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1. Introduction
This assignment will investigate Knowledge and Information Management Skills for the Workplace, looking to broaden our individual knowledge and learn more about how our own workplaces deal with certain tasks. 
Al-Emran (2018) explains “Knowledge Management (KM) processes play a significant role in the implementation of various Information Systems (IS).”
What is knowledge?
Knowledge is something that each individual person has, a person's knowledge can be unique and, in some instances, can make an employee a valuable person that you do not want to lose as part of your team. 
Having our own knowledge makes us unique as things that are learned by the individual person may not be taught or looked at the same way to someone else. 
Mclnerney (2002) explains “In implementation, KM is an effort to benefit from the knowledge that resides in an organisation by using it to achieve the organisation's mission.” 
Zagzebski (2017) states that “Knowledge is a highly valued state in which a person is in cognitive contact with reality. It is, therefore, a relation. On one side of the relation is a conscious subject, and on the other side is a portion of reality to which the knower is directly or indirectly related.”
Tacit and Explicit Knowledge
[bookmark: _heading=h.gjdgxs]Tacit knowledge is knowledge an individual has gained through living experiences, in personal life and through professional development. Tacit knowledge is intuitive knowledge and know-how, which is: experience, practice, and values. 
Mezghani (2016) writes how “Tacit knowledge, which refers to the knowledge that is critical to understand and reuse since it is in the human heads. It represents the foremost element for human and team evaluation. Seeking for tacit knowledge is achieved only by communicating with the concerned persons, which makes losing it axiomatic if people leave their work without documenting their knowledge.” 
 Ribiero (2012) explains that “The idea of ‘tacit knowledge’ has been with us for decades and particularly since Polanyi (1983 [1966], p. 4) first stated that ‘we can know more than we can tell’. It refers to a kind of knowledge that human beings only develop through the experience gained over years and which cannot be passed on by a set of instructions, manuals and so forth.” 
Using my own tacit knowledge has been learned through years of working in my career, learning how to deal with scenarios in the workplace and learning how to manage clients and stay professional in the process. 
Explicit knowledge is knowledge that is straightforwardly expressed and shared between people. Explicit knowledge is knowledge that can easily be expressed, codified, and recorded so it can be shared. 
Philipson (2020) explains “Explicit knowledge is readily communicable, because it has a negotiated meaning in smaller or larger social circles; at least within a community of practice. But meaning is only temporal (Schalow, 2013)”
For example, the explicit knowledge that is shared in the salon would be clients are given paper price lists that will have our information of services, it would also include social media information and our contact details if they are required to book an appointment. Another form of explicit knowledge that is shared in the salon would be the policies all therapists hold, some of the individual therapists might not have them in the salon, they will share them through social media.
Implicit knowledge
Herbig (2014) explains that “Implicit knowledge is quite a heterogeneous concept comprising different aspects and research areas, such as experiential knowledge, tacit knowledge or incidental learning paradigms.”
Implicit knowledge or “tacit knowledge” is the type of knowledge that is complex to transmit to another person using verbalising or writing it down.
According to the iceberg model implicit knowledge is:
· Application of explicit knowledge.
· Dynamically created.
· Difficult to write down or capture.
[image: ]

