BA Leadership and Management Skills for the Workplace

Knowledge and Information Management Skills for the Workplace
Student Name: Ehsan Meerza
Student ID: 1604560
Module Code: BMSK5006



Table of Contents




Introduction 
Every organisation wants to achieve sustainability in the organisational culture and growth where knowledge, information and technological enhancements are considered vital resources to gain the competitive advantage. Every moment an organisation requires taking important decisions for organisational internal and external purposes so that an organisation requires proper management of information (Swan, 2003). As a result, the management of an organisation can recall necessary information and can able to formulate effective decision making for the betterment of the organisation culture and organisational development. Sainsbury’s is a reputed supermarket company based in the UK, is doing business since 1869. The company has over 180,000 employees and over 550 outlets across the UK. This report will explore the information sources, the relationship between information, wisdom, data and knowledge, information lifecycle, storing valuable information, managing information risk and other relevant issues.  


Data
Data refers to the observations or raw facts that are regarded as zero value or little value unless processing into information (Snowden, 2003). In other words, data does not provide any valuable meaning to take a decision by the management of Sainsbury. For example, non-random value, or number or survey data from the customers of Sainsbury on customer buying habit. Record of a fact or event or collection non-random facts is also considered as data.
Information 
Information refers to the data that have been systematically organised and processed that make sense to the users (Ford and Chan, 2003). In other words, data have been interpreted in a meaningful way and meet the purpose of the organisation so that the management of Sainsbury can take appropriate decisions. For example, 65% of customers use the online service of Sainsbury which is an example of information because it makes sense. 

Knowledge
Knowledge refers to the information that provides a practical or theoretical understanding of certain issues (Handzic and Hasa, 2003). In other words, people gather knowledge from the meaningful information and experiences and apply the knowledge where necessary. 

Data, information, and knowledge are interrelated. In other words, data, information, and knowledge are depending on each other. For instance, data is the raw facts and when data is processed systematically it provides meaning information and the information provides knowledge to the users about certain (Wei and Young, 2003). 


Source: (Author)
That means without processing data, meaningful information cannot be developed. And without information, users cannot gather knowledge. For example, Sainsbury wants to know the customers’ online purchase trend. To know this, Sainsbury conducts a survey to collect data and then they have been processed to get meaningful information. Based on the information, Sainsbury’s management can get knowledge from the past, present and future trends of online purchase by customers. So, the management can able to take suitable decision to increase their online selling. So, it is very clear there has a close relationship between data, information, and knowledge.

Individual knowledge 
Individual knowledge refers to the fact or circumstance which is gained by the experience or observation (Rajaraman, 2018). In other words, individual knowledge is a range of simple technique that is acquired and achieved from the experience and observation. Individual knowledge is unstructured and unorganised. Individual knowledge can be tacit and explicit. Tacit knowledge refers to the unexpressed knowledge but exists within the individual. For example, values, experience, intuition, perceptions, and beliefs. On the other hand, explicit knowledge refers to the expressed knowledge and individual can easily capture and stored in various form like recording or documenting. 
Organisational knowledge
Organisation knowledge refers to the shared and collective experience which is accumulated through systematic activities and shared within the organisation (Tryon, 2016). In other words, organisational knowledge leveraging accumulated wisdom to enhance innovation and responsiveness. Organisational knowledge is structured and accumulated naturally. Organisation knowledge is concerned with creating, gathering, processing, sharing and using across the business and beyond. Organisational can gather both tacit knowledge and explicit knowledge in their knowledge management. Explicit knowledge includes the information from various departments and implicit knowledge includes judge the perception of employees and others. 

Individual knowledge in mind has developed when an individual has created epistemology. Individual knowledge is either tacit knowledge or explicit knowledge. On the other hand, organisation knowledge is developed through facts and the source of knowledge may be tacit and explicit. Individual knowledge is mainly gathered from the experience which is necessary for the organisation knowledge (Holsapple, 2005). For example, a manager of the organisation increased his/her managerial knowledge from real experience so that organisational can be utilised the individual knowledge to the knowledge management of the organisation. Each employee of an organisation like Sainsbury’s has accumulated tacit and explicit knowledge and every employee is also sharing this knowledge in the workplace. The employees’ knowledge is embedded by the Sainsbury’s to develop its organisational culture and activities. So, individual knowledge is an important to resource for the organisation to enhance the organisational knowledge management that actually constitutes an organisation e.g. Sainsbury’s knowledge. So, individual and organisational knowledge has relationship with each other. 

