Knowledge and information skills for the workplace | Iyesha Thomas




Table of Contents
Introduction	2
Question 1. Explain why it is possible for one set of data to be deemed useless to one person yet valuable to another	3
Question 2. Describe the differentiation between Knowledge, Data and Information (use diagrams and examples).	5
Question 3. In a card game, does a player use tacit knowledge or explicit knowledge, why? Please explain using examples to show the difference between the two.	6
Tacit Knowledge	6
Explicit Knowledge	6
(Fig.3)	8
Question 4.  Account for five daily activities that you have taken part in today, consider the decisions you made whilst undertaking them, for each decision express which data, information or knowledge was used whilst undergoing each task.	8
Question 5. Recently you have invented a new product, using a population sampling collect demographic data and determine how this data will be transformed into information and how the knowledge will be used in order to further promote the product.	10
Data input	12
Data processing	13
Information Systems	17
Define what it is that an Information System is;	17
Define the categories of computer-based information systems, using a business in order how relevance to the examples for each component introduced;	18
Provide an explanation detailing how managers can use information support systems as backing source on varying organisational levels.	20
References	20




                                                   Part 1

[bookmark: _Toc36212373]Introduction
This assignment will consist of two parts, the first part, five specific questions, will be answered using the theories and concepts that were taught in the first four weeks of this module. Question one will explain how data can be deemed useful to one specific person/people yet seen as useless to others. The second question will show the differentiation between data, information and knowledge using diagrams and examples to re-illiterate the point. Question three queries the idea of whether tacit or explicit knowledge is used by a cards games player whilst playing cards, followed by question four which will determine the data information and knowledge that are involved every day simple tasks and decision-making ,the example that will be used in this assignment is that of going shopping. And finally, an example of data collection using the concept of a product launch, this will include the use of a sampling pool, the conversion of data to information and an interpretation of how this information becomes knowledge and can be used to promote the product.
Part two comes in two segments, the first part based on a case study involving American Airlines and IBM, they’re developing plans and becoming a SABRE. Followed by the second segment which answers questions specifically regarding Information Systems. Throughout this assignment professional language will be used it will include examples, charts and figures, references and appendages.
There will be an intentionally blank page left between part one and two of this assignment.






















[bookmark: _Toc36212374]Question 1. Explain why it is possible for one set of data to be deemed useless to one person yet valuable to another (use examples).
There are various forms of data, each one of which goes through its own steps in order to be converted into information. Some examples of data are; the collection of random numbers, the collection of factual documentation, the recording of events, qualitative observations such as eye colour, hair colour, shoe size. Other examples such as quantitative data, which comes in the form of numerical or symbols, such as height, weight, time, wages, and age. These are only a few of the many forms of data collection processes available, without context this date is considered raw data. For data to be deemed useful, it must be broken down and categorised, it must be simplified and filtered in order to be presented. This data must then be analysed and interpreted correctly.

(fig.1) Example of a data collection process.


Data is collect for various reasons in various ways, one way of collecting data is through questionnaires, questionnaires can be specific or random such as when filling out a form at a doctors surgery, the questions are specifically about your medical history, as this data is essential, whereas collecting information about other non-specific personal details not medical could be seen as a waste of resources, for instance data regarding the colour of your bike is useless to a doctor who is treating a patient for a cold as the medical side does not correlate with the information. However, the colour of a patient’s bike could be deemed as useful information to an NHS charity which is trying to encourage people to be more active via the use of walking and cycling. By knowing the colour of patients bikes they could determine which colour is most popular and eye-catching, this is deemed as knowledge as they are taking the information and predicting results based on the data, which in turn can be used to create a more attractive advertisement for their agenda. Everything recorded is data, it may not be deemed useful to one department, yet can be very useful to another.

[bookmark: _Toc36212375]Question 2. Describe the differentiation between Knowledge, Data and Information (use diagrams and examples).
In order to understand how knowledge, data and information differ, we must define them to see what it is each one actually is, data as previously explained, can be collected in many ways for many more reasons, however, it is still raw and requires interpretation, for example, a random set of numbers such as 200774 which appears on a store-card application can be misconstrued as the sequence does not give much meaning behind it, it is simply a random number, still to be specified, yet once the data is handed over to be processed, the data is no longer raw, it is instead now a form of information, be it quantitative or qualitative in form. Information is the result of processed raw data, it gives meaning to sequences and patterns revealed within the data, this is due to the information being formatted in ways that are interpretable by the recipient. So, the random number of 200774 can now be seen as more than just 6 digits, instead it may be interpreted as a birthday 20/07/74 or even a sort code for a bank account 20-07-74 it is important that data is channelled through the correct process in order to get the correct information and avoid confusion. Once the information has been understood, it becomes knowledge. Knowledge is the cooperation of information and experiences; it is best described as the results we can produce with the information we have stored. So, the random number of 200774 which here was converted into a birthday 20/07/74 tells us that this person is 46 years old. That will allow us to know their date of birth and age range which can help with item promotion or be used to send out birthday vouchers/discounts. On storing this information, it became knowledge, as it is known.

