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[bookmark: __RefHeading__26703_398690538]INTRODUCTION
	In order to carry out various operations at work place different skills are required so that desired results can be achieved. Skills are defined as an ability of an individual to do something effectively (Paltridge and Phakiti, 2010). To analyse the information and convert same into knowledge is a typical activity as for the same, high potential is required. Person needs to have understanding of different areas like statistics, use of computer software, etc. The following report will discuss potential sources through which data can be collected. Also, ways by which the same is interpreted so that final information can be made available to user will also be highlighted.
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Potential sources of information
	In an organisation, there are different departments and each division is responsible for their own work and has to operate according to the targets given. This increases the work pressure and raise the duties of all those who are part of different departments of enterprise.  Employees spend approx. one third of their day in offices which results into increase in work related issues as they end up with stress. There are different sources through which problems at workplace can be identified (Tuffrey‐Wijne and Butler, 2010). People from different backgrounds work together which makes it difficult for the organisation to work as one. Every individual has his/her own desire and way of responding to a particular situation. This leads to the development of conflicts and hence, disturb smooth functioning of work. Apart from this, financial reports are the other sources through which problems in office can be identified. On a broad concept, these sources can be categorised into primary and secondary, evaluation of which is given as follows:
	Primary – It is a mode of receiving information which is collected directly by the researcher. It includes legal documents and records that are maintained in business for future decision making. It is an effective medium as through this, performance of every separate department can be judged and core issues can be recognised.
	Secondary – This is another mode through which data is collected from the available resources. In business, it can be referred as a summary of primary information so that accordingly, conclusion can be made. This helps in doing evaluation of performance of various departments and therefore, it is important that authority concern for the interpretation has complete knowledge regarding subject matter (Liamputtong, 2013).
Appropriate level of competence
	In the present competitive world, having basic knowledge of reading and writing is not enough. It has become necessary that at the workplace, employees have capacity to make use of all available resources. He/she must have the basic computer knowledge as now, every work in an organisational context is carried out digitally and only then, survival in tough competition prevailing in different industries can be maintained. Understanding of statistics is of greater importance (Mason, 2017). Results when expressed in numerical manner is better defined and helps in doing effective comparison. Reasoning and numerical knowledge is crucial for an enterprise due to the following reasons:
	Develop skills – When a person has knowledge about use of statistics, it helps in the development. It creates a sense among them regarding what is meant by numbers, shapes and patterns they come across in the business world. It develops their contribution in the improvement of business performance as they become more effective and give better results to their concerned departments.
	Reasoning power – When a person has compete knowledge of numbers and other software that are efficient in developing productivity of work force, self-confidence of employees boosts up which further develops their contribution in organisational development.
	Helps in expressing more clearly – When a person has knowledge of different software and know how to convert the quantitative information into qualitative then he becomes more expressive. When data is presented through graphs and in numerical manner, it can be better expressed as well as user can also understand the same with less efforts (Lyons and Coyle, 2016). It helps in reaching to conclusion in less time and therefore, promotes fast decision making in an organisation.
	Facilitates comparison – Different accounting years receive distinct results and it is very important to compare them as only then this can be analysed that performance in which year was better than the other. It helps management in understanding the reasons behind deviations and therefore, this is identified that which year effective results were received. In this way, overall development of business is made possible and loopholes of enterprise are recognised.
	Level of speed in making analysis – A person having understanding of different statistical tools can present the results of organisation in less time and with higher efficiency. The outcomes supported with evidence like charts and graphs are more attractive and helps users in understanding the trends. Today, the market is data driven which further adds more value to this concept at workplace (Winne and Baker, 2013). These abilities are an advanced version of traditional arithmetic skills which were restricted to add, subtract, multiplication and division. The develop athematic concepts are useful in jobs that require analysis of work to be done.
	Different areas which needs to be developed by an employee working in an institution where data needs to be transferred numerically are averages, graphs, athematic mean and standard deviation. Employees must have the understanding of how theses interpretations are done as they are useful in presenting results in an attractive manner. Apart from this person also needs to have a basic knowledge of computers so that utilisation of advance technology is done effectively in business (Analyzing, Interpreting and Reporting Basic Research Results. 2017). Different software like spreadsheets, databases etc. are of great help as they help in keeping records and presenting the results for different users. Calculations can be done in less time and chances of errors also gets minimum (Maylor, Blackmon and Huemann, 2016). It helps in carrying out complicated calculations which are tough to do manually. On spreadsheet the numerical data can be converted into graphs which helps in understanding trends and conclusions can be made just by giving a glance at the graphical representation. Apart from this when data is stored in computer it can be protected against unfair asses which is of so much importance in case of confidential information. There are certain information which are of nature that is required to be communicated at different work stations and therefore user must know how to spread same using different applications (Monrouxe, 2010). This makes the work less complex and therefore facilitates effective decision making process.
