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Trainer/assessor guide

BSBINM301
Organise workplace information

Welcome to this unit of study

This unit describes the skills and knowledge required to
gather, organise and apply workplace information in the
context of an organisation’s work processes and knowledge
management systems.

It applies to individuals who perform a defined range of
skilled operations in various work contexts. They may
exercise discretion and judgement using appropriate
knowledge of information management to provide
technical advice and support to a team.

It may be undertaken as:

»» part of a formal qualification nationally recognised
through the Australian Qualifications Framework (AQF)

» astand alone unit

» part of a formal skill set

© smallprint owns all copyright on its products as detailed in the Copyright Act 1968.
It does not issue licenses for reproduction of this material.



Contents

AbOUL this trainer/ass@SSOr SUIE ........occevieeiriieeirrieeireeetrreeteeest e te et ssees e e seses e seessessaesssessassesssesseessessensnessansnes 4
LEAINING FESOUICE.......eiieiiiieieiteete et et e et st e e st st e s et s et e st e s e st e e e e s sat s b e s ea e e e at e e st e e ate s s e s ent e s s e e st esssasntesanesstasnnesssasensess 5
Topic 1: Collect and assess INFOIMATION ...cc.eiiiririeie ettt sttt sttt b e b st b et esesbesbensen 5
Product and service iNfOrmMation ..ottt 5

Reliable methods of collecting information and efficient use of time and resources .......c.ccceceveveriereeeennnn, 9

Clarity, accuracy, CUrrenCy and FEIEVANCE .......ccvevveiriirenieieeresieste et be st sbe e te e sesbesbe s esessesbensenessessessenes 11

Using interpersonal skills t0 acCess iNfOrmMation .......cccvevirieiiirinieiesereee ettt 15

Check YOUT UNAEISTANGING ....coveviirieieiertinieietetertee ettt ettt st b e bbb bt e st e bbb et ebe s b e b et esesbesbenseneenis 17

TOPIC 2: Organise INFOrMATION ....iviieiiiieteceete ettt ettt se et e be st et e e e b e st e sse e eseebessasaeseesessenseneans 19
Organising information in a format suitable for analysis, interpretation and dissemination ..................... 19

Using appropriate technology/ systems to maintain information ........cceevevvninennenenereeeeeeesee 29
Collating information and materials and communicating to designated persons........ccceceeevevvererenenennene 32
Identifying information difficulties and solving them collaboratively .........ccccvviveceiniineneseseeeseen 34
Updating and Storing iNfOrMation . ......coiiviieiiinieieieeseset sttt st sttt st sae e ebesbesaeseesasbessensenee 36

Check YOUT UNAErSTANGING ....coovirieiiiririeieteesiete ettt sttt ettt st ettt sttt e st e be st et e st ebe st e bensenesbesbensensenes 41

Topic 3: Review iNfOrMation NEEAS ..ottt sttt et be sttt e be st e e s b b e nee e ne 43
Seeking feedback on clarity, accuracy and sufficiency of information ........cccecevvvenevevniinenecceeeeenee 43
Contribution of information to decision making and modifications to collection processes ........ccccecene.. 47
Identifying future information needs and modifying collection ProCesses .......c.coevvvrenerieerenenieneeesennes 50