(fig.2) Example of data processing cycle. Interpreted from planningtank.com (2020).

[bookmark: _Toc36212376]Question 3. In a card game, does a player use tacit knowledge or explicit knowledge, why? Please explain using examples to show the difference between the two.
In order to establish whether tacit or explicit knowledge is used when playing card games, one must first be able to define tacit and explicit knowledge in order to understand how it is that they differ.
[bookmark: _Toc36212377]Tacit Knowledge
Tacit knowledge is knowledge that cannot be codified… (Busch, 2008) it is often unspoken in its natural form, not usually written down or readily expressed or accessible. Chugh, 2015, believe that this kind of knowledge can be seen in everyday activities, such as people skills, riding a bike or even through judgement, such as replicating family recipes, or gained through first-hand experiences.
[bookmark: _Toc36212378]Explicit Knowledge
Explicit knowledge is standardised and methodical in nature, due to these characteristics it is readily attainable and easily stored and shared. It is accessible usually in the arrangement of formulas, computerised programs or business/company specifications (Nonaka,2007). It comes in a variety of forms each with a tendency to be extremely well formatted, such as policies and procedures, files and documents or codes and manuals. 

Card games, much like board games, computer games, virtual reality games and gambling games, or require their own set of specific rules. Rules that ensure the game is played correctly, the objective can be achieved, and each player has a fair chance. One could say rules are a fundamental part of gameplay. The rules that are easily available, documented, translated from one language to another and from one person to other, can be considered the explicit knowledge required before partaking in cards. However, research has shown and proven that the use of card games can create the right kind of narrative in which children must develop their skills in order to be able to create new strategies developing knowledge, this will allow them to create their understanding of the game, produce new and innovative ways in which to compete, ways in which to help combine their tacit and explicit knowledge in order to gain a competitive advantage over their opponent (Su, Cheng and Lin, 2014). Tacit knowledge is transferable in everyday life, everybody carries this kind of knowledge around yet may not be aware of how valuable that knowledge is. It is important to be able to harness that knowledge and incorporate it with explicit knowledge in order for it to be taken full advantage of (Zhang and Kim, 2011). For example, you cannot just read a manual, put on skis and go skiing, you must first have an understanding of the basics regarding skiing, then you must dedicate time to practice, continuously develop the skill and finally after many hours and first-hand experiences become a competent skier. Skiing is a physical skill, it requires bespoke training, it cannot be transferred from one person to another via the use of a code, it’s something that must be internalised and repeated so that becomes indoctrinated within our muscles and then performed, learning how to manoeuvre around other skiers and taking on new types of terrain are things that cannot be manual eyes, they are instinctive and required through the use of interacting with other people (Bijker,2011).

It can be argued that explicit knowledge is what is needed in order to win and play a card game, based on the fact that it does not need to be a physical activity, it is more mental, as card games do come with specific rules and rewards, most also come with forfeits for those who do not abide by them but these rules come subject to where it is the game is being played be it demographically, within every day social surroundings, online via forums or face-to-face within the household. Rules are put in place in order to give the game context and to give players an understanding of how it is to be structured. It is the personal experiences, practice and intuition which determine how it is that the game is played. 
A simpler way of explaining how this knowledge is circulated and combined, then used in order to take advantage of a card game is by using Nonaka’s Four Modes of Knowledge Conversion of tacit-explicit knowledge, (Spencer, 1997). The process shows tacit and explicit knowledge can be combined via the use of; socialisation is how tacit knowledge is passed along, in order to process tacit knowledge into explicit knowledge it must be externalized, combination is were explicit knowledge can be converted and stored and finally, internalization, is the skill of retaining explicit knowledge and enhancing it with the individuals prior tacit knowledge, (Spencer,2017). It shows that each level of knowledge is useful, yet, when working together they all play a vital role in converting tacit and explicit knowledge into a deep understanding.
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[bookmark: _Toc36212379](Fig.3) An example of a 4 Modes of Knowledge Conversion, using an example of Nonaka, (1997), tacit-explicit knowledge cycle displayed at the Knowledge Advantage Conference, 1997 and Zheng, Zheng and Kunii, (2004), figure 7.