2. Explain the Relationship between data, information, and knowledge
What is data?
[bookmark: _heading=h.30j0zll]Data is raw facts and figures, it has truly little meaning until it is sorted through to make calculations. Data is essential for analysis, decision making, and understanding patterns and trends. It plays a crucial role in fields such as science, business, technology, and research. Ackoff’s (1989) definition of data is “Data... data is raw. It simply exists and has no significance beyond its existence (in and of itself). It can exist in any form, usable or not. It does not have meaning. In computer parlance, a spreadsheet starts out by holding data.”
       What is information? 
Information is processed through organising, analysing and interpreting data. It is something that an individual collects over time through personal and their working lives. A person's information can become valuable especially in the workplace as if that individual decides to leave, they take their information with them. Ackoff explains that “Information... information is data that has been given meaning by way of relational connection. This "meaning" can be useful but does not have to be. In computer parlance, a relational database makes information from the data stored within it.
      What is knowledge?
Knowledge can be defined as the assimilation of comprehension, data, or consciousness that is obtained through the process of learning. Its significance lies in its capability to enhance decision-making, facilitate problem solving, and foster overall cognitive growth. 
Pritchard (2013) explains that “Knowledge is to be understood as justified true belief, where a justification for one's belief consists of good reasons for thinking that the belief in question is true.”
    What is wisdom?
Wisdom is the ability for an individual to use their intelligence, and experience to make good judgements, decisions, and choices. Wisdom goes beyond mere intelligence and knowledge, as it encompasses values, ethics, and a broader perspective on life. 
Kakoseau (2023) explains “Wisdom has yet to be conceived as a system’s property that can exist outside of a human brain, a challenge for AI! Thus, wisdom is not simply at a higher level than intelligence; it is an emerging property1.”
         The link between data and information
Data consists of raw facts that are collected and stored. They can be in the form of numbers, text, images, or any other type of input. However, their own data lacks context and meaning. Whereas information is pulled from data through the process of organising, analysing, and interpreting. Information provides context and meaning to the data.
To summarise, data is raw material while information is the processed and organised output. Data can mean nothing to an individual until they are given information which will process the link between the two.
Hey (2004) states “Thus for data to become information it is shaped or structured from the raw material by the receiver. By processing the substance of data in a useful way it becomes information, just as processed materials can become a useful product that then affords new and useful interactions.” 
       How our organisation uses data and information
In the salon all staff members take their own bookings which are done through social media, or clients messaging our personal numbers, some have their own booking links which clients input their information and they receive message reminders when their appointments are coming up. Whereas other members of staff use paper diaries and input information for the client's bookings. When clients need to cancel it can become extremely difficult if we struggle to contact the individual's therapist. In another perspective if one of the beauty therapists cannot get into work due to personal reasons and is also struggling to get the message over to their clients it can cause major concern if they are attending their appointment, and their individual therapist has not made it into work. Upon reflection the salon would benefit by having one booking system with each therapist and their availability, where clients can go on and book inputting their information, every member of staff can have the log in details and they can contact clients through the database to let them know of any situations that may arise before their appointment. All clients that input their data will sign a waiver to confirm that they are happy to be contacted by a member of staff if there are any issues, but also to confirm they understand that their information will not be shared anywhere other than the site.
As a nail technician in the salon using a paper diary it can be worrying as there is some information when booking appointments that I will write down, including their phone numbers. If the paper diary happens to get misplaced or lost, then there is a risk of someone getting hold of clients contact information. Upon reflection as a business owner, the safest to have an online database for clients to input their information.
3. Explain the relationship between individual knowledge and organisational knowledge
[bookmark: _heading=h.1fob9te] Zaied (2016) explains that “After emphasising that knowledge could replace the hardware, capital, and labour to become the most important element in production. Many studies show that innovation in the business organisation, knowledge management, employee involvement, usually lead to a decisive comparative advantage.”
    Sources of knowledge in your organisation
Having a range of knowledge in our organisation, each person uses their own explicit and tacit knowledge, client's knowledge, the knowledge of the overall business. 
When using tacit knowledge in the salon some of the therapists hold one to ones where they teach girls how to do makeup, teaching face to face is a better way of expressing their tacit knowledge that they would find difficult to teach another way.
Using our own knowledge on bookings we know how to store our client's data and information safely and to not let their information get in the hands of anyone that should not have it. 
     Information knowledge and how it is stored in your organisation.
Storing essential information in the organisation is through each individual therapist, we all have our own booking systems whether that be through paper form, or online booking systems. Storing a client's information on paper can be difficult with the risk of losing that paper diary and the client's information getting into someone else's hands. Other therapists have an online booking system in which they will have the client's data and information on there and only they can access it. 
     Information lifecycle, how long is it stored for and where?
In the workplace client's information that is kept would be their contact details; name, telephone number. These are kept on each therapists' phones, which would not be accessed by anyone else, this information is only kept until the client decides to leave. Another form of information we might keep but is very rare, we store any of the clients bank details, but only if there are instances where it is needed, such as an overpayment that will need to be refunded to the client, we would keep their bank details on our online banking, this will fully restrict access for anyone else to get hold of the information. Keeping their details for no longer than a few months as it will not be needed.
    Managing information risks
The risk of someone getting the information will depend on where it is stored. If information is stored online there is a risk of that server getting hacked and clients information including bank details being stolen, it is important that the individual keeps all login information safely and changes their password often so that eliminates risk. Another risk is through paper trail where if the individual keeps client's information written down, they could lose that information and another person can get hold of it. If a paper diary is lost or misplaced, then all data would be lost and there would be no way of contacting the client or knowing their appointment details. A diary in our workplace is our lifeline, without our diary we would not be able to work. 
4. Apply analysis and modelling techniques to identify knowledge assists 
Puyt (2023) explains that “SWOT (Strengths, Weaknesses, Opportunities and Threats) analysis is one of the oldest and most widely adopted strategy tools worldwide. In academic circles, however, SWOT analysis (or approach, framework, matrix, model, technique, or tool) has been often criticised with titles like SWOT analysis”
In this section it will show a SWOT and PEST analysis on my own knowledge.
Swot analysis
	Strengths
· Using a paper diary is easy to manage and always to hand.
· Having all client's data and information on social media makes it easier to contact them in an emergency.
	Weaknesses
· If in an emergency I would need to contact a client to cancel the only information I have would be through social media, but if clients do not receive the message they could turn up to their appointment.
· Loss of diary, if this were to happen, I would not be able to contact clients about their appointment, and I would lose their information.