Knowledge assets
Knowledge assets refer to the elements that help to develop knowledge creation process including the inputs, outputs, and moderation (Tan, Plowman and Hancock, 2007). The knowledge assets dynamics of an organisation is involved at the core of the value creation capacity of the organisation. Determine the knowledge asset of the organisation is one of the challenging tasks for Sainsbury’s. The major knowledge assets of Sainsbury’s are policies and procedures, workforce, patents, documents, software, database etc. In addition, business partners, suppliers, and customers are also considerable knowledge assets of an organisation. Knowledge assets help organisation’s knowledge-based management process. Knowledge assets have three main aims such as assisting the knowledge management of the organisation, improve the business performance and manage the knowledge assets value. 
Modeling techniques to identify knowledge assets 
Knowledge is dynamic because it makes interaction to organisations and among individuals. Knowledge is also specific to the certain context because the specific context provides useful information. Nonaka and Takeuchi model described four types of knowledge assets such as routine, systematic, conceptual and experiential knowledge assets (Chen, Hwang, and Cheng, 2005). 
Experiential knowledge assets: This KAs refer to the tacit knowledge which is created by working experience among workers. This KA is also shared between the workers and partners organisation. Experiential KAs of Sainsbury’s include skills, passion, trust, know-how, energy, security, and others (Kaplan and Norton, 2004). The experiential KA is generally tacit and usually complex to trade, evaluate and grasp. Experiential KAs are tacit so that it is hard to imitate experiential KA and they are paying significant role to gain a competitive advantage for the Sainsbury’s.   
Conceptual knowledge assets: This KAs refer to the explicit knowledge that is articulated by languages, symbols, and images. This knowledge asset is developed according to the perceptions of the organisation and employees. The conceptual KAs of Sainsbury’s are brand equity, design, and product concept. Conceptual KAs are generally tangible in form and it is easy to articulate conceptual KAs (Nonaka and Takeuchi, 2000). Conceptual KA gives knowledge to the Sainsbury’s about the product that requires developing, appropriate designs for the product, increasing the brand image to the customers etc. 

Figure: Knowledge asset model 
Source: (Nonaka and Takeuchi, 2000)
Systemic knowledge assets: It refers to the KAs that are packaged and systematic explicit knowledge. Systemic KA is tangible and visible in form and these KAs can be transferred. Generally, most of the organisations are mainly emphasized on the systemic knowledge assets of the firm. Systemic knowledge assets of Sainsbury’s include intellectual property rights, database, manuals, technologies, documents, product specification and others (Russ, 2017). Systemic KAs help the organisation to do dynamic interaction with customers, suppliers, and employees. Systemic knowledge is collected by organisations from inside and outside and after that, it has processed, edited or combined for use. 
Routine knowledge assets:  It refers to the tacit knowledge which is regulated and embedded in the practices of an organisation. These assets are used by the organisation in its daily operations. It is mainly process oriented and carrying the day-to-day activities of the organisation (Lillehagen, 2008). The routine KAs of Sainsbury’s are procedural knowledge, organisational culture, organisation’s know-how etc. Routine KAs tasks are broad and it is difficult to interact and coordinate organisation’s members in the routine KA.

Actual knowledge assets and potential knowledge assets are playing a significant role in the knowledge management process of an organisation. It is necessary to set essential knowledge assets for getting a sustainable and competitive advantage in the knowledge management process so that determination of actual and potential KAs are important for the Sainsbury’s. As a result, suitable plan for using actual and potential KAs are necessary for effective and sustainable KM process (Tryon, 2016). Both tacit and explicit actual and potential KAs are essential for the knowledge transfer within the organisation. For example, actual and potential tacit knowledge is important for the Sainsbury’s to share the experience, skills, and know-how among the members. In addition, the actual and potential tacit knowledge is also embedded in the day-to-day operations of the organisation. Actual and potential tacit knowledge measure the value of the customers, suppliers, employees and their collective capability. As a result, the KM process of the organisation can be managed systematically and organisation can achieve competitive advantage in its KM strategies. 
On the other hand, the impact of explicit actual and potential KAs are also significant to the KM process of an organisation like Sainsbury’s. Explicit actual and potential KAs are tangible that can be easily grasped and codified by the organisation (Handzic and Hasan, 2003). These explicit KAs such as a database, manuals, product design, and brand equity etc. help Sainsbury’s to interact and collaborate with the employee, supplies, and customers. The socialisation of actual and potential KAs create formalise time and process-oriented that manipulates in the procedural knowledge of the Sainsbury’s. In addition, explicit actual and potential KAs collaborate with the systematic knowledge assets as a result organisation can develop an information repository that helps Sainsbury’s to develop well protected and well organised knowledge management process within the organisation. This information repository is playing an important role to transfer actual and potential knowledge assets so that sustainability in the KM process can be achieved by the organisation. 




