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1. Introduction
The purpose of this report is to provide an evaluation of the concept and importance of knowledge management within the workplace. 
On a chosen topic the focus or this research is to explain what information, data and knowledge management means and what do they actually mean to the organisation within the workplace. 
As a main is to provide enough information of how information and data is captured and stored as well as it will present ways of protecting it. It will also evaluate the potential knowledge and ways of learning and transferring data and its importance to the workplace.
This report will be based on research it will demonstrate the importance of knowledge management as well as will show a few steps in creating storing and applying knowledge and the way it supports the organization.
At the end of this report will be presented the conclusion the importance of data, information and knowledge management.   


2. What is information and its benefits to the organisation 

What is information and how it benefits the organisation. The definition of information is either news or knowledge. The information can be received or given. O different members in the organisation and not only. 
An example of information is what it is given to someone who asks for background or about. Every answered question has information and information is classified in an order. 
Employee data, for example, might be sorted according to 
the last name or by their payroll number. For example, within my organization at UP the employee’s data and information are organized accruing to the enrollment number they receive on the first day at the induction. The number contains the information regarding the employee such as date of birth, KPI, bank details, address etc. Chris Collison and Geoff Parcell (2004).

Another useful way and of storing information within the organization is by aggregating it or calculating it.  This involves summarizing data and information, for example, 
by calculating the totals or subtotals in numbers or percentages as well as payment calculations. 
Selection information mean by choosing the right information needed and discarding the information that is not needed on a basic or more complex criteria. 
In my department we calculate for example we calculate the high spenders and we profile them as they are the clientele needed within the business Geoff Parcell (2004)



General sources of information. 

Formal communication: 
Formal communication involves presenting information in a structured, consistent and elaborated manner such as daily and weekly reports, Power Point presentations etc. 
On the other hand, the informal communication it is less well-structured information that is transmitted by informal means, such as casual conversations between the staff or general talk during lunch break it is also known as verbal communication. 

Attributes of quality information: 

The main attributes of information quality are 
The information must be timely – information must be accurate and up to date in order to be used further. 
It must be concise – concise information makes it easier to understand and doesn’t require as much time as encrypted information. 
The information along with being timely it must be accurate, for example when creating a report for the previous week sales the information we provide the meanest with it must be accurate it can help with decision making as well as forecasting. 
It must be reliable and must have frequency in order to be useful to the reader. 
[bookmark: _Hlk29504596]Information also must follow a chronological order BUSINSKA, L. and SUPULNIECE, I. (2011 )

How does information support the management?
[bookmark: _Hlk29496271]Henri Fayol (1841–1925) devised a classic definition of management that is still widely used in both industry and universities such as studies.  
‘To manage is to forecast and plan, to organize, to command, to coordinate and to control.’

If the information follows the attributes of information quality, it can easily influence the decision types such as it follows below. 

Type of decisions: 
· Structured decisions:
Situations where the rules and constraints governing the decision are known, for example opening and closing times of the business. 
· Unstructured decisions:
Complex situations, where the rules governing the decision are complicated or unknown, in this case few managers might be necessary to decide.
· Cognitive style: 
This type of decision describes the way in which a manager absorbs the information and reaches decisions and then it transfers the information to the rest of the members. A manager’s cognitive style will fall between analytical and intuitive styles however sometimes it must be critical Henri Fayol (1841–1925).








3. What is Data?
     Types of data: 

· Hard data: 
[bookmark: _Hlk29504626]Hard data is it also known as quantitative data, it tends to make use of figures, such as statistics, percentages or averages. Hard data it is often collected in order to measure or quantify an object or situation. Quantitative data is a type of data that it can be measured with numbers on categories and it can be layered in graphics and can be inserted in tables of raw data BUSINSKA, L. and SUPULNIECE, I. (2011).
· Soft data: 
Soft data it is very often known as qualitative data. 
This type of data it tends to focus on describing the qualities or characteristics of an object or situation. Interviews, for example, are often used to collect qualitative data related to a person’s opinions or beliefs such as a questionnaire. Qualitative data refers to the data that is a description of a discussion or questionnaire. It cannot be measure with numbers or represented on any chart. Qualitative data are about Categorical variables that data can be represented into:
1. Nominal and ordinal data. 
1. Numerical data
1. Continuous data
Continuous data can be interval and ratio. Data is collected to research on various topics such as business, demographics or simply to obtain more information's about a specific topic. The data also can be categorised into two types of data BUSINSKA, L. and SUPULNIECE, I. (2011).
1. Primary data 
1. Secondary data  

Primary data could be collected by direct observations, personal interviews, telephone surveys, written questionnaires and or experiments carried out individually. Primary data collection is usually harder than the secondary as it must be created from zero. It is not inspired from other data researches and it must be done individually to suit the topic chosen and to relate to it to be realistic. Secondary data is a lot easier to follow and research as it has been researched by other trusted who already done it. 
It has all the answers needed and you will have only to adjust to your own topic of research of business or take the example and make a combination of two when collecting data Morgan, P. (2016).




