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Candidate Details
[bookmark: _Toc430954218]Assessment – BSBINM301: Organise workplace information
Please complete the following activities and hand in to your trainer for marking. This forms part of your assessment for BSBINM301: Organise workplace information.
Name: 		__Kyla Avila___________________________________________________
Address:	__4/16 Park Road, Nambour, QLD 4560_____________________________
		_____________________________________________________________
Email:		__avilakyla697@yahoo.com______________________________________
Employer:	_____________________________________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below:
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed. We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________
Learner 2:	____________________________________________________________
Signed:		____________________________________________________________
Learner 3:	____________________________________________________________
Signed:		____________________________________________________________


[bookmark: _Toc430954219]Competency Record to be completed by Assessor
Learner Name:		Kyla Avila_________
Date of Assessment:	20/08/19______________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as:
	
	Assessor Initials

	Authentic
	NG

	Valid
	NG

	Reliable
	NG

	Current
	NG

	Sufficient
	NG



Learner is deemed: 		COMPETENT		NOT YET COMPETENT (Please circle)

If not yet competent, date for re-assessment:		____________________________________

Comments from Trainer / Assessor:  good 
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: _Toc430954220]Assessor Signature:		Nicole M Grigg




[bookmark: _GoBack]Observation/Demonstration

Throughout this unit, you will be expected to show your competency of the elements through observations or demonstrations. Your instructor will have a list of demonstrations you must complete or tasks to be observed. The observations and demonstrations will be completed as well as the activities found in this workbook. An explanation of demonstrations and observations:
Demonstration is off-the-job
A demonstration will require:
Performing a skill or task that is asked of you
Undertaking a simulation exercise
Observation is on-the-job
The observation will usually require:
Performing a work based skill or task 
Interaction with colleagues and/or customers
Your instructor will inform you of which one of the above they would like you to do. The demonstration/observation will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. Your instructor will ensure you are provided with the correct equipment and/or materials to complete the task. They will also inform you of how long you have to complete the task.
You should be able to demonstrate you can:
1. Collect and assess information
1. Organise information
1. Review information needs
You should also demonstrate the following skills:
· Reading
· Writing
· Oral communication
· Navigate the world of work
· Interact with others
· Get the work done

[bookmark: _Toc430954221]Activities
[bookmark: _Toc430954222]Activity 1A
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to access product and service information in accordance with organisational requirements.

	Activity
	Identify three common ways to access information within your place of work, and state the common process for doing so, including any organisational requirements that govern the process.

	Method (i.e. computer databases)
	Process 
	Organisational requirements

	Computer








	Ask the manager to search the database on the computer
	Make sure that you have the permission from the manager

	Printed documents

	If the document is in the office make sure to have permission from the manager to go into the office, if the document isn’t in the office you can freely read it.
	Make sure that you have the managers permission

	Through updates and the white board








	Look at noticeboard to see if anything relevant or new has appeared 
	None.











[bookmark: _Toc430791360][bookmark: _Toc430954223]Activity 1B
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to ensure methods of collecting information are reliable and make efficient use of available time and resources and to assess information for clarity, accuracy, currency and relevance to intended tasks.

	Activity
	Consider the ways of collecting information in your organisation. 
Make notes on:

· The reliability of this method
· Does the value of the information warrant the time spent collecting it?
· Do you have the necessary resources to collect information in this way? 




Once you have collected information in this way, how would you ensure that the information is clear, accurate and relevant to the task? How would you analyse the information? Make notes under the following bullet points.

· Clarity
Make sure that I write the information in a clear and concise way that in which someone outside of the organization is able to read it and correctly understand the information.




· Accuracy 
By making sure that it is relevant information that is in the document and that it is true from the source material. 




· Relevance
By making sure that the only the information that needs to be in the document s and that you aren’t going off on a tangent










[bookmark: _Toc430791361][bookmark: _Toc430954224]Activity 1C
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to use interpersonal skills to access relevant information from teams and individuals.

	Activity
	Workplace activity: 

In groups of up to five, take turns to lead a group discussion on an aspect of your business or organisation, including the main topic or type of information that is accessed, organised and assessed within the workplace. This could be any topic as long as it applies to your situation. The key element is to display a variety of interpersonal skills in front of each other. 


