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Knowledge and Information Management Skills for the Workplace

1.Explain why the same set of data can be considered as useful information by some and useless data by others. Further, could this useful information be termed as “Knowledge”? why?

1a. Personal data is something that has demographical information about someone which may contain their raw details such as email, address, location and phone numbers. In most cases one person’s data may not be relevant to someone else due to not having a meaning to that data to the stranger, which has so much significance in the person it is applicable to. Only the person that the raw data is applicable to can put a meaning to that piece of information they have created or hold.
Another example of raw data would be if a student has an ID card which have all the required information on display of the card such as his name, student ID number, the university he attends and the expiry date for the card, all that information is relevant to the individual because it has a meaning to him, and without that he would not be able to enter the premises of that university. On the other hand, if someone else who has no knowledge on university or how it works and the requirements of that institution then that ID card and its information is useless and would mean nothing to him. These data and information are then turned into knowledge because it is the outcome of the data and information which the university holds on a person and because he is already registered on their system all his information would be held as knowledge for that university. The university is using that information to implement the persons track record and attendance and what assignments submitted and if it was on time or not which is also serving as knowledge for that university.   
 Data is a form of information that can apply to any form of raw information that can be stored, written, recorded or spoken but has no meaning to another source. Data can be in two forms, one of which data is information that is machine readable such as computers, laptops and devices. This type of data is structured data or sorted data. The other type is the human readable data which is unstructured data that does not have a name or label attached to it as to what the information is implying until a person can interpret it. Data can be personal, or can be news data, transactional data, web data and sensor data. (Import.io, 2019)
1b. This personal data after being shared, can be turned in to information which is processed in two different categories so that it is interpretable by someone else.  It would be an input of information that has a meaningful output of data. In the first type of Information, it is remembered or embedded information into some one’s mind that can be passed on verbally which is called tacit knowledge, such as if a teacher explains a set of instructions in class and passes down how and where to use that information to the students, then that would be classed as tacit knowledge.  This type of knowledge is sometimes hard to pass on by writing in words but easy to pass on by communicating orally. Even a deaf person who can’t talk or follow orders interprets its data or information by sign language but only another person that can understand sign language will be able to grasp what this person is trying to say. This interaction is knowledge to both because that’s the only way they can interact and understand each other, although they can be literate too. 
The other type of knowledge is when information is written and understood from e.g. textbooks, newspapers and letters etc, which is called explicit knowledge. Explicit knowledge is a student in an exam board taking their written exam which requires understanding and answering the question’s appropriately, or an architect drawing up his plans according to the clients needs in order for the client to be able to understand what he has drawn up with an intellectual meaning to it. Explicit knowledge is regarded more valuable in the commercial field. Overall both these categories of knowledge are very powerful and influential in a person’s life and to the entire world be it in any language or form, data, knowledge and information is an essential in humanity at large. (Cambridge International A Level - Data, Information and Knowledge, 2019)

2. Describe the ways in which “knowledge” differs from “data” and “information.” Justify your     answer with a relevant diagram 
knowledge differs from data and information because the data is a raw piece of information which has been devoid from a meaning. Once given a meaning it would be a piece of information that can be easily understood and processed and transferable which is then termed as knowledge. Knowledge is combined with experience and understandability in the mind which a person can interpret orally or in a written form for people to gain as important information.
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3.Does a player in a card game use tacit or explicit knowledge? Explain why. Define amd explain the difference between the two.
The game depends on the player and how experinced he is or how familier he may be with the particular card game. Depending on the concept of the card game the player most likely would use his observation and intuition to analyse the game and perhaps make strategy in the way it is played. In this case he may be an experienced  player who would use tacit knowlwedge because he is using all the informatiion and knowlegde processed in his mind to perhaps verbally explain the games’s instructions to the rest of the players because he is aware of how to play the game. On the otherhand if the player was inexperienced then he would be using explicit knowledge because he would be reading the instructions to the game, taking the information in to his brain and processing it to explain to the rest of the players and following the rules of the game.
Tacit knowledge: Tacit knowledge is knowledge often applied to as hidden knowledge which exists in the mind of the person but without their knowledge that it is apparent. Due to the knowledge already being present in a person the information from their brain cannot be easily confined or converted into a readable context with out the person laying the information out for someone else to take in. Tacit knowledge conveys itself in the actions of an individual in the way they put out their opinions, how their attitudes are being displayed, their capability, and obviously their experience in events and professionalism and how the ability to do things are defined in their environment. In most cases it is the knowledge that is embedded in someone or knowledge that is acquired over time through socialisation. (Olomolaiye and Egbu, 2019)

