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Introduction 
In this report the discussion will be about the importance of understanding effective ways of sharing, storing and the way we manage our information. The organisation I have chosen to work with is a local minicab firm I currently work for called Station Cars, which is based in Enfield Town Station. I have currently worked for Station Cars since 2011 and since starting I have been promoted from a telephonist to a night manager. We currently have over 100 drivers working for us and continue to take on new drivers weekly. We also have around 13 members of staff working in the office around the clock as we are open 365 days a year and operate 24 hours a day (Station Cars, 2019)
Station Cars provides taxis to customers in and around the North London area. The company has been around for 30 years owned by my boss who is called, Mr Mehmet Combat. Mr Combat started the company from starch and slowly built it. Each week he is trying to increase the work load by get new contracts deals with schools and local businesses. We currently have a contract with Enfield Council providing a service to disabled children to and from school.
The reason for choosing the organisation I currently work for is because of many years of experience from working here as well as being one of the night managers you learn new and improved way of doing things as time goes on. Having an important knowledge management process is essential in any organisations, however In Station Cars as well having separate data information for each driver we also have one for each member of staff, so we certainly need a high level of management put into place. This can be somewhat challenging at times for example with new driver recruitments, updates on driver’s vehicle document's or even updating their application for driver to be able to receive jobs.  
In order to find out which management systems would need to be applied in order to improve Station Cars management system, relevant theories would need to be identify. I would need to research further to determine which theories would best relate to my chosen organisation and to be able to understand the challenges of managing knowledge as well as information within my organisation. The key would be to identify the relationship between data and information in order to apply the knowledge. 

Section 1
The relationships between data, information, knowledge and wisdom
The relationship between data, information, knowledge and wisdom is described by Albert Einstein Who says, “Wisdom is not a product of schooling but of the lifelong attempt to acquire it." Everybody knows Albert Einstein was one of greatest intellects of the 20th century (Einstein, page 1, 2013.)  
Information always tends to attract a person's attention, it then becomes clearer that it cannot be an isolated element within the knowledge acquisition process. Data is needed for the basics of the composition of the information provided, whilst using knowledge over a topic is handle by reprocessing information. The linear sequence is from data to information and from information to knowledge, and finally reaching wisdom (Navoni, 2015.)
Data:
Data is a type of information often used by facts or figures. Data are usually resulting of measure, comparison of what you have observed. They are normally found to be meaningless data until they processed into information. Data information is something which has been translated into a form that get it ready for processing. Data is information converted into binary digital form. The term Raw data is the usually used to describe data when it is in a basic digital format (Rouse, 2017.)
Within my organisation an example of data would be drivers date of birth and National insurance held on file but without processing it, it is meaningless data.
Information:
Information is the result you get once data has been processed, which becomes significant for the user. They are collected facts or data regarding a series of subjects. The process becomes meaningful information to raw data, these suggestions that the symmetry for phenomenon or the subject is broken (Navoni, 2015.)
In Station cars an example would be, where we are able to see how many hours each driver has worked within a week, month or year to compared against other drivers’ earnings in a chart format.

Knowledge:
Knowledge is a general awareness or possession which includes things such as, information, facts, ideas or principles. The knowledge you have learnt through experiences or during study. Improving your knowledge means gaining more information in order to enrich the level of intelligence on a subject (Alain, 1999.)
For Station Cars from my point of view as I have worked several years in a company like I have it would mean I have gained knowledge on how to handle being a night manager but only if I can also apply wisdom in it as well.

Wisdom:
Wisdom is applying knowledge from reading books, traditions or principles. Wisdom is combining knowledge and experience together in order to be able to make sensible judgements. In which way you use your knowledge whether it be in a good way or bad way that is wisdom. (Navoni, 2015.)
Within in Station Cars an example would be, by using the knowledge I have gained in order to make better decisions or judgements in difficult or changeling situations e.g. through summer half terms where more than half of our drivers go on holiday and we are left with only around 30 drivers working for us during a busy period. The solution here would be to employ more drivers or make sure when booking a airport drop off I will have enough drivers to cover during the morning rush.


Below (Figure 1) is a traditional Data Information Knowledge and wisdom Pyramid, which is usually used in knowledge management this is the way we move our data (D) to information (I), Knowledge (K) and wisdom (W) to help us with actions and decision’s
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(Figure 1)						Source:(Mushon, 2017.)