Knowledge management is an important issue these days in the sustainable organisational development. Effective knowledge management provides a competitive advantage to the organisation that increases the organisational operations efficiency. Knowledge management provides a knowledge framework that collaborates, supports and communicates knowledge among the employees and across the organisation (Goswami and Kumar, 2013). To develop an effective knowledge management system at Sainsbury’s, it is essential to address the core issues involves in the KM process such as creation knowledge, capturing, storing, synthesis, extraction, sharing and knowledge transfer. To make an effective integration knowledge management in the Sainsbury’s, the organisation requires integrating the three factors of the firm such as technology, process, and people. 

Figure: Factors of integrate knowledge 
Source: (Goswami and Kumar, 2013)
Technology: In the integration of knowledge, technologies play the role of backbone in the knowledge management process of an organisation. Technologies give the necessary infrastructure to store the information and knowledge of the Sainsbury’s in the databases. This knowledge is then transferred throughout the organisations. Technologies are also conducted all kind of modeling, simulation, analysis, and computation to create an appropriate application of knowledge in organisational decision making, the creation of organisational knowledge and other practices (Rajaraman, 2018). Technologies help to standardise the knowledge management process of the Sainsbury’s to create the knowledge time and cost efficient. Technologies have an influence on the KM system of Sainsbury’s to create, store and retrieve the knowledge for the organisational development. 
People: To create, store and apply knowledge, people or workforce plays the initiative role within the organisation. People have an impact on the KM process of the Sainsbury’s. In other words, knowledge management process is basically caused because of people aspect of knowledge management system of Sainsbury’s. To create, store and apply knowledge, the dynamism of human behaviour is influenced a lot in the knowledge management system. People behaviour dynamism includes the personalities of the employees, cultural background, leadership skills, levels of motivation influences differently to the different components of knowledge management process of an organisation (Ford and Chan, 2003). Some employees of the organisation being more open to sharing the information and knowledge to the others. Therefore, people within the organisation e.g. Sainsbury’s must be aware of the benefits of knowledge management and organisation should train people to knowledge creation and dissemination. 
Process: To create, store and share knowledge, the process is collated to the people and technologies of an organisation. Organisational process about the KM system integrates with the people and technologies (Wei and Young, 2003). Sainsbury’s KM process objectives are derived from the mission and vision of the organisation. A better knowledge management process enables Sainsbury’s to enhance knowledge transfer facilities to the different parts within the organisation. The process should be flexible in the KM system of Sainsbury’s because the technologies are changed rapidly so it is necessary to upgrade the technologies for better KM system within the organisation. 

Intellectual property
Intellectual property means the intangible rights of unique creation or inventions that protect the commercially valuable human intellect, services or products (Swan, 2003). In other words, IP is the rights, privileges, and priorities in relation to the inventors or owners of the unique creation of intangible items. IP includes software, brand names, concepts, formulas, trade secrets, design, at etc. For example, the brand name and logo of Sainsbury’s is considered the IP for the company and no organisation is allowed to use this name and logo for doing business.  The IP is protected by patent, trademark, and copyright. 
Importance of Intellectual property rights
IP rights are very much important for Sainsbury for the following reasons:
IP creates the business identity of the Sainsbury’s so that the company can do business all across the UK with the unique brand name. 
IP protects the knowledge management system of the company so that the company has gained a competitive advantage in the organisational development and sustainability in the knowledge management (Spinello, 2007). 
IP protects the business model of the Sainsbury’s, as a result, the competitors do not follow the model so that the company is able to create a strong position in the business competition. 
Intellectual property protects the website design and transaction system of the company from the imitation by the competitors. 
IP protects the research and development items of the Sainsbury’s so that the company can invent appropriate technologies and business system for the betterment of the sales and growth. 
Although there are some importance of IP rights has stated above, there are some limitation of IP rights such as 
IP rights can be overridden through a simple process. For example, Sainsbury’s is the brand name which is protected by IP rights law. But, if a firm use ‘The Sansbury’ as the brand name, it cannot be violated IP rights law. Whether the customers can be easily misguided by the brand name. 
IP rights do not prevent other firms to produce and commercialise of similar product or services (Snowden, 2003). For example, Sainsbury’s cannot prevent its competitors from sell similar products. 
The new invention is quickly imitated by others due to rapid technological advancement so that the IP rights are benefitted for the firm in the short-term.