Explicit knowledge: explicit knowledge is information that is stored or easily accessed and one that can be transferred to others via textbooks, encyclopaedias, articles, journals, letters, and knowledge that mostly is stored in electronic devices. Commonly it is knowledge that is documented, communicated and transmitted. This knowledge can be recorded down in numbers, codes, words or messages which is then passed on either by being educated or as a statement or just explored through all those means noted. It is a structural piece of information put into context that is explanatory and defined through information technology. (Sciencedirect.com, 2019)

 4.Consider five decisions you have made today (they could be simple such as taking a turn while driving or even choosing a soda at a convenience store). In each case determine the data, information, or knowledge that were involved in the decision.

I sent an email to my friend:
 The selection of the email would be data. The address of the email who I want to send the email to would be information. The content in the email would be the knowledge the other person receives and how they interpret that information.  
I cooked a curry:
The ingredients I collected to cook that curry with would be data. The curry I want to cook with those ingredients and how to process those ingredients would be information. The curry that I have cooked is the outcome of those ingredients which would be knowledge
I need to go to town:
 The selection of going to town and which area of town I want to go to would be the data. Catching the bus and what number bus I catch and walking to the area where the bus stop is situated would be the information. Which part of town I go to would be knowledge.
I watched TV today:
Turning on the tv with the remote would be data selecting the channel I want to watch would be the information. What I choose to watch and what channel I choose to watch from would be the information. 
I need to post the letter:
The letter would be my data, what means of travel I choose to go to the post office would be the information and the actual posting process and if a stamp is required or will it be first- or second-class postage would be the knowledge.





5.Now consider how those decisions would have been influenced by the lack of pre-existing data, information, or knowledge.

 I sent an email to a friend: If I did not have the right email address or the structure of the email is not correct or if I had a list of emails but my friends’ email was not listed then I would not have the correct means of information to send that email so the knowledge would still be pending.

 I cooked a curry: I had the correct ingredients but did not have the right set of instructions which explain step by step in how to follow those but I could not understand them so I would not be able to cook that curry in the specific way. Or maybe I did not know how to cook no matter how much I read the instructions it would be hard for me to follow and I might make a right mess of it.

 I need to go to town: I know which bus to catch to go to town but do not know which bus stop to get off at, so I could be on the wrong side of town or from my destination desired and also the time of travel expected would be longer which I might not have expected.

 I watched TV today: I could not find the remote to turned on the TV, or after turning the TV on I did not find the channel I wanted to watch because it was not available or the programme I wanted to watch was not listed until a certain time, then I would not be able to watch the desired programme at the viewing time.

 I need to post the letter: I have the letter to post but the correct address is not available or a number in the postcode is wrong then the posted letter would not be reached by the appropriate person. I could have also reached the post office too late so still the letter was outstanding to be posted.



6.You have recently invented a new product. Collect demographic data from a sample population, determine how you would use this data, and convert it into information and possibly knowledge for promoting the product.

I have chosen to create a designer ball gown dress for a bridal outfit. The time and effort required, and the collection of raw material was a mission to create this special piece of bridal wear and is very time consuming. The customer was very specific to the measurements wanted for the outfit and therefore there had to be several fitting trials for this outfit to match the customers desired look. My main aim was to satisfy the customers’ needs and use my inspirational skills to promote the outfit on my Instagram page where I would get a great feedback from the public to see if my design was liked and admired and if future orders would be flooding in from that unique design. My Instagram page is my main data collective system where I can collect all the information required and manipulate in processing further into my design.

