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[bookmark: _Toc74135066]Introduction

The author has researched, studied, and written a report on knowledge and information management skills of the workplace.
In this report the author has explained the relationships between data, information, and knowledge. The author has explained the relationships between individual knowledge and organizational knowledge. The author has applied an analysis and modelling techniques to identify knowledge assets. The author has evaluated the actual and potential knowledge assets and provided a rational for capturing and managing knowledge. The author has explained what is required to create, store, apply and integrate knowledge. The author has considered the importance of intellectual property rights. The author has provided a framework for establishing a knowledge management culture. The author has explained the contribution knowledge assets have on an organization. The author has evaluated the knowledge requirements for the organization. The author has evaluated the organizations framework to enabling knowledge sharing. The author has recommended improvements to the current work frame.
The author has then had to read through their report and come up with a conclusion to what they have researched, written about, and learned what they are studying.




1. [bookmark: _Toc74135067]Provide an evaluation of the concept and importance of knowledge management in the context of an organization’s knowledge assets.


[bookmark: _Toc74135068]1.a Explain the relationship between data, information, and knowledge.
Data:
Data is information that is collected in more of a technical sense, data is a set of values of qualitive or quantitative variables of a persons or objects. The research of data is also known as a goal that data can be changed into something important. Data is a science that turns in to results.

information


quantities
facts


What is data?


observations
numbers



measurement
graphs


Information:
Information is a meaning fact about something or someone. Information can be used everywhere you go. Information is used daily such as: why are you going there? What is the reason? Who is it? What is it? What do they accommodate? And so on…!
Knowledge:
Knowledge is an understanding of someone or something such as: skills, facts, and objects. Knowledge can be known in many ways and sources. Knowledge is when a person can recognise, remember, or state information in their own words.
Data, information, and knowledge are closely related concepts. They individually have their own role relating to each other and have their own understanding and meaning                                                                                     Data is said to be sometimes transformed into information when it is viewed through context or post-analysis. Knowledge is then created by the flow of information given.

The author has based this report on their own place of work. The author will explain the data, information and knowledge used within the salon.
So, a till software would be a useful business tool within the salon to collect any data, email addresses and customer information. Always validate existing salon customers email addresses as people often change their addresses on a regular basis. The salon staff should always be aware of taking the accurate information required before that client leaves the salon. Email marketing is more effective as not everyone will use social media.


[bookmark: _Toc74135069]1.b Explain the relationship between individual knowledge and organizational knowledge. 

Knowledge is a resource created by people. People are also the most asset to an organisation.
Individual knowledge is obtained through first-hand observation or experience. Organisational knowledge Is shared between individuals and groups in organisations to ensure the knowledge base of an organisation is outstanding. Teamwork is a prime example of this. A team will perform with greater success than what individual talents alone will. Therefore, individual knowledge is required to build organisational knowledge. there are 3 types of organisational knowledge. 
· explicit knowledge that is simple to understand, write down and share, 
· implicit knowledge which applies the above,
· tacit knowledge from personal experience that is hard to express.
Nonaka’s (1994) “dynamic theory of organisational knowledge” refers to these concepts. It argues that organisations play a critical role in strengthening the knowledge of individuals focusing on the processes which develop and expand knowledge within organisations.
The relationship between Individual knowledge and Organisational knowledge transforms into economically useful products and services so success for the development of organisations. 











[bookmark: _Toc74135070]1.c Apply analysis and modelling techniques to identify knowledge assets.
An organisation accumulated intellectual resources are its knowledge assets. There are several types including: information, learning, understanding, insights, memory, technical skills, and capabilities. 
A knowledge asset is made through organized experience that turns in to physical assets to a business owners future and wealth. 
A business owner will usually have an accountant rather than doing their own bookkeeping themselves.
An accountant can assist the business owner with their business assets using a balance sheet that provides them with details of the business financial health. A balance sheet will review the salons assets, liabilities, and cash flow. This will allow the business owner to decide where to invest to make their business grow. 
[bookmark: _Toc74135071]1.d Evaluate actual and potential knowledge assets. Provide a rational for capturing and managing knowledge.

The author has provided underneath the start-up costs taken from their own business plan.
Items required.
	Item


Value / cost


	Already have for job start-
     These are assets.

£0.00
	Must have for job start.

£0.00
	Must have but not immediate.

£0.00

	Cost of business
	
	£3000
	

	Marketing opening day
	
	£200
	

	Stock 
	
	£2000
	

	Equipment 
	£1000
	
	

	
	
	
	

	
Total value /cost
	£1000
Total of your assets 
	
	



Financing your business
	When required
	Source
	Amount 

	To start
	Own assets you are bringing
	1000

	
	Family / friends 
	

	
	Bank loan
	5000

	
	Grants / funding
	

	
	Investment personal
	

	
	Other public body
	




2. [bookmark: _Toc74135072]Demonstrate an understanding of important knowledge management processes in the context of organizational development.

The author will express her understanding of important knowledge management processes in the context of organisational development, explain the requirements to create, store, apply and integrate knowledge before considering the importance of intellectual property rights.