Discussion took place on 11/04/19





Make PowerPoint 


· BSBINM301 Skills and Knowledge PowerPoint

























 




[bookmark: _Toc430791362][bookmark: _Toc430954225]Activity 2A
	Estimated Time
	40 Minutes

	Objective
	To provide you with an opportunity to organise information in a format suitable for analysis, interpretation and dissemination in accordance with organisational requirements.

	Activity
	How do the following formats aid effective organisation of information?

	Organisational feature
	How does it aid organisation of information?

	Headers and footers




	The may signpost the document and outline what is being addressed as well as displaying information in a formal way

	Graphics and pictures




	Images may help colleagues, or whoever is exposed to the information, to see information in a concise way. Sometimes it will convey the information far more effectively than describing data


	Symbols




	This may signpost the reader to particular elements of the analysis. Symbols may represent particular parts of the document that could be cross-referenced, and again, keeps it simple

	Legends




	Legends can be used to provide more information alongside a chart


	Software applications




	The software application will depend on your organisation, however plenty of applications are available that can help you organise information. A generic application will allow you to select information, format the data into graphs and charts etc

	Tables and charts




	As aforementioned, this can be an easy way of displaying data. They are easy to use on the above applications and can be displayed in a variety of ways

	Add another of your own:
	








[bookmark: _Toc430791363][bookmark: _Toc430954226]Activity 2B
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to use appropriate technology/systems to maintain information in accordance with organisational requirements.

	Activity
	Choose a technological item, and one of the systems mentioned in the learner guide, to identify how they help maintain information. Refer to organisational requirements in your explanations. 


Technological item (e.g. photocopier, intranet, fax machine etc.) 
Computer

System (information, knowledge or record management)
Computers are the most widely used and can keep up to date with the fast-moving systems of information management. Software that runs on a computer provides an efficient way of storing a large amount of information.
































[bookmark: _Toc430791364][bookmark: _Toc430954227]Activity 2C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to collate information and materials and communicate to relevant designated persons.

	Activity
	What is the purpose of collating information? Draw upon your own experiences in the workplace and how you communicated the information to designated persons.


Collating information, in the context of business, is when you bring documentation together from a range of sources and compare, arrange and organise the documents.
The International Fund for Agricultural Development (IFAD) website contains information on dealing with organisational information. They outline a three-step process describing the ‘journey’ of data. Initially, material, research and statistics are gathered to form data. Once analysis occurs, this data has significance and can be labelled as information. Finally, knowledge transpires when this information is compared and explained.






























[bookmark: _Toc430791365][bookmark: _Toc430954228]Activity 2D
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to identify difficulties organising and accessing information and solve collaboratively with individuals and team members.

	Activity





































	List the possible difficulties that you could come across, in relation to organising information. Offer potential solutions to these situations including the individuals or team members that you may need to collaborate with. 

	Difficulty
	How you could resolve this issue and who you may call upon to solve the issue

	That information gets lost






	Make sure that information is stored correctly, in multiple places, and is easily accessible by everyone in the group

	Information is misunderstood






	Make sure that everyone in the group understand the information and make sure that the information is laid out in an easy to read and comprehensible format.






[bookmark: _Toc430791366][bookmark: _Toc430954229]Activity 2E
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to update and store information in accordance with organisational requirements and systems.

	Activity
	Provide an example of a storage system within your organisation, identifying what types of information you may store and how this adheres to organisational requirements.

We use a hard drive where all of the information is stored, the data can be varied from simple word documents, to spreadsheets, and other bits of information.
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	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to actively seek feedback on clarity, accuracy and sufficiency of information to ensure relevance of information and system and to review the contribution of information to decision making and implement appropriate modifications to collection processes.

	Activity



































	Demonstrate your knowledge of feedback opportunities by giving examples and answering the following questions in the table. 

	Method of giving feedback
	What are the advantages of this method?
	How may this inform decision making?

	Face to face









	Being able to get a timely response.
	By making the person think of their feet.

	Online









	Being able to give feedback and have the person respond when they are able to. 
	This will give you a much more informed response.

	Written









	You are able to get a well-informed response and to be personally addressed. 
	This will make the response more personal and informed.
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	Estimated Time
	40 Minutes

	Objective
	To provide you with an opportunity to identify future information needs and incorporate modifications to collection processes and to document future information needs and incorporate in modifications to reporting processes.

	Activity
	You may discover that further action is needed to improve business protocol. This could occur in a variety of situations and is dependent on your organisation. 