[image: ]My Instagram page
.
 
The likes and follower’s will determine how many people are interested in my design on my Instagram page and what type and age and background of people are interested. Also, would give me an overview of the whereabouts of area they are form. The photo and picture quality that I use on my page will also influence my customers in to deciding whether to put a like on my page or not. “like” would determine how much in demand my product is, and the comments made on the picture would give me a clear view into gathering information on the people who liked it, and categorise what population, culture and background is interested in my design. The comments I receive on my product also motivates me on how good people like the product and it gives me good vibes that my idea and visualisation of a certain outfit is worth while in the eyes of the public and that I am on the right path to put my product out on the open market. Now after collecting all that data and information which is unstructured, I would arrange the information into categories such as the age group of my customers, how many live nearby, how many customers would need their item posted. Making the listing of information would give me a clear picture of how quick I can process the information for the product and the public.

[image: ]   My Followers

After collecting all that data and information on my design created, I would now get knowledge on how to advertise it on other social media sources and gather how I can promote my design or what types of models I would need to wear that outfit and promote it in a fashion show which I might be given a chance to join hands with if I reach out to them. My daughter is a well-known Instagram blogger so she can help me in promoting my product and reach out to companies I can use to collaborate with them and promote my outfit on their social media page. (Medium, 2019)

[image: ]
My End Product
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                 Knowledge and Information, Management Skills for the                                                                                                     
                                                       Workplace
                                                       
CASE STUDY- PART 1

No,1. Describe how the overall approach adopted by American Airlines incorporated the basic competitive strategies of cost leadership and product differentiation.
 
 American airlines (AA) and IBM merged to announce a joint venture in development of a system called (SABRE) to make the reservations for airline tickets online. This approach leads to its 1st web-based application system that was introduced in 1953 to replace the handwritten system that used to exist for reservations in the 1950’s. During the 50’s the growth in the airline industry for travel was at its peak so writing up tickets and sorting reservations was taken on card’s which would take anything up to three hours per booking. By the end of 1964 sabre were handling 7500 reservations per hour unlike the old card system that produced a reservation in 90 minutes. Business was blooming as it became the second largest data processing system and sabre became a huge viable source for America. The market was in huge demand of this system because cost was low for making bookings, but leadership was high because it became an essential requirement for the users of such a mandatory system.  The agents found it very applicable to use this system due to the high market of frequent users and considering the reduced time taken for a booking was a matter of seconds and minutes compared to three hours, as no one else had developed a system such as this (Ibm.com, 2019).








Porters Competitive and Differentiation Strategies tool.



Michael E. Porter a Harvard business school professor wrote a book called competitive Advantage in 1985 which was the under structure for mostly all business policies. Porter explained four different methods which industries managed to develop a niche in which they could gain competitive advantage in any organization (Businessballs.com, 2019).
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Competitive Advantage;

As time passed by and sabre started adopting extraordinary data-based technology in such innovative ways that it engraved recognition in the airlines industry and the information of its system was distributed so widely that it gained sales in little time. Their margin of savings was 30% due to the system being so advanced and staff was maximised because the application of reservation was very efficient by this system. American Airline’s had the capacity to reduce fare’s and display cost leadership which gave them the advantage to draw customers looking for a bargain and valued service from them. Competitive advantage was the unique innovation of the Sabre’s data driven information system and how it kept on regularly updating with new options, opportunities and services.  They used this information system to personalize customer experience which would boost customer loyalty also reducing marketing expenses. Prioritizing customer needs and demands was an essential lead to increased sales and market shares (Dallemand, 2019). 

