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1. Introduction
Information is the most important part of human life. Proper and right information is considered an asset for doing different activities. In order to get ideas and knowledge, we need to gather different information. Different skills that are increased the ability to do something by allocating the information. Capturing the right information from different sources increased knowledge and working abilities to accomplish something. There are different external factors and sustainability within knowledge and information management that broaden our abilities (Ichijō, 2007). In an organization, information is one of the basic elements that go through the different process and pass to all. Before entering any organization, they provide several pieces of training to provide knowledge and information that helps to accomplish different activities on time.
Competition is rising regular, the information helps to strengthen the ability of the organization and become the leader. The organization spends millions of pounds to capture the right information and increase the performance level for doing something. Gathering information is not the main aim of the organization, managing them in a proper way is the key to the success. This report is all about the knowledge and information management skills for the workplace. Currently, I am working at Bumblebee, that mainly provides different types of consultancy services regarding management and information. Proper knowledge and managing capabilities of information are the main objectives of this organization. it helps to provide consultancy in the right form to a different organization.








2. The relationship between data, information, and knowledge
Data 
Data are the factors or observations that may have little or no value until they processed and transferred into information. They are a series of information with random symbols, values, numbers or words. Its also called as brief facts that are collected from different observations and recorded (Nonaka, 2007). Data can be a date, number, personal identification number, and other raw materials. 
Information
Information’s are the data that have been processed to make meaningful. They are interpreted in such a way that makes understandable to the recipient. It involves the transformation of data using a systematic pro Information can be a bank statement, the timetable of class routine, and many others (Sanchez, 2003). For transforming data into information, there needs to go through a certain process like input, process and then output. Without processing of data, it's not possible to make information that’s why there is a core relationship with data and information. 
Here are the types of information processing:
Classification: This involves placing data into categories, for example, categorizing an expense as either a fixed or a variable cost.
Rearranging/sorting: This involves organizing data so that items are grouped together or placed in a particular order. Employee data, for example, might be sorted according to 
the last name or payroll number.
Aggregating: This involves summarising data, for example, by calculating averages, totals or subtotals.
Performing calculations: An example might be calculating an employee’s gross pay by multiplying the number of hours worked by the hourly rate of pay.
Selection: This involves choosing or discarding items of data on the basis of a set of selection criteria. A sales organization, for example, might create a list of potential customers by selecting those with incomes above a certain level (Collinson, 2004).
Knowledge
Knowledge is the facts, information, and skill that acquired through experience or education, it also considered as the theoretical and practical understanding of a subject. Knowledge has a relationship with information. Without proper information, it’s not possible to acquire the right knowledge. The strategic objective of knowledge management is to convert it into a competitive advantage that can help to achieve business success (Parcell, 2004). 

3. The relationship between individual knowledge and organizational knowledge
Individual knowledge is the personal perspective of knowledge of a person that mainly reflects a person’s ability to perform different things. Individual knowledge is gathered in the cognitive process that calls learning. By communicating with different personalities, reading of books, social discussion or ties are helps to gather individual knowledge. 
Organizational knowledge means gathering knowledge from an organization that helps to build a better workplace and skilled employees as well (Davenport, 2000). The training session, gathering knowledge from the external environment, mergers, acquisitions, consultancy, databases, machinery, and equipment are the organizational sources of knowledge. 
There is a core relationship between individual knowledge and organizational knowledge. A person can gather knowledge while working for an organization as well. Here are some common sources of knowledge resources:
Groups or community: Knowledge held in different groups but that’s not shared with the organization. there are different community or group can be found in the organization or society, they have a variety of knowledge that is shared with others to increase the abilities. A person can join different groups of the community to increase the knowledge, language, common or shared values, know different common practice and many more.
Structural: Different types of structural knowledge are found in the organization or in a culture that helps to follow the routine properly. Structural knowledge has some process that must need to gather from very beginning otherwise it can be lost or forgotten. 
Organizational: This type of knowledge is gathered at the very beginning of joining. Every organization has different types of working condition, objectives, management process, cultures, norms, values and many other things (Prusak, 2000). A group of knowledge is shared and used to organizational objectives, they are called organizational knowledge. 

