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	1Title:
	Knowledge and information management  

	Level:
	5

	Credit value:
	5

	Unit guided learning hours
	14

	Learning outcomes (the learner will)
	Assessment criteria (the learner can)

	1. Understand the concept and importance of knowledge management in terms of an organisation’s knowledge assets and their management.

	
1.1


1.2



1.3




1.4



1.5
	
Explain the relationship between data, information, knowledge and wisdom 
Explain the relationship between individual knowledge and organisational knowledge 
Apply analysis and modelling techniques to identify knowledge assets, within own area of organisation 
Evaluate the actual and potential knowledge assets, within own area of organisation 
Present a rationale for capturing and managing knowledge, within own area of organisation  

	2. Understand the key knowledge management processes required for innovation
	2.1



2.2 


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

Evaluate the impact of intellectual property rights on the organisation 




	3. [bookmark: _GoBack]Be able to develop a framework for establishing a knowledge management culture

	
3.1



3.2


3.3



3.4
	
Explain the contribution that significant knowledge assets have on the organisation 
Evaluate the knowledge requirements for the organisation’s operations 
Evaluate the organisations current framework for enabling knowledge sharing within the organisation 
Recommend improvements to the organisations current framework for enabling knowledge sharing within the organisation 


	Additional information about the unit
	

	Unit purpose and aim(s)
	The aim of this unit is to develop understanding and ability to enable a practicing or potential middle manager to respond effectively to the challenges of managing knowledge and information within an organisation in order to protect the business and to improve business performance.

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to Management & Leadership 2008 NOS:

	Assessment requirements or guidance specified by a sector or regulatory body (if appropriate)
	 

	Support for the unit from a sector skills council or other appropriate body (if required)
	 
Council for Administration (CfA)

	Equivalencies agreed for the unit (if required)
	 

	Location of the unit within the subject/sector classification system
	15.3 – Business Management




	Additional Guidance about the Unit

	Indicative Content:

	1
	
· Data – an attribute not in context, Information – data in context, description, definition, purpose; Knowledge – strategy, practice,  method, Wisdom – insight, 
· Modelling techniques such as; SWOT and PESTEL analyses, IDEF (Process Flow and Object State Description Capture Method (R Mayer) – business processes, resources, capabilities, roles and authority, communication between resources, control systems. 
· Knowledge assets such as; products, processes, markets, technologies, organisations
· Knowledge processes such as; application, development, preservation, transfer, transforming, updating
· Perspectives of (i) the business, (ii) management and (iii) operational tasks
· Knowledge usefulness, weaknesses and appropriateness 
· Equipment operational skills, production processes, staffing, 
· Knowledge storage and retrieval systems; such as hard-copy / electronic filing systems and procedures, internet, staff / personnel own work-related knowledge. 
· Potential of sharing knowledge for different applications and types of user.
· Identify and capture quality knowledge for creating / maintaining a competitive edge
· Improving productivity and profitability by maximizing resourcefulness


	2
	
· Planning for future development
· Capability to operate current activity together with potential / proposed changes 
· Methodology of procedures, project planning.
· Staff learning and development, equipment updating, new equipment installations
· Communication effectiveness – vertical, from operator to senior management; horizontal, between section / departmental staff
· Management Information Systems (MIS) and Knowledge Management Systems (KM Systems)


	3
	
· Wisdom / Systems thinking techniques (Senge), insightfulness
· Auditing of people, processes and products
· Total quality management
· Patterns of reliability and predictability
· Supply chain activity from raw materials through production to marketing and distribution
· SMART action planning to address identified improvements to (i) current organisational capability and (ii) future development.
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