[bookmark: _Toc74135073]2.a Explain what is required to create, store, apply and integrate knowledge.
The author notes that one of the first knowledge management models illustrates the need for its existence to create, store, apply and integrate knowledge and information of an organisation. It explains how tacit and explicit knowledge the foundations of organisational knowledge are. The diagram below shows four dimensions.
[image: See the source image]


It aims to achieve objectives of an organisation by utilising a collection of knowledge from its individuals, procedures, software, databases, and devices.


 

[bookmark: _Toc74135074]2.b Consider the importance of intellectual property rights.
Intellectual property rights help individuals and organisations from having their ideas, creations, or inventions etc stolen or copied. Legal mechanism such as the following laws govern the rights:
Trademarks Act 1999 – protects against the use, registration, and fraudulent use of registered trademarks.
Copyright Act 1956 – protects your work and forbids other individuals or organisations from using it without your permission.
The Patent Act 1970 – registers your invention and gives you the right to take legal action against any individuals or organisations who make, use, sell or import your invention with no permission.
They are important for many reasons, to name a few.
· Creates and supports high-paying jobs.
· Drives economic growth and competitiveness.
· Protect consumers and families.
· Helps generate breakthrough solutions to global challenges.
· Encourage innovation and reward entrepreneurs.

3. [bookmark: _Toc74135075]Provide a framework for establishing a knowledge management culture.

The author will provide a framework based on their own workplace for part three of this report.

[bookmark: _Toc74135076]3.a Explain the contribution knowledge assets have on an organization.

Knowledge assets was first introduced in 2003. Knowledge assets refers to an organization accumulated intellectual resources. Sharing knowledge with an organization can gain: 
· Improved documented knowledge asset flow across organizational boundaries.
· Increase employee engagement and innovation.
· Greater cost-effectiveness
· Better-informed policies and procedures
· Improved strategic decision-making.
In the current knowledge, organization has identified knowledge sharing as a catalyst to improve businesses, therefore the need to build relationships between organizational processes and knowledge activities are crucial to gain competitive advantages over competitors.








[bookmark: _Toc74135077]3.b Evaluate the knowledge requirements for the organization.

Knowledge requirement for the organization in the salon comes with structure. So, when owning your own salon, it all depends on the owners work role in the salon. Having your own business does not just mean ownership. The salon owner maybe a stylist in the business making business management more difficult and time consuming for their management role.
The salon owner may decide to structure things differently to make their role easier for themselves. So, by doing this they may plan to hire more staff or lease a chair/room. This could benefit the salon by having a bigger variety of services such as:
· Beauty technician
· Nail technician 
· Another hair stylist
· Micro blading
· Botox treatment
· Barber
· Laser treatment
· Tattooist 
Being a salon owner also requires working on their own for some time whilst building their business, building a clientele before their business becomes profitable. When the salon owner starts to build a clientele and the business is gaining a profit, they may want to employ their own staff rather than hire a chair/room. The difference between employing people and hiring a chair/room the salon will gain a bigger clientele and profit whereas hiring a chair/room the salon owner will not gain a new clientele and their profit will be at a fixed weekly rate due to the rent charged to that person hiring that chair/room. 

[bookmark: _Toc74135078]3.c Evaluate the organization’s framework for enabling knowledge sharing.

Enabling knowledge sharing in salon management requires knowledge than being a hairdresser. When managing a salon, the salon will require a lot of attention to several courses that will teach them both practical and management side of the business.
The salon manager/owner will be responsible for their customers, ordering their supplies for both salon and customers and the financial side of the business.
All salon businesses are required to meet all customer needs. Salon clients are in the position to make their own decision to go to a salon of their own choice. This means a salon manager is required to offer a variety of services to their salon clients. To do this the salon manager/owner will need to have many employees with different skills to offer a good customer support service to the hair salon. The activities held in the salon makes it necessary for the salon owner to provide excellent organization skills to keep everything under control and steady but a good level pace.
Being a salon owner is a good career to have when having your own business. Having your own business gives you a whole new world of opportunities to create and make new ideas of your own. Being your own boss gives you the advantages a lot of people do not have themselves. Also creating your own atmosphere in the salon makes it different again making it your very own individual salon.






[bookmark: _Toc74135079]3.d Recommend improvements to the current framework.