Check YOUT UNAEISTANGING ....coviviirieieiertirieietri ettt ettt ettt st et b s bbb e st e b s b e b et ebe s b e bentenesbesbenseneens 53
RTINS . ..ttt ettt b bbbt st b ettt bbb st s beb e st b e stk e bt b e bt b e st ke b et b e Rt eb etk ene et enet e b et ebene 55
ASSESSMENT WOTKDOOK ...ttt e bbb b e b st e b s st et et st st st st st e 57
UNIE INFOIMIGTION .ttt ettt st s b et b s bt n b e e er et snenennes 59
What is competency-Dased aSSESSIMENT?......ccviiririieie ettt st sttt be b e ene 60
How Will My COMPELENCY D @SSESSEA?....ouiiiiierieeieete ettt sttt st ettt st et st sbe et e besbesatensenbesanensenses 61
ASSESSIMENT ZIEEIMENT ...ttt sttt st s e sttt sae e et e et e s bt e b e et e e b e e be e bt e saeesbeeabaesbeesaeesaeesmeeensesmsesanesnneensens 62
FOUNdation SKillsS CRECKIIST.......cuirieiiiiciiece et 63
SKillS FECOGNILION.....eeeiieeeteeertecerrteee et rtes e reee st e e st e sae st e s e sstes e ssaes e snessesssesasssssssnsssesssessesssesssessasssessesssessesssessesnees 64
Topic 1: Collect and assess INFOIMATION c..c.ciiiiririiiireer ettt st s be sttt s st e s b b ne e 65
TOPIC 2: Organise INFOrMATION .....ccueiiiriieie ettt sttt sttt s b e sttt b s b b et be e b st e e eseebesbeneenene 66
TopiC 3: REVIEW iINfOrMAtION NEEAS .....iviieieieesieeee ettt sttt ettt et e e e sesbesbe e eseebesbasseseesessenseneans 67
KNOWIEAZE QUESTIONS ...ttt ettt sttt et st e et s st s s st s e s st e st s s et s ne s st sene st eesesstesnesnsesssensess 68
Topic 1: Collect and asseSS INFOIMATION c..c..iiiiiviietriseee ettt sttt e et st e st e e e besbesse e esesbenseneens 69
TOPIC 2: Organise INFOrMATION ....iieiiiriiee ettt sttt eebe st e st e e esesbesbenaesesbesbenseneans 74
TopiC 3: ReVIEW iNfOrMation NEEAS .....c.ivi ittt sttt sttt st s b e st et e be st et e sbesbenae e ene 80
Topic 4: SPecific KNOWIEAZE EVIARNCE ..ottt ettt sttt e sa e be b e ne 84

LT oLy g F= T Lol I - 1] LT 85
Third party evidence cOlleCtion @BrEEIMENT .....c..ccueiririnieerereeee ettt sttt st et e sae e be b e ne 86
Topic 1: Collect and asseSS INFOIMATION c..c.vciiiiviieeei ettt et e et st e st e e e besbeseseesesbesenens 87
TOPIC 2: Organise INFOrMATION ....icieiiiriiete sttt st st e et st e st e e be st e ste e esesbestenaesesbesbenseneane 90
TopiC 3: ReVIeW iNfOrMation NEEAS .....c.iviiiiirereeere ettt sttt sttt et s b e sttt ebe st e e e s besbenee e ene 93

BSBINM301: Organise workplace information (Trainer/assessor guide)
© smallprint V5 Jul 2019



COMPIELION FECONM......eiiiiiieeereeeeert ettt st e st st e s et st e s sae st e e sae s e st e e s e s st e b asntesssassnsesssesstasssessssesnsesssssennens 96
U MAPPING ettt sttt ettt e st s a e st st st et st et sbe st senesat s st sat e st srb e ntsrnesntsnsesntestsnsentsnesntssanns 97

Trainer/ aSSESSOI USEI INSTIUCLIONS........uuueeeiiiieeeeeeeeeeeesseeersreseeereeeeeeeessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnns 99

BSBINM301: Organise workplace information (Trainer/assessor guide)
© smallprint V5 Jul 2019 e



About this trainer/assessor guide

Learning resource

The learning resource is divided into the following topics:
»»  Collect and assess information
»»  Organise information

» Review information needs

Each topic provides information to help you gain the skills and knowledge required to perform the work tasks to which they
refer. Read the information and practise the skills described. You should also take the opportunity to undertake additional
independent research. Your trainer/assessor may also provide supplementary information including interpretation of the

contents of this resource.

At the end of each topic is:
»  asetof true or false questions

»»  aset of multiple choice questions

These questions provide an opportunity to check your understanding and progress. They are self-marking and do not form

part of the assessment for the unit.

Assessment workbook

To have this unit recognised as a formal qualification you need to have your skills and knowledge assessed. The assessment
workbook provides:

»»  information on competency-based assessment

»  instructions on how you will be assessed

»»  assessment tools to assess your competence

»  instructions on how to complete the assessment tasks within each assessment tool

To be assessed as competent you need to provide evidence that you have the skills and knowledge to undertake the
requirements of this unit. This assessment of competency is made by a qualified trainer/assessor from a registered training
organisation. You must complete all the assessments as directed by your trainer/assessor to the required standard. It is not
necessary to work through the guide in the order in which it is written. However this is at the discretion of your trainer/

assessor.

Disclaimer

Information contained in this resource is drawn from sources believed to be reliable. The firm, its employees, agents and
contractors do not warrant the correctness of the sources used and accept no responsibility to any person for any errors or

omissions or for any loss or damage howsoever caused from the use of this resource.
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