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Major Activity 
1. What kinds of information sources are available to access information?
· Computer databases (e.g. library catalogue, customer records)
· Computer files (e.g. letters, memos and other documents)
· Correspondence (e.g. faxes, memos, letters, email)
· Financial figures
· Forms (e.g. insurance forms, membership forms)
· Invoices (e.g. from suppliers, to debtors)
· Personnel records (e.g. personal details, salary rates)
· Production targets
· Sales records (e.g. monthly forecasts, targets achieved).

2. What is the purpose of organisational requirements, in relation to accessing information?
To ensure that the credibility of the company is upheld by employees following these organisational requirements and ensuring that employees are handling information correctly. 

3. What factors should you consider, to ensure that methods of collecting information are reliable?
· Checking research provided by others
· Checking written material including referrals and client files
· Individual research
· Interviews with colleagues/customers
· Observation and listening
· Questioning (in person or indirect) 

4. What are the advantages of improving your interpersonal skills in order to access relevant information from teams and individuals?
Interpersonal skills help you to develop better relationships with colleagues. By having a positive relationship with work colleagues opens up a greater opportunity to collaborate with others in the workplace and discuss certain things you may not be sure on and need a second opinion. By having a negative relationship with colleagues makes working uncomfortable and colleagues will not want to help you. 

5. Describe the process of analysing, interpreting and disseminating information.
The process of analysing, interpreting and disseminating information is as follows: 
1. Analyse
Once information has been identified, study the information and ensure that it relates to your task and that the information you have received is reliable. 
2. Interpret
To interpret information is to form your own understanding of the information. In this step you must come to a clear understanding of the information you have received and understand how it will be applicable to your task. How are you going to use this information and how is it relevant to what you are doing are good questions to ask yourself when interpreting information. If unsure of your own interpretation, collaborating with colleagues is a great way to hear other ideas that you may not have thought of. 
3. Disseminate
[bookmark: _GoBack]Once information has been completely analysed and you have a solid understanding on it and you know how you are going to use it, you are ready to apply the information where relevant. 
6. How can the effective use of appropriate technology/systems help to maintain information?
Effective use of appropriate technology/systems can help maintain information and make things easier and faster and can reduce the stress of tasks

7. Describe some common difficulties organising and accessing information and how you have overcome these.
When our software is in use by too many people at a time, it can log users out and they cannot log back in, which therefore we cannot access information. A solution to this can include collaboration with a colleague. 
8. Explain some key factors of effective collaboration.
· Share Perspective – Discussing opinions and perspectives with colleagues
· Define the issue  
· Identify the interests – share different perspective in order to reach a mutual conclusion
· Generate options – come up with multiple methods for a solution
· Develop a fair standard or object criteria for deciding 
· Evaluate options and reach an agreement 

9. 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.
Firstly, we store all information on the software we use called Simpro.
After the information has been archived on this system we print out a physical copy of all the information online and we put them in manila folders which we then store in our warehouse in numerical order. 

10. 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?
Whilst using interpersonal skills I requested feedback from my colleagues to see how I completed a task and if there was anything I could have done different to improve the quality of my work. 

11. Building on your previous answer, how did this inform future decisions?
By acting with regards to the feedback I received from my colleagues informs my decision making in a positive manner. I would think about their feedback when making decisions to provide quality outcomes. 

12. 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.
A time when information has been particularly helpful to me has been when clients have called asking for what has been done on a particular job. By our effective use of organising information into our software, made my being able to access and locate the relevant information quickly and therefore giving a prompt answer to our client.  