Development of skills needed to utilise information
	 There are a number of skills which are required to be raised in an individual personality so that optimum utilisation of the information gathered can be done. Analytical skills are of practical in nature and helps in improving ability of an individual to perceive, organise and sort estimations of various data collected. It strengthens the quality of results presented and helps in raising the productivity level of business. There are a number of analytical skills which needs to be improved for different user (Hunter, 2010). Some of them are discussed below in detail:
Communication – If a person has good analytical skills but does not have ability to communicate with others than these capacities are of no use. It is important that all the message is communicated so that data gets converted into information. There are situations when the graphs and numerical results needs to be orally explained to different users and in that case person who cannot express clearly in public decreases the quality of information (Henwood and et.al., 2011). Apart from this written communication skills are also of very much importance as reports needs to be prepared which can includes all the data collected during a research. Hence it shows that both written and oral communication abilities are of equal importance.
Creativity – Apart from just analysing data person needs to have creative mind too so that the trends can be spot on time and it will increase the quality of whole information which is collected (Wiltshier, 2011). A creative mind is capable of discovering out of the box solutions for the issues that are encountered within and outside the boundaries of business. This way the complexity of business operations is solved and hence utilisation of resources is done which contributes in the development of business as whole. Change should be adopted as this will help in maintaining changes in the organisation which is of great importance as it assist in attracting more and more customers. 
Critical thinking – This is another skill which has its major contribution in raising the analytical capabilities of every individual. It assist in taking better decisions and facilitates innovation in business. Business atmosphere is dynamic in nature and demands management to respond accordingly. Therefore it is required that they posses the quality of critical thinking which raises the capacity of organisation to survive in the global competitive world.
	Once data is collected it is recorded in spreadsheets and then different measures are utilised to covert the same in results (Rivas, 2012). These methods are dispersion, co-relations, deviations etc. While collecting the data the ethical implications should be maintained. While gathering information the ethical considerations needs to be given care. It should be ensured that data is collected from authenticated sources and consent of other person is taken. Only if the source of gathering data is willing to share information it should be utilised in the research and other office use. Ackoff gives the definition of data, information, wisdom, understanding etc. according to him data alone is of not much use until and unless it is converted into information. In context of computers data is a collection that is kept in spreadsheet (Holliday, 2010). Information on the other hand is of great importance. Once the data is put into computers it is processed and then further converted into quality information which can be used further for other purposes. Thereafter, comes knowledge which is gathered from the information received from the processed data. It is difficult to memorise and therefore, analytical techniques are utilised so that the information received can be used throughout using different analytical tools which is possible only if a person has an understanding of various process. In general words the difference between both knowledge and understanding is the difference between what learning and memorizing is (Wilkinson, 2011). Through understanding concept a person can develop long term skills which are beneficial and can raise the productivity level. Wisdom is the other level which is extrapolative process. It brings consciousness to all the previously discussed distinct levels as it includes morals, ethical codes etc. It is different from the other discussed concepts as decision related to what is write and what is wrong is taken which is not possible to be made through computer. Judgement needs to be taken by human and then the same can be processed by technical applications (Holmes and et.al., 2013). It further increases the pressure on human bodies to give the right input as through this only chances of getting desired results further raises.  If wrong direction is given than there will be no use of the software or application as they prepare in a way they are programmed in. 
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	From the above discussion this has been summarised that there are different sources through which information related to issues taking place in the organization can be assembled. It helps in taking the corrective actions and making timely changes. Statistics is of greater use as through this the complicated data can be converted into simple language that can be easily interpreted by user. Different computer applications like spreadsheets and excel assist in handling immense data and convert it into graphs and charts that provide quick understanding to user. It is important that ethical values are maintained so that secrecy and quality of data both are maintained to a great extent. Finally, the discussion concluded with explanation of different levels which further clears understanding of user regarding what is data, information etc. 
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