4. Analysis and modeling techniques to identify knowledge assets
Knowledge assets are the knowledge drivers of an organization’s success. It either can be unstructured or structured. Structured knowledge is called explicit or codified knowledge and unstructured knowledge are called tacit knowledge. Knowledge asses are about markets, products, databases, workforce, documents, guides, policies, technologies and organizations that a business owns or needs to own that enables business process to generate profits and value or other things (Easterby-Smith, 2003). 
Knowledge management is not the only way that manages knowledge assets, managing the processes that act mainly for the assets. Processes for the knowledge’s assets can be developing knowledge, preserving knowledge, using knowledge and sharing knowledge. There is three module that is considered as e-tool for knowledge management, there are knowledge adult, knowledge assets and knowledge management resources. 
Here are the techniques of identifying knowledge assets:
Evaluating the previous year: This is the first phase where it looks back through the previous year knowledge to see what are the strategies that have been used last year. Later on, they are compared to the current year targets in a particular field. 
Goal setting of next year: After becoming ready, later on, it outlines what need to achieve for next year. In the meantime, they're also set up the short-term and long-term jail that will be achieved. In each goal, several pieces of knowledge are evaluated by breaking them down in different areas or techniques to gather competitiveness compared to competitors (Lyles, 2003). Different types of knowledge management elements are gathered for strategic issues of Bumblebee. Management team identifies the knowledge assets that focuses on different technologies that work with. 
Comparing results: In this phase, knowledge assets are identified and evaluated based on previous and current year focusing on the selected areas. This comparison helps to identify valuable information and feedback analysis as well to all the participants. The best knowledge management is considered as assets and that helps to reach the common goal.  

5. Actual and potential knowledge assets
In order to knowledge management of an organization, its important to look after how potential is converted single day into successful practices that increase market share, strengthen competitive advantage and satisfy or inspire stakeholders (Ebel, 2013). It's important to need analysis of knowledge to find out the actual and potential knowledge of assets. 
For Bumblebee, there need to identify knowledge need analysis that will help to get the actual and potential knowledge assets. Need analysis helps to find out the past experience with the dynamic business environment. Business strategy is driven by the knowledge that can enhance the quality of products and services and accelerate the time to market thus giving a competitive edge. 
Actual knowledge assets: Actual knowledge assets are considered as the primary assets that are required to complete different tasks of Bumblebee. In order to perform different activities of the organization, there needs to cope up with actual knowledge. They give competitive advantages that help to utilize the resources accordingly. actual knowledge assets are a software application, database, documentation, and many others they are used to accomplish relevant tasks on regular basis. 
Potential knowledge assets: To perform different potential activities of Bumblebee, potential knowledge assets are required. They are the most important knowledge assets that are given the highest value to get market competitiveness. Strategic knowledge, decision making knowledge, market analysis knowledge, behavior analysis, control over the different process, management system knowledge, and many others are considered as potential knowledge assets they are highly used to evaluate different factors that given the highest advantages. Potential knowledge is identifying by the manager to handle them and given training at the very beginning of the job joining the session.

6. Requirements to create, store, apply and integrate knowledge
Knowledge management is the systematic management approach of any organizations knowledge assets that purposes to create value and find out the strategical and tactical requirements (Marchiori, 2013). It consists of different process, strategies, and systems that help to sustain and enhance the creation, store, apply and integration of knowledge. 
Knowledge management implies a strong tie to the organization goals and strategy. It involves the management of knowledge that is useful for a different purpose and increases the value of the organization. Bumblebee has their own strategy to maximize the knowledge, apply them, store and implement through the proper controlling system. Knowledge makes the right structuring, tools, people, culture and many other things that enhance the learning to understand different things. Below are the requirements to create, store, apply and integrate knowledge:

6.1 Create knowledge
The base structure of knowledge requires rigorous structure and planning that helps to access the precise information that needs in the moment most (Lucarelli, 2013). To create knowledge, there must need to create some article and standard process that are designed to ask different questions. It’s really important to learn the knowledge management strategy that is important for the organization. here is the below steps for creating knowledge at Bumblebee:
· Get the right people that will help to implement the project team with the right skills and talents. It's critical because it needs to realize the new knowledge applications support, operation tools, service across the organization.
· Create a vision for transferring knowledge management by realizing the new knowledge as per the strategic plan. 
· Communicate the vision initially with others regularly to get fundamental success in terms of organizational changes. 
· Empower the plan with others as per the vision statement, there can be different challenges come at this stage but it needs to overcome initial insistence to get ongoing success.
· Make some improvements to finalize the crated knowledge as per the vision management and formulate them in a new approach to reach the goal.

6.2 Store knowledge
Knowledge is stored in a systematic way after creation. It can be stored in the document, software, database, and another different format so that it can be used in future purpose (Lonzi, 2013). The final knowledge is kept in a framework that helps to work others using the knowledge. Knowledge management process is identified properly to make it effective and simple to establish a major part of the organization. supporting structure of the knowledge to use them properly. 

