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UNIT BSBMGT607A

Manage knowledge and information 

Unit Descriptor

This unit covers the development and maintenance of information processing systems to support decision making and optimise the use of knowledge and learning throughout the organisation. The unit is related to almost every other unit in Strategic Management. Depending upon the circumstances, co‑assessment could be undertaken with any number of them.

Competency Field
Business Management Services




ELEMENT
PERFORMANCE CRITERIA




1. Obtain information relevant to business issues
1.1 Staff and customer feedback, as well as business performance data, is reviewed

1.2 Business problems and issues are identified, defined and analysed

1.3 Information required is reliably sourced and efficiently gathered

1.4 Information is tested for reliability and validity, and rejected where contradictory or ambiguous

1.5 Formal and informal networks are utilised to access corporate knowledge/memory not held in formal systems, and are reviewed appropriately




2. Analyse information and knowledge
2.1 Objectives for analyses are clear, relevant and consistent with the decisions required

2.2 Patterns and emerging trends are correctly identified and interpreted as to cause and effect

2.3 Statistical analyses and interpretation are utilised where appropriate

2.4 Sensitivity analysis is undertaken on any options proposed

2.5 Documentation reflects logical approach to the evaluation of the evidence and conclusions drawn

2.6 Management information systems/decision support systems are adjusted to meet information processing objectives




3. Take decisions on business issues identified
3.1 Sufficient valid and reliable information/evidence is available to support a decision

3.2 Risk management plans are utilised to determine acceptable courses of action

3.3 Quantitative methods which are appropriate, are utilised to assist decision making where appropriate

3.4 Specialists and other relevant groups and individuals are consulted

3.5 Decisions are taken within the delegation/accountability of the group/individual responsible

3.6 Decisions reached are in accordance with organisational guidelines/procedures

3.7 Decisions taken are consistent with organisation objectives, values and standards

3.8 Decisions are taken in a timely manner




4. Disseminate information to the organisation
4.1 Research and consultation is undertaken in respect to group/individual information needs

4.2 Advice/information needs are documented and specific in respect to location format and timeline requirements

4.3 Information is documented and data bases updated regularly

4.4 Systems are designed and tested to meet information requirements of decision makers

4.5 Information is up-to-date, accurate and relevant and sufficient for the recipient

4.6 Communication plans are developed which provide for recipient evaluation on a regular basis

4.7 Confidentiality/privacy policies are adhered to in the transmission/release of information/advice

4.8 Communication plans are regularly reviewed and updated

4.9 Technology, which provides optimum efficiency and quality, is utilised

4.10 Corporate knowledge is maintained and security is ensured




RANGE STATEMENT





The Range Statement provides advice to interpret the scope and context of this unit of competence, allowing for differences between enterprises and workplaces.  It relates to the unit as a whole and facilitates holistic assessment.  The following variables may be present for this particular unit:




Legislation, codes and national standards relevant to the workplace which may include:
· Award and enterprise agreements and relevant industrial instruments

· Relevant legislation from al levels of government that affects business operation, especially in regard to occupational health and safety and environmental issues, equal opportunity, industrial relations and anti-discrimination

· Relevant industry codes of practice




Statistical analyses may include:
· Short to medium term trend analyses

· Long term trend analyses

· Regulation analyses

· Correlation calculations

· Probability assessment




Sensitivity analyses means:
· Applying what if scenarios to the various options available




Management information systems means:
· The formal systems for collecting, storing and synthesizing information to be used in management decision making




Decision support systems are:
· Management information systems which include some form of computer-based assistance to decision making (expert systems)




Risk management means:
· The process of identification of potential negative events and the development of plans to mitigate or minimise the likelihood of the negative event occurring and/or the consequences in the event it does occur




Quantitative methods may include:
· Linear programming

· Transportation methodology

· Queuing theory

· Dynamic programming

· Simulation




Relevant groups and individuals means:
· Those personnel who have knowledge about the issue being dealt with and the expertise to assist the decision making process




Timely manner means:
· Promptly, and providing adequate time for planning and implementation