Differentiation;

While producing these innovations regularly sabre product differentiation was achieved because they had a system and innovation that no one else had or could afford at that time. They made exclusive offers to certain customer’s and their diverse applications were customised and differentiated to assist the needs of specific customer divisions. Customer relations were a key factor in developing the core efficiency in management and competitive advantage in its evolution. Customers were their main priority making sure they have the best service and all the commodities that come with the package such as quality leg spaced seating facilities, good food and drinks. The customer can get all that information while making the booking which was a unique part of their differentiation at the time because no one else had that facility. Using different fare bundles and ancillary fees as a point of differentiation and all these aspects can lead to brand loyalty which makes them standout. (Phocuswire.com, 2019).


No,2. In what ways did SABRE provide American Airlines with a competitive advantage? Your analysis should refer to concepts related to the strategic use of information systems, for example, entry barriers. 


An analysis of American Airlines competitive advantages given by SABRE using porters five forces

Porters five forces is a tool which was designed by Michael E. Porter, a Harvard business school Professor. He designed this tool to analyse the competitive intensity of a business and identify strategies for potential profitability. By using this tool, you can improve the strategy to strengthen the position of an organisation. This tool comprises of five different forces as shown below (Mindtools.com, 2019).
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Ways of competitive advantages


·  Introducing the new information and reservation system lead to competitive advantage.

·  Cutting down reservation booking times from 90 minutes to a few seconds was a competitive advantage at the time.

· Their goal was to maximise revenue from each flight by charging customers the most they were willing to pay, such as if a family were booking holidays well in advance then they would be looking for the best competitive prices and American airlines were giving them that advantage. At the same time if a business class person had an emergency meeting on the other side of the continent then the price of last-minute booking would be extremely high, this way the airlines can cover their cost lost from the holiday makers to business class instant booking. By levelling the customer margin and showing integrity to customers from a competitive point of view they still were gaining in the competitive market (Blog, 2019).

·  American Airlines creates its product differentiation by exploiting its ticket distribution channels who are the travel agents who account for 80% of its proceeds by using this ultra-modern technology as Sabre. Strong brand image is its power behind its competitive success (UKEssays.com, 2019).









Porter five forces tool will identify how strategic American Airlines was as a business. 

Threat of new entrants;

·  Threat of new entrants was low because SABRE brought new innovations to American Airlines by adding new strategy functions of importance to travel agents by finding competitive low fares.
· Being a vigorous and enterprising industry who kept challenging their excellence that new entrants felt resistant to enter their barriers because what they innovated at that time no one could challenge. 
· Expanded reservations services to include hotels and rental cars. By doing this they attracted new customers and gave much reason to old customers to stay with their services.
· Crew scheduling and better staff management to build barriers and safeguard their company from new entrants (Fern Fort University, 2019).

Threat of substitute;

·  They increased switching costs for customers, so that customers are bound by their services, by doing this threat from substitutes were low for American Airlines. 
· (AA) were looking for new dimensions in their industry with the help of Sabre’s innovative ideas, always service orientated rather than just displaying their product.
· They paid attention to detail in what customers were seeking for in terms of flight bookings, hotel reservations and car hire, rather than just concentrate on what the customer wishes to buy (Fern Fort University, 2019). 




Bargaining power of suppliers; 

· (AA) had dedicated suppliers who believed in their industry and did not look at other buyers for selling their products, so they became dependent on this industry and had low bargaining power.
·  With SABRE being the backbone of American Airlines, they always experimented with new product designs by using various types of materials so that if prices start fluctuating for raw materials, they have the option of looking elsewhere.
· American airlines have a large string of suppliers that serve their needs (Fern Fort University, 2019).

Bargaining power of Buyer;

· American Airlines customers had all the information at their fingertips, so buyer power was high. If they wanted to switch from one carrier to another, there was hardly any cost because customers had all the information to deal with the switching.
·  knowing that their customers had the bargaining power in their hands, they were cautious about their quality and consumer satisfaction.
· Loyalty discounts, offers, low fare, special benefits are always taken care of to ensure customer satisfaction.
· American Airlines brand image is their strength and power in terms of their rivals so this can sometimes make customer power a little moderate. (notesmatic, 2019) 
 
Industry rivalry;


· There was severe rivalry being carried out within the industry, due to so many similar rivals competing to enter the same industry and all of them wanted a share of the market.
· Their biggest rivals in competition with American Airlines were Delta, United, Jet Blue and South West.
· All those Airlines have a considerable amount of Aircrafts of which all were facilitated with modern technology with a domestic and international service.
· Most of its rivals are not on the same platform when it comes to competing because of (AA’s) brand name and its large infrastructure (notesmatic, 2019).