	Opportunities
· The opportunities that are available to me are having an online booking system where clients can input their data and information.
· If there is a need to cancel an appointment and I cannot get hold of the clients one of the other therapists can log onto the database and they can contact the client. 
	Threats
· With an online booking system there is a chance an individual could hack the database and get hold of all client's data and information, which would include contact details, and their bank details.



Pest analysis
Ho (2014) explains “PEST analysis examines four categories of external environmental factors, namely: Political factors (P): these cover various forms of government interventions and political lobbying activities in an economy. Economic factors (E): these cover the macroeconomic conditions of the external environment but can include seasonal/ weather considerations. Social factors (S): these cover social, cultural, and demographic factors of the external environment. Technological factors (T): they include technology related activities, technological infrastructures, technology incentives, and technological changes that affect the external environment.”

	Political
According to the CMA, with the recent national nail price increase, it was important that all nail technicians were making their prices fair, so clients were able to shop around and find the most competitive prices.
	Economic
Economical downfall is that with the cost-of-living crisis it has been necessary for clients to cut down on luxury appointments, which unfortunately includes their nail appointments.
	Social
The social aspect of it would be looking at nail competitors in the industry, what they are charging and how good their work is. Being at a competitive price will mean that regulars and new clients will walk through the door, also staying up to date with the latest nail trends.

	Technological
Using new knowledge management information as a salon we will be using an online booking system which will require all members of staff to have the login details and will have access to clients' details if an emergency were to arise.
	Environmental 
New laws being implemented now means all businesses must recycle, which will mean our business is obligated to participate to keep with sustainability.
	




5. Evaluate actual and potential knowledge assists in your organisation
Using the table below it will evaluate potential knowledge 
	Actual Asset

	Evaluation Method
	Potential Asset
	Evaluation Method

	Intellectual asset

	
	Integrated booking system
	Customer feedback

	Human asset
Experienced team members
	Skill checks
	Updated staff skills
	Complete training

	Intangible asset
Reputation
	Customer survey
Customer feedback 
	
	

	Physical Assets

	
	
	



Intellectual assets
Intellectual assets refer to intangible assets that are created from human intellect and creativity. 
Silviana (2019) explains that “Intellectual property assets represent an important category of intangible assets compromising copyrights, trademarks, patents, trade secrets and all data and knowledge.”
Human assets
Human assets refer to the individuals within the organisation that contribute their skills, knowledge, and experiences to drive the success and growth of the business.
Opatha (2008) refers to “These competencies are labelled as Human Assets (HA). An asset is something that is useful or helps an individual or an organisation to be successful. Human assets which help an individual to be successful in any job or in his or her life are considered as seven categories which are given below.” He also goes on to explain that the seven human assets are:
· Technical competence
· Human relation competence
· Conceptual competence
· Intelligence/Mental reasoning competence
· Personality
· Individual character
· Personal management competences 
Intangible assets
Intangible asset is a non-physical asset that has value but does not have physical substance.
Lev (2011) explains “Intangible (knowledge) assets, such as new discoveries (drugs, software, etc.), brands or unique organisational designs (e.g., Internet-based supply chains), are nonphysical embedded sources of future benefits.”
Physical assets
Physical assets refer to tangible items or properties that have value and can be touched, seen, and used.
Pais (2020) writes “The organisations where physical asset management is of major importance include all those that involve facilities, machinery, buildings, roads and bridges, utilities, transportation industries, oil and gas extraction and processing, mining and mining processing, chemicals, manufacturing, distribution, aviation and defence.”