So ultimately, when playing a card game a player uses their tacit knowledge, this way they will be using their own individualistic ideas and methods in order to compete, giving them a quantifiable advantage over those were playing the game based on just the explicit formula.

[bookmark: _Toc36212380]Question 4.  Account for five daily activities that you have taken part in today, consider the decisions you made whilst undertaking them, for each decision express which data, information or knowledge was used whilst undergoing each task.
I documented five decisions that I made on a random day; the decisions were made on 12th March 2020. On this day I woke at 6:15 AM, as I did not wake using the conventional method of an alarm clock, rather that of my ongoing insomnia, I will not be using waking up as a decision.

My first decision was made at 6:20 AM this was a decision to remain in bed. This decision was made as the alarm was not set for another one hour and 45 minutes. This decision was based on tacit knowledge, I gained this knowledge through personal experiences, learnt lessons, observations and practice. Over the last two years I found myself waking up before the required time, during this time I have also observed that to vacate the bed before due course causes an inconvenience to occur, ending with a grumpy and sluggish child. We have two pet cats who instinctively every morning run in to the kitchen and meow extremely loudly for food, they tend to run into my daughter’s room and wake up. In order to prevent an irritable and lethargic child who is woken to early I made the decision to remain in bed.

At 11:20 AM, I made the decision to walk to work. This is a direct route that was told to me by my manager and one that I have followed ever since. Data shows this is the only route that goes straight to the establishment, without taking any turns, it passes public buildings including a church, a police station and the local MPs office, the route is very public, is always well lit and is the safest route to reaching the establishment. The same route is used by all members of staff and customers who are making their way from Yardley Road. This information was documented by both previous workers and customers, it is the route that is documented on the website, if coming from that direction, it is the route we are advised to give new customers or staff and is thought of as explicit knowledge.

Once I arrive at the establishment, I unlock the main building door, because it’s behind me and walked directly towards the office where the buildings lighting switches are allocated. This is the first step we are urged to take in order to assure our own safety, all building lights must be turned on. All members of staff including cleaners are responsible for the turning on/off lights as stated in the open/close-down sheet and must be implemented both when entering or exiting the building. Previous documented accidents due to poor lighting within the establishments darker rooms are behind decision, this information is written in the policies and procedures of the bar setup is no explicit knowledge.

I then proceed to set up the bar, ensuring that all tasks on the setup sheet are completed, however, using a combination of tacit and explicit knowledge, the order in which they are done has been changed, working 15 years in hospitality has allowed me to gather time saving techniques when setting up and closing down bars, reciting the tasks and the start-up and close down sheet whilst observing other members of staff performing this task, has allowed me to develop a hybrid of “implicit knowledge” (Bloomfire, 2018), leading to a technique which allows daily task to be completed to equal competence yet using only half the allocated time.
The final task that was documented is that of checking the float, once setup has been completed the till must be accessed and the float must be counted. This must all be done before opening the establishment to the public. Six months’ worth of till activities have been documented, during this time there have been discrepancies over missing money in both the till’s and that of the float. A procedure was put into place whereby each member of staff counts the till before opening to the public and X reads the till ,(X reading the till will give a midday account of money accumulated via sales), before handing over to the next member of staff. This way each member of staff is accountable for their own sales, float balance and losses, making it easier to capture when mistakes are being made and implement changes such as retraining or taking away cash counting responsibilities. This is explicit knowledge and documented on forms using figures it is later uploaded onto the company database where it is analysed and stored, readily available to members of management.

[bookmark: _Toc36212381]Question 5. Recently you have invented a new product, using a population sampling collect demographic data and determine how this data will be transformed into information and how the knowledge will be used in order to further promote the product.
For the purpose of this question the invention used will be that of a thermol-baby bottle, the company who designed the bottles are already an established baby infant product provider. This baby bottle is designed to let the parent/guardian know the temperature of the liquid held within. It is a common problem amongst parents/guardians to know exactly when a baby’s bottle is ready at the correct temperature for the child to consume, the old trick of testing the milk on your wrist in order to get an estimate of the temperature (NHS, 2020), can often result in burns to the wrist or test patch, cold milk, or miss judged temperatures which could cause harm to the infant if the temperature is just a few degrees off.
The purpose of this question we have collected demographic data, which was collected from a sampling of 500 people.