No.3 Although SABRE was undoubtedly successful, American Airlines was not able to maintain its competitive advantage beyond the late 1980s. What factors played a part in the erosion of the company’s lead over its competitors and how did the company react?

The factors that played a part in the erosion of American Airlines.
 
By the 1980’s sabre separated from American Airlines becoming a sole industry and Sabre sold their shares on the stock exchange and from there the problematic issues started to arise within the two companies, marking the downfall of (AA).  
Many other airline companies and agents had started to use the sabre system  and was a free moving market in the aviation industry and low-cost carriers were growing and fares were cheaper per flight which made it a luxury for the public to pick and choose who they fly with. Bookings became easier and information was dispersed worldwide so American Airlines competitive advantage started to decrease and couldn’t use the system as an exclusively innovative technology and customers looked elsewhere having a larger choice in companies to book their flight with (The Sabre Story, 2019).

How American Airlines reacted.

In 1978 the Airline deregulation act was introduced by the president Jimmy Carter. This law meant that the government had reduced control over most of their critical aspects such as flight control zones, flight traffic management systems, departure and control systems cargo handling and shipping, reservation systems and many other features changed in the aviation industry. This act gave more leeway to the airline industry to make vital decisions of their own in how their business was regulated to make it grow. AA joined with a company called Civil Aeronautics Board who regulated which airlines would be allowed to fly what routes, mileages and what specific fares could be set for those routes. The deregulation act meant that better customer choice lower fares, more routes and great number of planes in the sky.  This unleashed power and sustainability in the market for American Airlines to compete and stay in power (Vox, 2019). 
They offered their customers unlimited air mileages and in return American Airlines would benefit from customer purchases. By reviewing the costs and concentrating on the volume of customers and adding features such as reservations of hotels and room bookings as well as car reservation and pick up service which was all carried out in a single client booking also gave them room to expand with ease. The chance to explore new routes to fly in, gave them more flexibility to prove that without boundaries their individual performance and innovations were adequate in the industry. These are some of the ways in how American Airlines reacted to the market. (Rehal, 2019).

Part2- Information Systems
Information systems play a critical part in supporting a company’s activities. Using specific examples, you are required to: 

1. Define an information system
An information system is a data storage software system that helps systematically scrutinize data by transforming raw data into first-hand information. The process of collecting, creating and storing the data then processing and distributing it as information, to solve problems in a business is a very crucial part of every academic organization. It can be any form of components such as a computer storage system that stores files and data related to a certain business, which can be in a form of hardware data or software data. The financial accounts of a business, suppliers, stock and human resource management are all part of an information system to communicate and keep a flow of how the business is progressing. (Encyclopedia Britannica, 2019). 

Example 1 of an information system;
An information system in my view would be a doctor’s surgery computer system where patients’ details, and their health records would be stored. Patients hospital files appointments and blood test results all these types of data would be filed under each individual patient.

Example 2 of an information system;
Another information system would be a school computer-based software system where data of all pupils would be held. A pupil might need special needs,dietary requirements or Allergy needs which would be recorded against the pupil’s name so that the school have the information in hand if there ever is an incident or scenario that they might have to deal with.  

 
2. Describe the categories of computer-based information systems, providing relevant business examples for each category identified;

A computer-based information system (CBIS) is a system in which the computer plays a crucial part in handling and processing types of information. There are several elements in such a system, here are a few elements such as;
 Hardware: This term means machinery related software which the computer and all its support equipment’s falls under, classed as the central processing unit (CPU) which also include input and output devices. 
Software: The software term refers to the computer programs and manuals that support each other. Programmes are machine-readable orders in which information is stored and they function in ways which construct useful information from the data stored in the hardware. Programmes can be stored on input, output method or disk and tape.
Data: These are pieces of information that is stored in the software that become data for the computer system to read. 
Procedure: Procedures are the outline of instructions that control the performance of a computer system.
People: Behind a computer system it is people who decide its fate in failure or success because they are the main inventers of the system (MBA Knowledge Base, 2019).
 