How do we store data and why?

In a business book Michaela Schriek and Paul K. Tinkler (2017) speaks about data warehouses which are large database systems containing current and historical data that can be analysed to produce information to support organisational decision making. These databases are highly secured and regular checked against cybersecurity. 
[bookmark: _Hlk29502451]Data marts are a smaller, departmental version of a data warehouse which may be easier to manage than a company-scale data warehouse. Data marts do not aim to hold information across an entire company, but rather focus on one department. Each department might have their own data mart, or few departments will hold accumulated data in one Michaela Schriek and Paul K. Tinkler (2017).

GDPR

What is GDPR and how can affect the data? 
GDPR stand for General Data Protection Regulation and it is nearly impossible to talk about data if we do not protect it or regulate the amount of data one has access to. 
The GDPR is Europe's new framework for data protection laws – it replaces the previous 1995 data protection directive. Previously the UK law was based on this directive.
The EU's GDPR website says the legislation is designed to "harmonise" data privacy laws across Europe as well as give greater protection and rights to individuals. Within the GDPR there are large changes for the public as well as businesses and bodies that handle personal information, which we'll explain in more detail later.
More than four years of discussion and negotiation have passed and then GDPR was adopted by both the European Parliament and the European Council in April 2016. The underpinning regulation and directive were published at the end of that month.
After publication of GDPR in the EU Official Journal in May 2016, it will come into force on May 25, 2018. The two years prepare preparation period has given businesses and public bodies covered by the regulation to for the changes BUSINSKA, L. and SUPULNIECE, I. (2011).

[bookmark: _Hlk29499364]Do organisations know how individual’s data subject rights are changing under the General Data Protection Regulation (GDPR)?
It is important for all businesses and not only to be aware about individual rights under the General Data Protection Regulation (GDPR). Every organisation be it school, company etc has a responsibility to make individuals aware of their rights and ensure mechanisms are in place to act on these. In order to do this, it is important that you are aware of these rights and how you can respond to requests under these rights.
The rights are: 
right to be informed, right of access, right to rectification, right to erasure/to be forgotten, right to restrict processing, right to data portability, right to object and rights in relation to automated decision making and profiling.
According to the new UK law organisations will have up to one month to process individual rights requests and unlike previous Data Protection legislation these requests can be made verbally and without incurring a cost to the individual.
If you are a staff member who deals with individuals and their information, it is important to know these rights and their applicability to your department or organisation. It is essential that organisations act quickly when a request is made mentioning any of these rights amid heavy fines such as British Airways. 


4. Knowledge Management KM

Knowledge can be thought of as the combined result of a person’s experiences and the information they possess.
Generally, the knowledge can be described as explicit or tacit. 
Explicit knowledge is easily captured and stored within documents and other media such as CD or memory sticks. This type of knowledge tends to be highly detailed, formal and systematic. It is often stored in the form 
of manuals, documents, procedures and database files and can be retrieved in order to be shared or transferred.  
Tacit knowledge is characterized by factors such as perceptions, beliefs, values, intuition and experience. Since a great deal of tacit knowledge may be held unconsciously, it is difficult to elicit, describe or record, in other words this type of knowledge cannot be recorded or transferred by a system. 
Knowledge management is involved with collecting knowledge and converting it into a form that allows it to be shared within the organization or sometimes even sell it to other big data bases or with other offices within the organization across the globe.
A key part of this process involves gathering tacit knowledge and converting it into explicit knowledge however this is a very difficult process when you are collecting people’s values or beliefs Chris Collison and Geoff Parcell (2004).

[bookmark: _Hlk29502532]Bergeron (2003), defines knowledge management as a deliberate form, systematic business optimization strategy that selects, distils, stores, organizes, packages and communicates information essential to the business of a company in a such way that improves the employee performance and the corporate competitiveness Bergeron (2003).

