright mark as a symbol (©) on the work, the name and time (www.gov.uk, n.d.).

Registered Designs:
Individual or organisation are allowed to register the unique design of the belongings. The design includes the outer look, physical shape, pattern, and decoration. It allows to protect the design from illegal use up to 25 years, needs to renew every five years. 
Patent:
It is the right to protect exclusive new creation; something can be made or used. It entitles the owner to act against un-appropriate use, sell or import without prior consents.
In general, the IP rights provide security over violation of information, the motivation to create new and innovative products, create brand-name, reputations and earn revenue.
[bookmark: _Toc8644553]Role of Knowledge on the organisation: 
Knowledge is of the essential resource of the organisation. It helps the organisation to run smooth operations, provides effective solutions for the problems, motivate the staff and improve the customer service (Collinson & Parcell, 2004).
The role of knowledge in the organisations are shown in the below:
· Helps the workplace to communicate face-to -face to share important information.
· It assists in passing the culture, sharing the ideas and working together for achieving common goals.
· It allows us to deal with uncertain and tough conditions.
· Allow to transfers knowledge through goods and services in a documented form.
· -Training and development
· Creating a mission statement and organisation rules and regulations.
· Easy application, availably and replication.
· Managing people, teamwork, and effective business planning.
· Developing technical skills, awareness leadership
· Articulate abilities like problem solving and decision-making
· Ability to manage information from initiation to destroying phase.
· Allows taking a calculated risk to manage the business. 
· Make able to handle the database of the organisations.
[bookmark: _Toc8644554] Framework for sustainable knowledge and information sharing:
Managing knowledge makes the team member be able to attain the critical and important information in the workplace (Wiig, 1995). After gaining information, the organisation evaluates and process to make them gain effective knowledge for better performance of the business. They use the strategical approach to evaluate and produce a branded product or excellent service to satisfy the end user.
Various aspects make an impact while managing organisational knowledge. The main aim of knowledge management is linked with the information system for performing any activities. Both have the impact of internal challenges, competitive nature of business and outer forces. These factors demand them to apply different strategies. To deal with external factors organisations need to make careful measure and plan to handle extreme situations. 



[bookmark: _Toc8644555]SWOT Analysis for Knowledge management:
The SWOT analysis will show different factors impacting in terms of weakness and threats and a sustainable solution called strength and opportunities about handling the information and knowledge. The strength and weakness are interior effects while opportunities and threats are exterior effects (Armstrong, 2002).
Strengths:
· Constructive knowledge gained through many years of experience.
· Effective source of documented knowledge
· Available useful database and information system to track the business activities
· Attained skills and training for better performance.
Weaknesses: 
· The cultural diversity of senior management about the objective of knowledge.
· The knowledge lifecycle within the firm can be constrained.

Opportunities:
· Various sources for organisational skill development and training programs.
· Technological advancement
· Available institutional sources for finance.
· Can acquire efficient knowledge management and protection system.
Threats:
· Competitive business nature.
· There are chances of knowledge obstruction by the workforce or outsiders. 
· Increasing cyber-crime can cost a lot in terms of finance and time.
[bookmark: _Toc8644556]Recommendation to improve knowledge framework:
· Make use of valuable knowledge management to explain and make aware of the clear aim and objectives to each member of staff.
· Appropriately use the knowledge management system to apply gained knowledge for better performance of the business.
· Acknowledge the knowledge asset and make proper use of it for gaining competitive advantages to create a tangible asset.
· Motivate employees to gain new skills and training for enhancing performance and share gained knowledge with the team.
· Make use of experienced staff tacit knowledge and transfer it in the form of document to re-use when needed.
· Acquire intellectual right to protect information.
· Use an adequate form of security and safety to protect information from illegal access and use. Limit information access for staff to a certain level, for privacy concern.
[bookmark: _Toc8644557]Conclusion:
In this advanced era of technology and commerce, organisational knowledge is an important resource for effective business management. Organisations recognize their knowledge resources and their impact on organisations using various techniques.  The combined outcome of knowledge management and information system will virtually change the organisation’s approach towards dealing with information by effective communication and sharing information with team members, clients, investors, and suppliers. It will make a positive impact on the lucrative operation and performance of the organisation over competitors. 
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