Computer-Based Information system;

Example,1. Executive Information system

An Executive information system which is a record keeping system kept by senior managers in an organization which is later used by the executives without assistant of their senior managers because the information and format that has been processed in that system is sufficient and up to date for executives to use. The results are presented in a graphical form customized to the executive’s information need.

Example,2. Workflow system.

This system is a rule-based workflow system management uses to direct, supervise and correlate the execution of a connected set of tasks presented to form a business process. Here are three types of workflow software’s used: 
* An administrative workflow systems focal point is on tracking of expense reports, travel requests and messages.
* An ad-hoc workflow system that manages with the shaping of product, sales proposals and strategic plans
* Production workflow system deals with mortgages, loans and insurance claims.
These systems may be online based, incorporated with an e-mail and can be based on server architecture that might use a database or file server (EduGeneral, 2019).

A manual example of an information system;

A manual system would be a library keeping records of all books that go in and out of the library on a card with the books individual ISBN no, and Title of book with Authors name on it. That card would also hold information of the individual that borrowed the book. All this information would be held in a filing cabinet-based system, because all the procedures are manually processed.
[image: ]fig.3


       
3. Explain how computer-based information systems can support managers at each level of an organisation.

Example 1 the categories and actions of employees using the computer-based payment system. 

In a fashion retail store such as Primark there would be several divisions of workers such as entry level employees, mid-level employees and senior level employees. All these employees focus would be on the computer-based payment system and outcome of the store.
 The entry level EMPLOYEES; usually serve at the till which would be the computer-based payment system. They would be dealing with card payments or cash payments. The payments collected at the till will define the amount of sale and how many customers they served per till in what length of time.
The mid-level EMPLOYEES; would be those such as floor manager’s, team leaders whose jobs would be to look over the workers on the floor and they would also be taking records of sales and the performance of employees. All this information would give the floor manager an overall result of sales and income collected per till and they may look at the highest performance worker and give them a reward for carrying out good customer relations and payments.
The senior level MANAGER; will be the person that looks at the overall sales volume and performance of the lower level employees. They would be interested in how much sales were performed per day, what items were the highest sellers, what would be their centre of attraction in sales and how to promote that product in the best way. The main amount that was recorded on the payment system would give information and determine how well the retail store is performing and what is trending in the market amongst its competitors and how well they can improve their sales.



Example 2 categories and actions of teachers using the school computer data storage system.

A Nursery for children would have a computer-based information system which would keep personal records of individual children and what their progress stages are. Information of children with any special arrangements and what their needs are, and their learning stages, which teacher or assistant would be dealing with them are also data for the nursery.

A nursery assistant; (entry level staff); spends time with a child watching their growth and how they are improving. She also would help them understand and develop with them words or pronunciations which they are finding difficult to pronounce or write. Handwriting practices would help the child develop its writing skills. All this information of the child would be recorded on the system for the class teacher. 

Class Teacher; (mid-level staff) the class teacher would collect the information produced by the assistant and determine if the child needs more assistance and if he/she should be set more practical work or phonics to develop its understanding skills. Does that child need special needs assistant would also be determined at this stage. All this information would help the teacher in making a report to be submitted to the Headteacher and to be presented for the parents at parents evening sessions.

Head teacher;(higher level) the Headteacher will use the information presented by the class teacher to analyse the progress of the child so that the record of achievement and improvement awards can be presented in assemblies. That information will also be needed to make an annual report which is to be presented to the ofsted team when the inspections are carried out at the end of year. It will also determine if she needs to contact with special services if that child needs the help. (ref, interview conducted with Laylah Maryam, teacher at Bright Start Nursery 2019)
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