Knowledge assets are very vital elements in the development of effective knowledge management system of an organisation like Sainsbury’s.  Measuring the impacts of KM is not only significant issues to an organisation but also it is simultaneously important to improve the ability of knowledge creation to the purpose of increasing value of the organisation (Kaplan and Norton, 2004). Hence, it is very necessary to understand clearly the contribution of knowledge assets to the KM process of the organisation like Sainsbury’s. The contributions are discussed below: 
Improve process quality: Every organisation has a fundamental objective of improving process quality. The organisational process quality provides the firm sustainability and competitive advantage in the organisational development. Knowledge assets contribute to the Sainsbury’s  through improving the service delivery time, reduce the cycle time, properly utilise the human skills through sharing knowledge, upgrade software that properly collects, stores and retrieve knowledge for better decision making.  
Contribute in the business performance: For better organisational development, it is necessary to properly development of a knowledge management system. To establish a useful KM system, identification of the right knowledge assets is necessary (Tan, Plowman and Hancock, 2007). Sainsbury’s properly determines the knowledge assets to establish appropriate knowledge assets value creation so that it contributes to the business performance of the company. 
Improve the product design: Product design is an important knowledge asset for an organisation like Sainsbury’s. It differentiates the company from the other organisations. Product design involves some other knowledge assets such as software for design, accumulating technical expertise, codified procedures of manuals etc. As a result, knowledge asset is not only improved the product design of Sainsbury’s but also is improved the related assets. 
Contribution in value creation: Knowledge resources are important to establish effective KA value creation so that it is essential to focus on the critical knowledge resources. The management of Sainsbury’s properly recognised the critical knowledge resources as well as direct and indirect dependencies. It contributes to develop good value creation in the knowledge management process of the company. 
Contribute to customer relationship: Every company wants to achieve a good customer relationship. One of the main aims of firms to establish effective knowledge management system is to make a good relationship with the customers (Snowden, 2003). Hence, the customer is also considered as a knowledge asset by the Sainsbury’s. The company develop appropriate knowledge assets map where one of the primary aims of KA value creation map is creating good customer relationship by improving cycle time, delivery time, and improving process quality. 

Knowledge is an essential strategic asset for every organisation. It is a combination of expert insight, capabilities, experiences, and skills that collectively create knowledge for the organisation (Lillehagen, 2008). As a shared resource, knowledge facilitates the business activities within the organisation. The knowledge requirements for Sainsbury’s are assessed below: 
Skills: It is one of the vital knowledge requirements for the Sainsbury’s. Skills refer to the expertise of the employees or members of the organisation. It is a tacit knowledge asset for the company. Skills knowledge is important for the company because it helps the company to perform the various day-to-day activities within the organisation. Skills are shared asset for the company so that the experience of one worker can be shared with other workers. 
Software: It is another important knowledge required for the Sainsbury’s. The software is an essential knowledge asset for every company. The software is used for conducting different types of activities of the company so that the management of Sainsbury’s can take right decision making about the operations and business strategies. So, this is a potential knowledge required for the company. 
Documents: Another necessary knowledge for the Sainsbury’s documents. It is an explicit knowledge for the company. Every organisation has to conduct documentation for the internal and external purpose of the organisation (Rajaraman, 2018). Internal documentation are prepared by the Sainsbury’s to inform the employees and management. On the other hands, external documents are prepared by the company to inform the suppliers, external stakeholders and suppliers. 
Intellectual property: Intellectual property is a vital asset for every organisation. It is a systemic knowledge asset for the Sainsbury’s. IP protects the rights of using the company’s brand name, logo, unique creation and others. IP protects the business model of the company and gives sustainable competitive advantages. 
Database: Database is a collection of necessary information which is stored in a systematic process so that users can retrieve specific items quickly (Russ, 2017). The database is a compulsory knowledge for the Sainsbury’s. The company has a large data warehouse where hundreds of millions of information is stored and is retrieved for organisational necessary purposes.
Products concept: It is conceptual explicit knowledge for an organisation. This knowledge is very significant for the Sainsbury’s. The company is doing supermarket business so that product concepts should be clear to the management of the company. Product knowledge is very important for the Sainsbury’s because to increase the sales and profitability product concept is necessary for the company. 