6.3 Apply knowledge
To implement knowledge in the long-term or short-term, there needs some systematic process that helps to gather the result properly (Fidalgo, 2013). It’s important to see knowledge as a process, not a tool or system. Here are different steps that are used to apply knowledge:
Service Strategy: It’s important to start with the service strategy that will help to compile with a vision for transforming of the knowledge-centered service provider. It works with the supports of aims, objectives, mission, and goals. Sharing of knowledge adds the core values that underscore the importance.
Service design: Developing a systematic approach to applying the knowledge with service design with the process along with the supporting system, tools and other elements that makes master planning for knowledge management.
Service transition: This approach helps to apply the knowledge with the master planning beginning with various components over time like people, process and supporting technology. Communication with everyone inside Bumblebee helps to give success of knowledge management initiative.
Service operation: The design of applying must need to go with the service operation on how everything will be done. This process helps to make knowledge of hoe capture and reuse every part of production support process. At the time of monitoring or finding out any issue its import to access the idea or knowledge as per the workflow.
Continuous improvement: This helps to design for the knowledge management process by monitoring and reporting of the performance. There can need some improvement in the process, people aspects, and supporting tools or systems.

6.4 Knowledge Integration 
It’s the process of synthesizing multiple knowledge models or representations into a common model (Pellicer, 2013). Different types of information or schemes are focused on synthesizing the given subject from a different approach. Multiple numbers of interpretations are possible at the knowledge integration. It helps to determine how new information and existing information interact, or if there any modification needed, it makes modification in the light of existing knowledge. Different types of techniques are used to integrate the knowledge that helps to find out the gaps in knowledge management. 

7. Importance of Intellectual Property rights
Intellectual property is a general term for the set of intangible assets that are owned and legally protect by a company from outside use of implementation without prior notification (Iglesiass, 2013). It helps to provide the ability to give competitive advantages that define as asset aims to provide in the protective rights just like a physical property. Gathering the rights of such things gives advantages than competitors, otherwise, it can be a huge threat in this modern world and passed to a different technology. 
Having the right or owning of intellectual property rights gives a value to a person in different ways, an organization can use their own properties and won’t be passed to others. It helps to provide the rights of using different goods or services r sharing it to externally as well. Intellectual property rights can be achieved by different legal mechanisms paying the royalty rights to the owner (Griseri, 2002). Intellectual property is an asset and that can be divided into four categories they are copyrights, trade secrets, trademarks, and patents. There are different types of laws that are made for the use of intellectual property.
Changes in the global economy due to globalization and business environment, intellectual property has been developed for establishing of the value or potential growth. To give the right value to the creator, and international accounting practices place pressure on firms as a part of the transition. That’s why every organization gives proper value to the intellectual property and it helps to make a key element of the success in this modern world.
Below is the importance of intellectual property:
· It helps to make earning capacity and profitability by making rights of intellectual property.
· It provides proper recognition to the creators and the inventors.
· Ensures the material reward for intellectual property.
· In terms of economic growth and advancement in the technology, intellectual property rights give protection.
· It helps to ensure the availability of the original products from other copied products.
· Provides the benefits to the growth of the business in terms of using the technology.
· It helps to provide the historical growth and developments for the future.

8. The contribution knowledge assets 
This is the competitive world and the value of the organization are graded based on the value of the assets. There is a huge contribution of knowledge assets in an organization and proper use of it can make a person successful (Hussain, 2017). Knowledge assets are the knowledge drivers of an organizations success that makes explicit, tacit and embedded based organization. knowledge’s assets of the organization are the intellectual property like patent, copyrights, and others that help to prevent a copy from other organization. knowledge activities help to respond to various things that an organization access, it can be an internal or external business environment. Knowledge assets help to maintain the structure, systems, and process of sharing knowledge with different levels of the organization and retain it within the organization. 
Structural change: In terms of moving labor- and capital-intensive activities to information and knowledge management of the Bumblebee, knowledge assets plays an important role. It helps to increase the sell information, knowledge or intelligent products and service. The different structure of the Bumblebee got automatic changes due to the scare resources that helps to form the transition within the changing role of management and employee.
Innovation condition: The innovation condition of Bumblebee got automatic changes due to the knowledge assets. Knowledge assets help to contribute to the process of creating or preparing of intellectual property. 
Contribution to a performance from a financial perspective: In terms of financial perspective, knowledge asses made continues improvements that help to make good management system. Their contribution to financial performance helps to increase the efficiency of managing different projects. 
Increase customer service: Knowledge assets helps to give better customer service. By managing both tacit and explicit knowledge, it helps to make fast reasoning to the customers. Meeting the customer's expectation by securing different contracts and setting up different marketing strategies helps to make market segmentation. 
Business process: In terms of increasing the business process, knowledge assets plays an important role that improves the efficiency of the business process (Jones, 2001). Collecting feedback by different activities through various communication channel facilities the tacit knowledge. Providing shared value with the customers and corporation of different activities as per the projects helps to make progress of the business process.