The author is going to write in their report based on their own workplace (Hair and beauty salon) the recommended improvements to their current framework.
So, looking at the management skills required to effectively run their business. The salon is all about (people) their existing clients and new client to be brought into the salon. Being in the salon environment means they are always surrounded by people weather it will be salon clients or salon employees. Surrounded by people in the workplace is what makes a great management learning skill and a more effective way to run your business.
Being a salon owner, it is important to create a culture that will lead to bringing in the right employees and customers suited for the hair and beauty salon. So, by suited the author could mean the right age group, the right trend/fashion and a good positive attitude towards all salon customers and a good role model to others.
All hair and beauty salons can offer a different level and types of services for all salon customers required. For example, the authors hair salon is more of a trendy salon and up to date with the fashion. Meaning for a younger age group to use their salon. Some salons cater for the older generation (OAPS) giving a different service like perms, shampoo and sets, blue rinse, and older fashioned blow dries. currently most learning techniques for hairdressing do not make these services compulsory to pass any level of NVQ in the hairdressing teaching and learning for students. To use these services in the salon, the salon owner would need to employ an older generation with this level of skills and qualifications to carry out and continue to meet this level of services for the salon to advertise and cater for the older population.
It is the owner’s responsibility to create the best working environment that levels up to their perfect dream of what their salon business can be and what they can achieve to be the best of their knowledge.
The author has made a list below of the management skills that are needed to be learned to make a success to your business.
· Communication
· Team building
· Training and mentoring
· Conflict management
· Giving the receiving feedback
· Self-improvement
Communication
Communication is a known foundation to a good management skill. Communication is helpful with new schedule changes and announcements that are made in the salon or outside the salon. Communication is needed for important information and to make sure that no one misses out. Some business information is to be kept private and confidential. Some information can be used to make important decisions. Information can be used to inform employees how the business is doing and what is in the next pipeline.
Team building
Team building is managing employees and creating a team to work with that can work great together as a team and pinpoint and make new ideas to share. Working as a team and getting people together is a great way of interacting more and getting to know and understand each other that bit more. 
Team building does not necessary mean it has to stay at your place of work or within the salon. Hear are some ideas the author has come up with:
· Events outside the salon
· Business lunch or dinner
· Throw a work party.
· Fundraising challenges
· Watching a movie on the same topics to create your ideas.
· Meeting with each other’s families (another great way of getting to know your team partners).
Training and mentoring
Training and mentoring being a salon owner you are a mentor to your employees. Your employees will always look up to you, follow, learn new ideas and techniques from you. The salon owner/ manager should always set a good example to all staff and employees.
To train and mentor salon employees the salon owner could help by:
· Providing their employees with a training allowance, allowing employees a day off in the week to take a training course or to be taken in their own time.
· Invite a trainer to the salon giving your employees more time and experience in the salon but allowing employees to train and learn at the same time.
· Allow regular weekly meetings in the salon to allow salon employees to gain more training on salon products or perhaps training on something new that has relaunched in the salon that week or a relaunch is coming up.
· Another good training night in the salon could be used to teach employees how to handle complaints from customers or learning new sale techniques and how to sell the right products to the right customers.
Conflict management
With conflict management when having a group of people, you will always find a conflict even if you personally wanted to avoid it. So being a salon owner conflict would be their responsibility even if it were not to do with the owner themselves but the team members in that group. All team members of the group will automatically look to the owner to make amends to the conflict and sort it to be right again.
When the owner should notice a conflict, they should take immediate action to assess what may need to happen. So, could this be a large problem that the owner could address the situation the right way? Or could it be something minor that the other team members can sort themselves and work together?
The author has pinpointed a few things that could solve their conflicts:
· Ask for solutions, they could do this by working together and brainstorming their solutions on how that solution can change.
· Identify the source of the conflict, so take notice from both sides to see where that conflict could be coming from.
· Look beyond the last incident, try to get to the root of the conflict as it has most probably gone on for some time coursing team members to be upset.
· Lastly come up with an agreement, by identifying the best solution for the conflict.
Giving and receiving feedback
So, giving feedback can sometimes be hard especially if you are giving someone a negative feedback. Always focus on work than the actual person. Make sure you give the best feedback relating to how you feel giving an honest feedback can keep your own feelings at ease more. Try to explain fully why you are giving a negative feedback and how it will affect the business. 
The same as managing a conflict makes you look at both sides before making any decisions. This will allow you to give a good feedback to your honest ability. This can also influence the team members giving them the ability to work on your feedback planning and making improvements.
When other team members are giving you the feedback, this means you are at the other end receiving feedback. Always listen to what others have got to say weather it is negative or a good feedback you yourself can take this opportunity to learn from your mistakes and make improvements to your business. Thanking someone for their feedback weather it is good or bad can ease the pressure off the person giving you the feedback and its always a learning cur to yourself.
Self-improvement
Self-improvement is the most important management skill to have, having the ability to manage yourself. You can always improve by being a better boss. Always make sure you dress appropriate, makeup and hair always looking presentable setting an example to other employees but more importantly the customers coming in.
The author has listed a few other ways to improve themselves as a salon owner:
· Regular courses (new or update the latest trends).
· Social media business groups can hep them get new ideas for improving their business.
· Doing your own bookkeeping course
· Doing a management course





[bookmark: _Toc74135080]Conclusion

So, the author has written a report on the understanding of knowledge and information management. The author has researched the information needed.
By researching all the information needed the author has concluded and has more knowledge on how a business should be run, and how to work with employees more effectively. The author has more of an understanding to achieve a successful business.
According to the qualitative and quantitative research that the author has studied, knowledge is the key to every business requirement.
A knowledge management system will most effectively work when the people that receive the knowledge are the same people that store the knowledge and will explain it to others.
Mentoring and coaching in a big company for a big organization where there is a huge number of employees that are close to their retirement age is a good time to practise and gain knowledge from the senior people in the workplace. This will help new inexperienced employees with the business organization and tacit knowledge can be passed through effectively.
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