Data collected:
The data collected from the samples will be transferred into information life-cycle, (see fig.7) here it will be captured, organised, processed, maintained and then destroyed in accordance with the GDPR (General Data Protection Rights, 2020).


(Fig.7) Information life cycle.




The data was collected via the use of a questionnaire, the questionnaire consisted of 12 simple questions or relating to parenting and feeding infants, the sampling simply had to answer Yes or No is the questions were precise and did not need elaborating. Each person who answered the question already had children or they were expecting parents. They varied in age range, ethnicity, gender and religion, however, none of this was relevant information gathered would be in regards to the instinctive behaviours of babies. The results are displayed in a replica of the questionnaire; however, this questionnaire has been filled out using the results of all 500 people in the sampling.
[bookmark: _Toc36212382]Data input
	Questions… Please answer yes or no.
	Yes
	No

	Do you have an infant within the household who drinks currently drink milk?
	100%
	0%

	Do you check the temperature of your child’s bottle/meals?
	85%
	15%

	Do you use the recommended NHS method of checking temperatures on the inside of the wrist?
	80%
	20%

	Have you ever been in doubt about the right temperature that a bottle/meal should be for your infant?
	82%
	18%

	Have you ever feared you may burn yourself or your child when heating up their sustenance?
	75%
	25%

	Have you ever forgotten that you are cooling a bottle, then by the time you remember to cold?
	67%
	33%

	Do you have an alternative method than that of the NHS for checking the temperature of your baby’s bottle?
	12% 
	88%

	Do you have an alternative solution to manually testing the temperature of your infant food/milk?
	3%
	97%

	Do you currently use any of our products
	57%
	43%





(Fig.8) Questionnaire and answers, primary data collected from 500 people in the same demographic region, (2020).

[bookmark: _Toc36212383]Data processing 
That data will now be used to develop an information management strategy.
In order to develop the strategy would be to 1st analyse, by ensuring that we have checked both the internal and external environment in conjunction with our product we can create a product that is based around both need, you should continuously analyse throughout the entire process. We must learn to envision where it is that you would like the product to go for this we must concentrate on the objectives of the company is this invention something that will be get rich quick scheme or will it be an invention that last and enhances the life of your customers? This must be known in order to gauge the success of the product. We must also develop a strategy with clear concise lines showing the steps we must take in order to achieve our company goals; this can be done with the use of product reviews for alternative products currently on the market which could cause competition. Changes and new developments the strategy should be analysed and rectified before following the manifesto, continuous monitoring of both the objectives, the strategy and the decisions being made is a must, this is to establish whether the strategy is working in accordance layout.
By analysing and using the data provided the questionnaires, the company can gain information such as:
· Out of the 500 people 85% of participants check their babies food/milk temperature, and 80% of those use the NHS is recommended strategy for testing it on the inside of your wrist.
· Over half the participants already purchased products made by our brand.
· 82% have doubts about the correct temperature of an infant’s food/milk.
· Three quarters of the participants fear burning themselves or their child.
· And only 3% have an alternative method to checking the temperature on their own bare skin.
From here the company can choose to practice Porter’s five forces. This framework will allow for an in-depth analysis of the environment surrounding the product and will help the company gain a competitive advancement over any alternative products that may present themselves in the market.
The five forces represented in this framework are:
The threat of new entrants to the market - this is where the company can assess any current products, rivalling products and new products introduced to the market. This way they can keep an eye on who they are sharing the market with and for how long.
Suppliers bargaining power - here the company can acknowledge the bargaining power of the suppliers, the suppliers are likely to have high power if there are few suppliers available, the resource the company request is intermittent, the cost of switching suppliers could be detrimental to the company.
Bargaining power of the buyers- the buyer is not necessarily just the customers, power can be held by buyers in large companies that can demand price reductions, request improvements to the service and ultimately lower profit intake on your side. The end customer could also retain power if there are alternative and similar products available on the market.
Threats of a substitute- creating products there is always a threat of substitutes, substitutes are usually produced by alternate industry yet threaten your customer pool and ultimately reduce profit intake for your company, for example, in the sporting industry both yoga and conventional gyms both have the same clients, they have created products that have an overlapping customer pool.
Competition/Rivalry-these are other businesses who have similar product ideas to yourself, they are aimed at the same group of customers your product is targeting, therefore are a direct threat/competitor.
Data output
Using this framework to interpret the data, you can see how the explicit knowledge collect on behalf of the company can be used in conjunction with an overall analysis, structured using Porter’s five forces framework, and how the combination of the two can in turn become valuable knowledge.