Section 1.1: Information Sources
Formal communication:
Formal communication is when a structure comes into reality when more than two people get together for common purpose. But it is a formal and legal relationship between the two (Surbhi, 2014)
Types of formal organization structure:
· Line and staff organization
· Matrix organization 
· Functional organization
· Project organization

Informal communication:
Information communication means any form of communication at work which does not take place using the structures methods within a company. It can be written, spoken or by body language (Jones, 2017.)
Below is (Table 1) 
Different between formal and informal communication (Table 1)
	Formal
	Informal

	No use of slang words
	Normally used within friends and family

	Pronouncing words correctly
	Shortening of words

	Professional setting e.g. forms
	Use of slang words


Source: (Surbhi, 2014)


Section 1.2 Organizational knowledge Management:
Organizational knowledge management (KM) is the process of creating, sharing, using and managing the knowledge by using the information within your organization. Knowledge Management is the enabler of an organization learning process this relates to any organization. According to Hatch (2010) "When group knowledge from several subunits or groups is combined and used to create new knowledge, the resulting tacit and explicit knowledge can be called organizational knowledge.” 
At Station Cars knowledge management is the processes and procedures used within the organization. For example, the system we use regularly to book jobs and check statistic's against members of staff or drivers e.g. they earning in a week.

Definite of knowledge management (KM) has several dimensions which include things such as:
· Strategy – The aim here is manage, share and create knowledge assets which help with tactical and strategic management.
· Organizational culture – Influence’s the way people interact with one another, when knowledge is created, which help certain changes before knowledge is applied.
· Organizational processes- For KM to be implemented into the organisation, you need the right type of processes, systems and environment.
· Management and leadership- Knowledge management requires experienced leaders at all different levels.
· Politics’ – This is the long-term implement needed in order to sustain initiatives which involves the organizational functions. Which normally tend to be timely and costly without any visible return on the investments.  
· Technology – The tools and system needed to fit within the organisation requirement by implementing it properly Botha et al. (2008.)

Below (Figure 2) is diagram of knowledge management process: 
[image: ] 
Source: Botha et al (2008.)

Another theory which could be used in knowledge management is the strategic tactical and operational management.
Strategic planning- is the way an organization’s process, by defining its direction and the way the company makes their decisions. Strategic usually deals with the whole of the business.
 which includes one of the three questions below when making decisions which are as followed:
1. What do we do?
2. How can we excel?
3. For whom we do it for?   

Tactical planning- is the part where the current operations are in order of short range. The Manager usually use the tactical approach to outline which sections needs to be completed for the organization to be successful. This tends to range from one to two years in the future.

Operational planning - This is the process which links strategic aims and uses its objectives into tactical goals. This would include things such as, milestones and conditions in order to be successful. These four questions are addressed for decision making on operational planning which are the following:
· What do we want to achieve?
· Where are we currently?
· How can we achieve this?
· How can we measure our process?

At Station Cars each member uses strategic planning which helps the organisation. However, being one of the night managers I tend to use the tactical approach more often in order to meet deadlines and achieve are objectives, for example, we currently work alongside Enfield Council providing them transport to disabled kids to and from school, as a manager we need to keep up to date with  school holidays in order to change our system not to send drivers on certain days. This normally falls into the operational management side e.g. paperwork, dates and invoices. 

Below is (Figure 3) a diagram of the strategic, tactical and operational management pyramid. 
[image: ]
Source: (Phonixfahad, 2018.)

Section 1.3: Taxi and Private hire vehicle statistic’s
Since 2017 the increase of taxi and private hire vehicles have increased by 1.7% (4,9000) and currently have 285,400 drivers in total in 2018. The reason for this is several reasons for example, the driver being self-employed working the hours they chose. Also, one of the main reasons is the company UBER as they charge rent on each job you do instead of a weekly rate like our office (Station Cars.) However even though the number of drivers have increased Transport for London have made it more difficult for existing and new drivers to continue working  as one because of things likes, B1 English test, fitness test e.g. if you had a heart attack/stroke. This is to simply improve the quality of drivers and help ease customers to be able to feel safe and communicate with one another (Khamkar, 2018.)
There are several reasons why people need to use a minicab, which has increased in demand for taxis drivers. One of the main reasons are due to health problems which tends to be more the elderly  generation or general shopping habits for people who do not drive.
The reason why taxi passengers use taxis on a regularly basics are:
· Leisure 
· Personal Business
· Commuting
· Shopping
· Education
· Other
· Business

Below is (Figure 4) a pie chart I have created for the reasons people need to use a taxi:








Source: (Khamkar, 2018)
As you can clearly see Leisure (47%) has the highest percentage among the others and can be reasons like wanting to go out for meals, dinner dates or cinema without the hassle of finding where to park or having the fear of being unable to have a drink whilst driving (Khamkar, 2018.)