Knowledge sharing refers to the activity of exchanging information between organisation, communities, teams, employees and within the organisation (Ipe, 2003). Knowledge is regarded as a vital factor to achieve the sustainable success of an organisation in the current business environment.
The knowledge sharing framework of Sainsbury’s includes the nature of shared knowledge, motivation to knowledge share and opportunities for knowledge share. In addition, the organisational culture is also included in the knowledge sharing framework of the company. 
 

Figure: Knowledge sharing framework 
Source: (Ipe, 2003)
Nature of knowledge share: The nature of knowledge is the primary element in the knowledge sharing framework of the Sainsbury’s. Both explicit and tacit knowledge are included in the knowledge share process. Explicit knowledge includes documents, database, manuals, policies and procedures, technologies, people etc. and tacit knowledge includes skills, know-how, software, trust, passion etc. (Zhang and Batrol, 2010). In addition, the tacit and explicit knowledge must have value in the knowledge sharing process of the company that helps the company to develop an effective knowledge management system. 
Opportunities for knowledge share: Knowledge share is essential within the organisation and outside the organisation. Sainsbury’s knowledge sharing framework creates both formal and informal opportunities for knowledge share. Informal knowledge share is performed among the employees. On the other hand, formal knowledge share is performed to transfer the information outside the organisation. In addition, the company is also creating formal knowledge share to inform the official announcement to the employees.  In the knowledge management system of the Sainsbury’s, knowledge sharing opportunities are playing vital roles because the effectiveness of KM process is relying on the appropriate exchange of knowledge both internally and externally. 
Motivation for knowledge share: The concept of knowledge sharing has been changed over the years. Now, motivation is an important issue which is considered by the organisations. In the knowledge sharing framework of Sainsbury’s, both internal and external motivation factors are played essential roles to develop the suitable KM system. Internal motivation factors include reciprocity and power of the members and external motivation factors include a relationship with recipient and rewards for knowledge share among employees (Ipe, 2003). 
Organisational culture: Culture refers to the set of shared practices, customs, beliefs, values and principles that support the behaviour of an organisation and employees (Chen, Hwang, and Cheng, 2005). In the knowledge sharing framework of Sainsbury’s, organisational culture is a not only crucial element, but also it is the most important factor to develop appropriate knowledge management system. Sainsbury’s ensure a formal and informal share of knowledge, trust, openness, common beliefs etc. so that the Sainsbury’s is able to establish a well-accepted knowledge sharing process in the organisation.
d) Recommend improvements to the current framework 
The current knowledge sharing framework of the Sainsbury’s is required to update to adjust to the changing business environment. Here is providing some recommendations:
Technology is playing a vital role these days in the effective knowledge sharing process. In the current knowledge sharing framework of Sainsbury’s, technology is not involved. So, the company should be included technologies in the knowledge sharing framework to increase the interaction among people both inside and outside that eventually enable to effective knowledge management system of the company. 
 To improve the effectiveness in the knowledge sharing at Sainsbury’s, the company should be facilitated with extra incentives increase. The incentives should be in the financial form of rewards because it encourages employees to share their experience, skills, and expertise with the other employees. 
The company should be developed the structural dimensions of the knowledge sharing in the KM system. The structural dimension should clarify where knowledge remains and time to share knowledge. This dimension will increase the awareness of the possible knowledge repositories so that opportunistic behaviour from the people can be achieved. 
Sainsbury’s should not link to the organisational social structure to the knowledge sharing framework because it creates complexity in the easy exchange of knowledge share. The knowledge sharing framework should be simple and related to the organisational culture and knowledge management system. Thus, an effective result can be founded on the knowledge sharing framework of the company. 
Conclusion
Knowledge management facilitates the development and right use of knowledge of an organisation. Effective KM system contributes to developing a sustainable and competitive advantage. To develop suitable KM system for the organisation, it is necessary to determine the right knowledge assets for the organisation. The determination of essential knowledge creates the value and visualise the interaction to the knowledge management system. So, it is necessary to ensure flexibility in the knowledge management system so that organisation can adjust with the changes over the period of times. 
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