Consider the following issues: 

· Information management (i.e. you may need to provide more information as a business in order to improve and be a more serious competitor). 
· IT system needs. There may be additional systems brought in that require training and management of more resources.
· Business requirements, such as legislative changes. 

Consider one of the above issues, depending on your own experience, and answer the following:

1. What type of information do you need to collect?
What the purpose, does the data need to be segregated, does it need to be secured, does it need to be accessible anywhere in the business ie, on a cloud drive?





2. Where would you access this information? 
I would get this information from the head of the business, or the one organising the updates.





3. How would you document these needs if they became apparent for future improvements? 
By creating a template for the documents so that they can be referred back to when necessary. 









[bookmark: _Toc430954232]Skills and Knowledge Activity
	Estimated Time
	2 Hours

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the foundation skills, knowledge evidence and performance evidence.

	Activity
	Complete the following individually and attach your completed work to your workbook.

The answers to the following questions will enable you to demonstrate your knowledge of:
· Reading
· Writing
· Oral communication
· Navigate the world of work
· Interact with others
· Get the work done
· Legislation and regulations affecting the gathering, organising and distribution of workplace information
· Methods for checking validity of information and its sources
· Organisational recordkeeping and filing systems, security procedures and safe recording practices 
· Workplace policies and procedures relating to workplace information.

Imagine you are going to conduct a seminar for your colleagues, based around organising workplace information. It is your job to provide an in-depth presentation based on the skills needed to organise workplace information effectively. It will combine all the skills and knowledge you have learnt from this unit. You will need to take your colleagues through the processes of accessing, collecting, organising and reviewing information. 

In order to give a credible presentation, you will need to provide resources to help knowledge, such as copies of information sources (databases, records etc.) and you will need to show briefly how to conduct some of the key activities. Remember to refer to legislation where necessary and consider your communication skills. 

Plan a PowerPoint presentation (using this application or something of the equivalent) and any required resources to support your presentation.  
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	Estimated Time
	1 Hour

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the entire unit.

	Activity
	This is a major activity – your instructor will let you know whether you will complete it during class or in your own time.
Attach your completed answers to the workbook.
You must individually, answer the following questions in full to show your competency of each element:
1. Collect and assess information
2. Organise information
3. Review information needs

Answer each question in as much detail as possible, considering your organisational requirements for each one.

1. What kinds of information sources are available to access information?
Computer databases, files, correspondence, invoices, sales records.

2. What factors should you consider, to ensure that methods of collecting information are reliable?
By making sure that the files are constantly checked to make sure that they are following the proper standards, and that the process that they follow is the correct tried and tested.

3. What are the advantages of improving your interpersonal skills in order to access relevant information from teams and individuals?
 They help form working relationships and to ensure that communication is professional and calm. Interpersonal skills also help develop a person’s capability to work with other parties and employees.
4. Describe the process of analysing, interpreting and disseminating information.
Processes may vary between organisations and also depending the systems that the company uses that may differ to your company. The general process involves finding and retrieving information from a manual storage of information or a computer. Companies may decide to share this on small sale by publishing reports and figures so that they can be widely accessed. 
5. How can the effective use of appropriate technology/systems help to maintain information?
Each system or piece of equipment has its own uses and advantages. Bu the general consensus is that the technological items help maintain information easier and is quicker to update rather than using a manual record. 
6. Describe some common difficulties organising and accessing information and how you have overcome these.
That the file has not be stored or named correctly so that I have to either spend more time finding the file or have to get someone else to find the file for me. 
7. Explain some key factors of effective collaboration.
The sharing of perspectives, defining issues and understand the interests and objectives within the group.
8. How do you, or those with the responsibility, maintain up to date information and store the documentation? Explain the process and any particular systems in place.
By making sure that the information is consistently checked to make sure that it is up to date, and if it isn’t by creating a notice about it and making sure that it gets updated as quick as possible. 
9. Identify a time when you have actively sought feedback. What was the method used and how did this enable you to provide more relevant information?
By going to the instructor and asking them for feedback on what needs to be changed and what has been done well.
10. Building on your previous answer, how did this inform future decisions?
This informed future decisions by deciding what style of document I wrote, the context of the document that might have changes, and what information that needs to be included. 
11. Describe a time when information resources were particularly helpful in improving performance management. It could be internal information, networking, and the influence of legislation or other factors.
By getting feedback from the instructor of the assignment I was able to create the assignment quicker and or efficiently as I knew what information wasn’t needed and what information I needed to include. 
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