Section 2: What is required to create, store, apply and integrate knowledge:
In section 2 the discussion will be about how we create, store and apply information and the knowledge systems. For example, we collect information than transfer it into data and then we can apply the knowledge. Each step takes time and planning to ensure we get it right the first time. 
Capturing, storing and sharing knowledge is needed in any type of organization. You would first start off with the organization and help identify  the knowledge and where it is located. This process refers itself as the knowledge map. The term knowledge map involves things such as, workflows and decision making to help locate the key knowledge workers within the organization. Knowledge workers are people who create, use or apply knowledge into the organization (Zandbergen, 2019.)

Section2:1: The Contribution Knowledge Assets have on an Organization:
The term “Knowledge Asset” was first founded in the Baldrige glossary in 2003. The term Knowledge assets refers itself to the intellectual resources of the organization. Knowledge assets is possessed by the organization and the workforce in terms of ideas, learning, understanding, memory, insights and technical skills. The workplace knowledge assets are the databases, documents, policies and procedure and their rules and regulations. These factors are not down to the organization however, they also relate to the suppliers used, the customers relationships and partners as well. In order to build valve and maintain the overall organizations success knowledge assets are the key components needed (Steel, 2012.)
In Station Cars Knowledge asset is regularly monitored to increase customer base, keep up to date with new technologies and improve the service provided. This helps our company increase profit and value to the company. For example, leafleting regularly in new and same area, advertising on social media and locally at shop windows. 

Section 2.2: Knowledge Management SWOT Analysis
Below is (Table 2) showing the SWOT analysis on Station Cars to analyse the company potential knowledge assets by identify the company strengths, weaknesses, their opportunities and threat to the business.
(Table 2) SWOT Analysis for Station Cars
	Strengths
	Weaknesses

	· Well recognized business
· Rating system helps build trust and safety for customers/drivers
· Cash/card payments are accepted
	· The cost of being a taxi driver is expensive to maintain and driver do not earn enough.
· Drivers being self-employed can pick and choose customers they want to take. 
· The system we use (I-cabbi) makes a record of where customers go to and from.

	Opportunity
	Threats

	· Electric or gas vehicles can help reduce cost and increase profit for the driver
· It can exploit big markets in different countries where taxi services are expensive and not convenient for them.
	· Drivers are not happy with long hours and not enough pay.
· New drivers and new company join the minicab business, scandals are increasing and damaging for business.



Section 2:3: The integrated framework to apply knowledge management:
Knowledge management initiatives the frameworks on how to develop a purpose for an integrated knowledge management framework (KMF) to improve the organization. Knowledge management framework consists of the following:
· Identify the needs
· Identify the knowledge resources 
· Acquisition, create or eliminate knowledge related processes or the environment
· Retrieval and apply the sharing of knowledge
· Ways of storing knowledge
Normally the integrated framework for knowledge management falls into three different sections such as, the people, the technology used and the type of organization (Ahmed, 2019.)
For example, in Station Cars the software we currently use has a tailored system in place which helps create, store, before integrating knowledge such as the driver’s vehicle details go into different sections depending on the vehicle size e.g. estate, 6-seater, saloon or minibus. The tools used to form this type of information uses the internet, emails and software applications. This type of system also helps protect personal details such as their vehicle registration number or personal information such as their name, address etc. 

Section 2.3: The importance of Intellectual property rights
The term Intellectual property refers to the ideas, artistic work, designs, company names or logos used within an organization. Intellectual property is protected by the law for example, there are five different types of laws they follow such as:
· Copyright
· Trademarks
· Industrial designs
· Geographical Indications
· Patents
This helps protect people to become recognise or benefit from it by inventing or creating. The system in place aims to adapt the environment to which creativity and innovation can flourish (“what is intellectual property,” 2019.)
At Station Cars the intellectual property rights has a variety of elements like, the Station Cars logo, the name of the company and the design rights. These are highly secure to help protect the intellectual property rights within the organization. Due to these factors for example, the name of company cannot be the same as other minicab office companies.

Section 3: The knowledge management requirements for the organization
In section 3 we discuss more about how knowledge management is needed in the organization in order to success. We go more in depth how applying knowledge can be useful into the organization and the benefits of applying knowledge management by enabling knowledge sharing. To see if there are any improve or suggestions we can change on the current framework. 
Knowledge takes a perspective on value, creation and aims at understanding how knowledge as a strategic makes a difference in a competitive sense of the way you do things. The approach focuses on decision making and reflects on the organization processes (Laihonen, 2017.)