As part of Knowledge Management David Kolb developed a learning cycle.
David Kolb invented a learning cycle and layered it in a diagram model which he published in 1984 on which I have made a prototype below.  
His experimental learning theory works on four cycles and four separate learning styles.
"Learning is the process whereby knowledge is created through the transformation of experience" - (Kolb, 1984, p.38)

Concrete experience - this is a new situation or experience or even the interpretation of a new experience which is certain or sure. 
Reflective observation of the new experience - it has inconsistencies between experience and the understanding of the knowledge. 
Abstract conceptualization - it gives a completely new meaning to a new idea or a modification of an existing concept of learning. 
Active Experimentation is where the learner can apply the idea of knowledge and leaning to the world around them such as in an aggrandization and then see how this develops Cottrell, S. (2011).


Kolb’s Learning Cycle prototype figure: 

On the other hand, Honey and Mumford learning cycles are very similar however it is more elaborate.  
It is very similar to Kolb's learning cycle Honey and Mumford developed a learning style questionnaire inspired by Kolb himself. Rather than asking people how to do they learn they gave a questionnaire which is assessing the behavioral tendencies of learning of each individual. After getting the answer they used the answer into creating a diagram with four different types of learners. 
Honey and Mumford model of learning cycle diagram 

Activists: Pragmatics
Theorists
Reflectors
Activists

The Activists are the individuals which learn by doing something. Their learning activity can be brainstorming, problem solving, and group discussion etc. 
In knowledge management this is used by companies at induction. It forces the members of the group to create teams and work together for a goal. The members of the team come with ideas by brainstorming and can take a decision as one rather than individually.  

Theorists:
These groups of individuals are thought that they like to learn the hypotheses behind the activities are supposed to do. They require information's, models and ideas so they can participate in the goal achieving activity. Their learning activity choice is based on models, statistics, quotes and even applying concepts theoretically.
As an organization these individuals are usually in finance and sales team, they work with figures and apply certain ideas theoretically. They do not base their idea to the real life. 

Pragmatics: 
Pragmatics have the capacity to perceive how put their learning in practice in their present reality. 
They like to experiment new ideas and methods to check if their work is their action mode. Pragmatics learns better by taking time to think of ways to apply their learning in case studies or problem-solving decisions. Pragmatic are usually at the core of the management however all the types of learns are distributed equally across the organization to create diversity and bring new ideas. 



Reflectors: 
These specific groups of individuals learn by watching and contemplating to what happened. Reflectors prefer to watch and gather information's before acting. They like to be part of paired discussions, observing activities or listening to feedback from others. 

After looking at the Honey and Mumford cycle I realized that within my organization there are more pragmatic and activists’ members. We like to be hand on the situation and to learn and capture new information by getting involved in group works or presentation as well as coming up with new ideas and reach a certain goal or finalist tasks. 

Knowledge and information management within an organization it is preoccupied with gathering information and sharing it across by avoiding competition. Johari window is a good model of how to understand the relationship within the organocation. Below you can see there are four types also called quadrants. 
Johari window was created by Joseph Loft (1916-2014) and Harrington Ingham (1916-1995). They have created this technique to help people better understand the relationship with themselves. 
Their model is formed from four quadrants:

Open or The Arena: Adjectives that both the subject and the peers select go into this quadrant. These traits are known both by the subject and the peers. Also, could be explained by known to self and known to others.

Blind spot: These adjectives are not selected by subjects but only by the peer. This represent what others know but the subject doesn’t. 

Hidden or the Façade: In this quadrant the adjectives are selected by the subject but however by none of the peers. These are things which the subject knows however the peers are unaware of their facts or are untrue but for the subjects claim.
Unknown: As the name already suggests in this quadrant neither the subject nor the peer are aware of these adjectives, which mean no one is participating and they are not known by self or by others Chris Collison and Geoff Parcell (2004).

How to share knowledge within the organisation? 

As I mentioned above regarding the Johari window and the better understanding of ourselves. 
When you understand yourself you can share, and in this case, you can share knowledge. 
Main type of sharing knowledge is: 
· Socialization: sharing of experiences through observation, imitation and practice. It generally occurs through workshops, seminars, apprenticeships, and conferences, as well as at the water cooler. Socialization also puts you in the activists on the Honey and Mumford learning cycle. You like to study, learn social and share your knowledge and information. 					
· Capture: the conversion of tacit knowledge (e.g. what one learned at a workshop) into explicit form (e.g. written report). In this case you might be more of theorist rather than hands on situation. 					
· Dissemination: Here come the pragmatics with copying, sharing and distribution of the explicit knowledge to the other members of the group in order to function as one within the organization. 	
· Internalization: process of experiencing knowledge through an explicit source, i.e. one can combine the experience of reading the workshop report with previous experiences (Gupta et al, 2000).