9. Evaluation of the knowledge requirements
To evaluate knowledge, there are some requirements that every organization needs to follow (Lips, 2014). It helps to take proper actions to accomplish different properly. Here are the knowledge requirements for Bumblebee:
Knowledge content management: What is the knowledge that will be captured and what format will be used will be written properly. Managing the efficiency of requirements properly to keep the knowledge properly. 
Total knowledge management: This helps to integrate knowledge management in all process of business. It follows exactly the same activities of the total quality management in terms of creating, protecting and using knowledge in the different process of business activities.
Value-based knowledge management: Knowledge management must need to link with the business objectives of Bumblebee. The objectives should be able to add some values in terms of knowledge that manage the proper use of knowledge.
Personal interaction and codification: Adding a suitable mix of personal interaction helps to share and learned codification. There is some conflict for applying knowledge, it can be applied via database or can be exchanged personally. That’s why standardization of knowledge management helps to provide a better complement to the specific solution of different complex problems. 
Knowledge benchmarking and performance: It’s required to benchmark current knowledge management capabilities with the best practice and improve the performance as well.

10. Framework for enabling knowledge sharing
Knowledge management is the core thing that helps to make the right knowledge or source of right knowledge that is important to make the right time. Knowledge sharing is the approach of doing major activities of knowledge management that seeks out knowledge sources (Lilley, 2004). It mainly depends on the habit or interest of an employee of a person to share with others. That’s why it's important to find out the right culture, incentives and many other things that will help to make the framework to share the knowledge with others. Here are the frameworks of sharing knowledge at Bumblebee:
Explicit knowledge sharing: This type of knowledge is formalized and codified, it helps to provide easy identification that is mostly handled by the knowledge management system (Lightfoot, 2004).  It’s important to provide awareness of the knowledge that is available. Here are the sharing techniques of explicit knowledge:
· Import different documents with the knowledge to multimedia materials.
· Find out the new users and their activities at the organization.
· Assign different roles and responsibilities to a different person by categorization and working types.
· Define the workflow tasks properly that helps to make content to the manager for being alert at doing different activities of changing the content.
· Manage and track different version of content properly to publish or support accordingly. 

Tacit knowledge sharing: Tacit knowledge is considered as hard to define knowledge that is largely experience based. It also considered the most valuable sources of information that provides a better working environment (Amaral, 2004). Tacit management is tough to handle by the knowledge management system that relies on the codification and that makes impossible to tough for the tacit management holder. Here are the techniques for tacit knowledge:
· They are the informal networks involve with daily interaction within the work environment.
· Managers must need to support this structure to provide a better communication system. 
· It doesn’t have any formal system and that makes the systematic process to works or handle different activities.
· Effective understanding value by the manager helps to share knowledge properly.

Embedded knowledge: This type of knowledge is mainly used to make products, routine, process, cultures, structures and different factors (Mosconi, 2016). Here are techniques of sharing embedded knowledge:
· By process scenario planning, this type of knowledge is shared.
· Different types of management training are provided to share with employees.
· The structural review is provided to find out activities accordingly.

11. Recommendations for improvement
By evaluating different analysis of the Bumblebee, there have been made some recommendation for the improvement of the current framework. Currently, their different sharing framework is using at Bumblebee. Here are the recommendations for improvement:
· There needs to make proper knowledge utilization of manager at the very beginning of the training session.
· A different process of embedded structure, all the planning should be informed to everyone.
· Making effective communication strategy will help to share knowledge with everyone beyond the culture.
· Planning of an effective knowledge management system needs to start that will give better sharing opportunity by all.
· Use of different information technology will help to gather vast ideas of the knowledge management by all.
· Everyone must need to able to gather the core value of the Bumblebee objectives that will help to increase the knowledge management system.
· Improvements in the networking system will help to gather the tacit sharing of knowledge management.



12. Conclusion
This report is all about the knowledge management and information system of Bumblebee. Knowledge management is the most important asset of the organization that helps to broadly speaking, management, follow a different process, guidance, structure, and core values of the organization to increase the management system (Newell, 2009). Proper knowledge management helps to reduce the communication gap and increase the profit margin of the reorganization by following all the process accordingly.
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