                                                       Part 2, part 1/2
























 “American Airlines and IBM jointly announced their plans to develop Semi-Automatic Business Research Environment (SABRE). The concept led to the 1st real-time business application. It allowed to replace the hand-written system of the 1950s with the Web-based inter-airline reservation system in the 2000s. SABRE was built to reduce the costs of making airline seat reservations. SABRE System saved 30% on its investments. It expanded to be used by travel agents and made reservations possible through online terminals. SABRE’s demand increased because of adding functions of importance to travel agents (e.g. finding low fares). It also expanded reservation service to include hotels and rental cars. In 1988, the Company offered services for yield management and crew scheduling and a host of decision support tools.” 
UWTSD, (2020). Case study question.
 1. Describe how the overall approach adopted by American Airlines incorporated Porter’s basic competitive strategies of ‘cost leadership’ and ‘product differentiation’. 
2. In what ways did SABRE provide American Airlines with a competitive advantage? Your analysis should refer to Porter’s five forces, for example, ‘entry barriers’.
 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? Discuss. 

Use case study presented in class-activity as a starting point to develop the 5 forces framework(append)



Part 2, part 2/2

[bookmark: _Toc36212384]Information Systems 
The Information System in a company play a crucial part in how the company runs. Using detailed samples: 

[bookmark: _Toc36212385]Define what it is that an Information System is; 
Information Systems (IS), consists of combined components which are specifically used for collecting and storing and processing data in order to provide information and knowledge that will ultimately help the company achieve their goals. Many businesses rely on the use of Information Systems in order to manage their operations, to connect with customers, interact with their suppliers and compete with their competitors. The main function of the IS is; to receive/input (data/raw material), to be process (understood and evaluated) and then transform this information into output (turned into outputs such as information/new products/services),(Bocij, Greasley and Hickie, 2020).


(Fig.4) A representation of a stagnant transformation process model.

A basic model is not enough to capture and contain the data needed that most companies store. As this system does not have a way of feeding back information leading to change the system in case it is not functioning to purpose, the adopted model can do just that (see fig.5).





Control





Feedback

(Fig.5) An example of a modified systems theory.

Information systems is software that is used by an organisation to analyse data and store it so that it can be accessed and used in decision-making for a company in the now and in the future.


[bookmark: _Toc36212386]

Define the categories of computer-based information systems, using a business in order how relevance to the examples for each component introduced; 
Computer-based information systems or CBIS, are Information Systems that are developed for computers. There are five categories, each one essential in creating a successful CBIS.
In order to name define and give examples of these categories they will be presented in a graph.
Elements in the CBIS:
	CBIS Category
	Definition
	Example

	Hardware
	Machinery used within the company this includes computer/ barcode reader. This includes equipment that facilitates input/output/storage and communication services
	Tesco have introduced barcode readers to customers whilst they shop, this allows the items that they are considering purchasing to be stored for future preference calculated for the purpose of that by and communicated back to them via vouchers and promotions.

	Software
	These are the programs which have been developed by the company in order to help with operations such as instruction manuals, information points and stock report.
	The stop checks at Tesco’s are done via the use of computer software, it calculates discrepancies, helps predict stock purchases and makes alerts to low stock. This process is quicker and more efficient than manual stock taking, which requires more labour and is more time-consuming.

	Data resources
	Facts and figures which are collected and stored on programs, any information or data that passes through the company regardless of how it is presented, this is then used to produce valuable information which can be used in favour of the company.
	Tesco collect data from their Tesco Clubcard, these club cards feed the data back into the CBIS, documenting data such as shopping habits, spending habits, payment methods and much more.
This data helps Tesco make informed decisions when communicating with suppliers.

	Resources
	These are the additional available amenities that the company has. 
	Tesco are also a distributor of the national lottery, the sale of gas and electric tokens, they are also a bill paying point.

	People resources 
	Not to be confused with just being the customers, they can be defined as the people who put into the CBIS.
	Tesco have a large amount of people resources, this is due to equipment purchased/updating, software programmers, suppliers, delivery staff, floor staff, customers and many more.


			                                                                                          Tesco, (2020)
(Fig.6) CBIS components breakdown, (2020). Definitions (Computer Based Information Systems (CBIS) - Meaning and Types - MBA Knowledge Base, 2020)

[bookmark: _Toc36212387]Provide an explanation detailing how managers can use information support systems as backing source on varying organisational levels.
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