Research may include:
· Surveys

· Focus groups

· Individual interviews

· Group interviews




System refers to:
· A detailed description/depiction of how organisations relate to their environments and how they process information through strategic and tactical management to develop actual operating procedures




Communication plans means:
· A structured program for the dissemination of information, and the receipt of feedback information from individuals, relevant to the process or activity




Technology may include:
· Telephone

· Radio

· Television

· Internet

· Intranet

· Print media

· Audio visual media




Corporate knowledge may include:
· Technology

· Copyright

· Intellectual property




EVIDENCE GUIDE





The Evidence Guide identifies the critical aspects, knowledge and skills to be demonstrated to confirm competence for this unit.  This is an integral part of the assessment of competence and should be read in conjunction with the Range Statement




Critical aspects of evidence
· Evidence must be available which tracks a particular problem/issue through the information gathering and analysis phase and arrives at a decision (or decisions) which is/are taken and are disseminated to relevant groups and individuals in the organisation and outside it (where appropriate)

· Evidence should also be available of the development/utilisation or relevant information processing systems, as well as accessing informal information/knowledge from informal networks within the organisation




OHS considerations may include:
· Provision of information about OHS and the organisation’s OHS policies, procedures and programs

· Establishment and maintenance of systems for OHS information records, data analysis and reporting




Underpinning knowledge*

* At this level the learner must demonstrate understanding of specialised knowledge with depth in some areas
· Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

· Knowledge of the Key Result Areas of the organisation and their supporting strategies/plans/objectives

· Statistical techniques for analysing and interpreting data

· Decision systems to evaluate options and take the decision

· Risk management

· Information processing




Underpinning skills
· Networking skills to ensure support from key groups and individuals for concepts/ideas/products/services

· Analytical skills to identify improvement opportunities in relation to the services/products you deliver internally or concepts/ideas in your area of expertise

· Evaluative skills to maintain performance and assess the use of alternative suppliers/contractors

· Operations management skills to utilise quantitative techniques as an aid to decision making

· Communication/consultation skills to ensure all relevant groups and individuals are advised of what is occurring and are provided with an opportunity for input

· Ability to relate to people from a range of social, cultural and ethnic backgrounds and physical and mental abilities




Resource implications
· The learner and trainer should have access to appropriate documentation and resources normally used in the workplace




Consistency of performance
· In order to achieve consistency in performance, evidence should be collected over a set period of time which is sufficient to include dealings with an appropriate range and variety of situations




Context/s of assessment
· Competency is demonstrated by performance of all stated criteria, including paying particular attention to the critical aspects and the knowledge and skills elaborated in the Evidence Guide, and within the scope as defined by the Range Statement

· Assessment must take account of the endorsed assessment guidelines in the Business Services Training Package

· Assessment of performance requirements in this unit should be undertaken in an actual workplace or simulated environment

· Assessment should reinforce the integration of the key competencies and the business services common competencies for the particular AQF level. Refer to the Key Competency Levels at the end of this unit

Key Competency Levels

NB:
These levels do not relate to the Australian Qualifications Framework. They relate to the seven areas of generic competency that underpin effective workplace practices.

Collect, analyse and organise information
Communicate ideas and information
Plan and organise activities
Work with others and in teams
Use mathematical ideas and techniques
Solve problems
Use technology

Level 3
Level 3
Level 3
Level 3
Level 2
Level 3
Level 2

Three levels of performance denote level of competency required to perform a task.

1. Perform
2. Administer
3. Design
Collecting, analysing and organising information – to identify problems/issues requiring intervention

Communicating ideas and information – to develop communication plans for decisions to be taken

Planning and organising activities – to develop and maintain informal networks

Working with teams and others – to ensure the quality and adequacy of the information available for the decision

Using mathematical ideas and techniques – to apply in quantitative decision making techniques

Solving problems – to identify and rectify problems/issues

Using technology – to collect and analyse information and disseminate decisions
Please refer to the Assessment Guidelines for advice on how to use the Key Competencies
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