6. Explain what is required to create, store, apply and integrate knowledge

     Information storage including how it is stored in your organisation 
When storing client's information such as telephone numbers, or bank details they are all stored in a paper form diary where I input client's appointments, storing their contact details above their appointments. Another way to store client's information that I will use is through my mobile telephone. Saving clients contact details if there is an emergency and would need to contact my client to let them know that I would not be able to attend their appointment. 
      Information lifecycle – how long is it stored for, where?
Tallon (2007) explains information lifecycling is “At each point in its life cycle, the issue for ILM is to identify the value of its information and how best to protect that information from loss and corruption.”
Storing a client's information and the lifecycle depends on the data and information that is stored, when storing contact details as a business I will keep them on file until that client no longer uses me as their nail technician. Another form of information that is stored is their bank details, if ever needed would be in a form of a refund if over payment has been made. Those details would only be stored for as long as 6 months as it would not be necessary to keep them.
    Managing information risks
To make it easier for us all in the salon using an online booking database where all of us have the login details, which will give us access to the entire system and all client's data and information. This system will in turn come with its risks, so we would need to do information security risk assessments, we would need to discuss what would happen if the system had managed to get hacked, in that case what would happen to our business and our client's information. 
Hardy (2010) explains “Organisations are facing the challenge of protecting their information assets within a complex and changing environment. They must protect multiple forms of information (e.g. traditional documents, text messages, video, email, audio, RFID) within diverse systems and technologies (e.g. databases, document, records and content management systems, social networking tools, mashups).”
     Explain intellectual property rights
Intellectual property rights protect the legal entitlements which are held upon individuals or organisations for their creative and intellectual work. The rights enable creators and innovators to use, reproduce, and benefit from their creative ideas.
 Hargraves (2011) “Intellectual Property Rights (IPRs) support growth by promoting innovation through the offer of a temporary monopoly to creators and inventors.” he continues with “But such rights can also stifle growth where transaction costs are high, or rights are fragmented in a way that makes them hard to access. Poorly designed IP rules can help established players in a market obstruct fresh players by impeding their access to technology and content.”
7. Explain the contribution knowledge assets have an organisation
The contribution knowledge assets that the workplace could improve when sharing knowledge is when a new client requires an appointment with a particular beautician that is not in the salon, the client's name and number will be written down on a post it note then it will be put into the salon WhatsApp group to ask if that client can be fitted in for their requested appointment time. To improve this information sharing we could send clients the link to the booking system which will make it more convenient for them to make appointments.
This will improve services as it will limit time delays for beauticians to reply as being self-employed can come with some stressful moments and admin can get pushed to the bottom of the list, especially after finishing a 10-hour shift, then spending time with our children. Clients can become the last priority.

8. Evaluate the organisations framework for knowledge sharing
In our organisation we use a WhatsApp group to share information, in this group we share clients' details when they are requesting to book an appointment if they do not have access to social media, if a particular therapist can do the appointment they will contact the client with the booking information. 
We also have a primary business page that displays our individual work, there potential clients will message asking for an appointment and those messages will be passed on by the staff in charge of the page.
Upon reflection to make it more accessible to clients, an online booking system which all therapists have access to, and clients will confirm that they are happy for everyone that has access to contact them. This would include emails about upcoming offers that an individual therapist might have on. Which will also be more accessible if a therapist has an emergency and does not have time to contact their clients, another therapist can look through the system and access their data to contact them and rearrange their bookings. 

9. Recommend improvements
[bookmark: _heading=h.3znysh7]The improvements that could be made in the workplace would be an online booking system that clients can book their appointments, when booking they will input their contact information, in some cases online booking systems take deposits to secure the appointments which clients would need to input their bank details. When the booking is made they will need to accept a process which will confirm they are happy to be contacted by other members of staff if an emergency arises with the therapist they have booked, or if there are offers on for treatments they can opt out for the messages that will be sent in the process. All therapists will then have the login details to access the client's information, constantly refreshing our knowledge on the data and information laws.

10.  Conclusion
To conclude that in this assignment it has highlighted that the workplace has a lot of responsibility to clients and their personal information, it is extremely important that we safeguard their information. learning that the way we store our client's information is not the best way and we should investigate a booking system that will give clients the confidence to book their appointments but for clients to also confirm that they are happy for their information to be stored. 
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