Main knowledge management challenges:
Demarest (1997) identified six key questions an organization must answer to participate in KM effectively. In summary, they relate to:
· the culture, actions and beliefs of managers about the value, purpose and role of knowledge;					
· the creation, dissemination and use of knowledge within the firm;			
· the kind of strategic and commercial benefits a firm can expect using effective KM;
· the maturity of knowledge systems in the firm; how a firm should organize for KM; and the role of information technology in the KM program

Everything has a cycle and so does knowledge. 
Below I have attached a Knowledge cycle: 


Knowledge Acquisition.
Knowledge acquisition is fresh knowledge that come to the organization or is brought onboard, it can come by having new employees, existing employees acquiring new knowledge from external environment or mergers it helps the organization create a data base of relevant data to the business. However, the organizations should not reply only on this type of knowledge acquisition and should also try and acquire data and information from consultancy as well as ooutsourcing Research and Development.
Potential external Training Programs other companies databases along with machinery and equipment are a very good way of building the database of knowledge and information.

How to retain the knowledge gain:
How organizations store and protects knowledge to prevent or control its widespread dissemination, which can be a case of break of GDPR
If a knowledge base it is widely available there is no distinctive advantage to be gained through its acquisition. There are few ways in retaining the knowledge. However, probably the best way in retaining the data is be encrypting it and owning the methods of decoding it and by keeping the members that brought it with them Chris Collison and Geoff Parcell (2004).

How and why transfer knowledge?
Knowledge may be transferred both between departments and groups within organizations and beyond the boundaries of organizations-either deliberately or surreptitiously.
Knowledge and best-practice transfer within and between organizations is not a one-way activity; it is a sharing process, involving trial and error, feedback, and mutual adjustment (Szubanski, 1996; Powell, 1998; Kaeser, 2001). 

John Adair (2010), in his book about decision making says that the strategic objective of knowledge management is to convert knowledge into competitive advantage that can be measured as business success. Considering the content of the objectives, we can express them as:
Normative Knowledge Objectives (know-why) refer to the desired values and behavior that are relevant for a long term and lasting competitiveness. 
Strategic knowledge objectives (know-what) shape the way we can convert our existing knowledge into success of the business and help identify knowledge required for producing new strategic options in order to get the desired growth. 
Operative knowledge objectives (know-how) refer to “daily business”, i.e.; control over processes and project. Mobilizing operative knowledge to create value and satisfy customers John Adair (2010).


5. Relationship between data, information and knowledge

According to Paul Cooper although data are discrete entities, the progression to information, to knowledge, and finally to wisdom may not occur in a linear fashion. Data (or more correctly a datum) consist of a value, often a clinical measurement, for example 120 or 50, and a descriptor e heart rate. By itself data do not have meaning which means is raw information. 
Information is data together with a context, so that it gains meaning that it gains meaning and makes in informative. 
Information answers a multitude of questions such as ‘who’, ‘what’, ‘where’, and ‘when’. The significance of a heart rate of 50 may be very different if the patient is a neonate or a young adult. 
However, knowledge is information that is structured and organized as a result of cognitive processing and validation. Knowledge can be gained by learning. Knowledge answers the ‘how’ questions. For knowledge to be passed on, and below there is a visual representation of Paul Cooper’s interpretation of the data, information and knowledge and their relationship. 

[image: ]

6. Conclusion 

At the end of this report after evaluating the importance of the data, information and knowledge management I conclude following.
The main purpose of a research is to have a better understanding of how and why the data is collected and how can we protect it and why. 
The research shown that learning is a never-ending cycle and can bring benefits to the company by employing new members of staff which bring with them a load of information which can be transferred within the organisation.  It has also shown visual representations of how learning is done and how this can support and help the organisation management. 
According to Paul copper the relationship between the data information and knowledge management is like a pyramid having at the base the raw data and as it goes up it refines and turns into wisdom helping the organisation to evaluate the impact intellectually. 
I have used a series of learning representations to show how they relate to data and information’s as well as how the knowledge management makes use of them.
I believe by improving the way the organisations collect data and looking forward can benefit them in their endeavours as well as transferring or sharing with other organisations can help them succeed. 
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