Section 3.1: The benefits of applying knowledge management into your organization
Knowledge management (KM) Is the strategies and practises used in all types of organizations to be able to create, represent, distribute and apply knowledge such as insights, context or through personal experiences. A well-equipped knowledge management system in place can provide many benefits to an company such as the following:
· Reduce cost/risk happening
· Improve productivity 
· Leveraging existing assets to help reduce costs
· Faster time of new developments to apply new approaches
· Problem solving – much quicker
· Reduce cost of staff training
· Increased versatility within the workplace (Parker, 2012.)
As you can see, they are many benefits of applying knowledge management into your organization and can be cost effective or time saving for future decisions you make.
In Station Cars the drivers we employ, or existing drivers are always reminded or even weekly meeting to ensure mistakes do not happen. As our company has been around for 30 years, most of our customers are regularly and expect the same level of service they always receive.  As all drivers are self-employed people do tend to move or change minicab offices when and how they please. To ensure we have the same level of customer experience throughout the year, when the regularly customers do call up the system in place would show how many times, they used us, and other personal information e.g. requires a slow driving driver. The system would flag up certain notes from these customers and the person in the office who takes the call would ensure they send the correct driver to continue our level of service. Our knowledge management is applied through our staff members or through our system used to place booking.  

Section 3:2: The Organization framework for enabling knowledge sharing
Knowledge exists and may be shared at different levels in type of organization. The most identify factors that may significantly influence knowledge sharing at a level (Ipe, 2003.) 
APQC released a best practise report on knowledge sharing, which outlines the 17 best practises for implement employee engagement and knowledge management they way they use their tools and approaches.  The following were mentioned in the report  as followed:
1. KM value proposition for the organization/employees
2. Embed KM into the flow of work/how it gets done 
3. Making career progression 
4. Keep it at the same level of standard to enterprise approach to KM.
5. Designate role models for KM
6. Targeted communication plan
7. New development/programs
8. Define roles
9. Communication value with rewards
10. Introduction to KM offerings
11. Career development within the KM role
12. KM programme for key business
13. Link engagement and KM participation in KM activities
The effective way to enforce  knowledge management by defining a enterprise level by integrating knowledge management with business process workflows, the employees share knowledge as part of the business process. It is essential for employees to get involved in knowledge management. It is also necessary to identify the value proposition for employee  to be involved . Most employee have the same goals ideas as their organizations which is to become more knowledgeable and to be better at the job they do (Parker, 2012.)
In Station Cars the use of knowledge management is used within the office and drivers throughout. For example, I have worked for the same company for around 8 years I have gained knowledge from working here and I am able to share my knowledge within the company but more so with new colleagues' or managers. 
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Section 3:3: Recommendations/suggestions to improve the current Framework
The current framework set in place within my organization has some of the features of managing knowledge but even though it is a small company they lack on so many different departments. The best way to improve the company would be to design new feedback surveys to customers via  text messages to receive an link to the survey, on ways on how to meet customers' needs/requirements. Within my report I have come to see that my organization does not meet all requirements in managing knowledge  or knowledge sharing e.g. managing new drivers before they start to ensure customers service levels stay at the standard level. Overall as our customers' needs are always changing, therefore our company must keep up to date with new systems and vehicle requirements to accommodate to our clients. 











Conclusion
This report has shown validation of the relationship between data, information, knowledge and wisdom on how it can be used or applied. The importance of managing knowledge management within the organization. Also on how knowledge assets play a major part in the organization key components. I also included a SWOT analysis on knowledge management which help set out my company strengths, weakness, their opportunists and threat. This helped the company see what needed to change in order to avoid any threats happening within the organization. Learning about Intellectual property rights was a interesting topic which we covered as brand names or logos are unable to be copied by others without the original company permission.  The knowledge management requirement for the organization had several factors which needed to be investigated and applied into the organization to become successful as a business but also learn how to manage knowledge within the company as well. 
Overall the organization I chosen and currently work for does need to make new and improved changes in order to apply knowledge management. In order for the company to achieve this we need to adapt to different types of structures which needs to be followed correctly before they are applied into the organization. However, I have learnt a lot on this report on the relationship between data, information, knowledge and wisdom and how knowledge sharing can be somewhat useful in different organization. 
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