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Trainer/assessor guide

BSBRES401

Analyse and present research
information

Welcome to this unit of study

This unit describes the skills and knowledge required to
gather, organise, analyse and present workplace
information using available systems. This includes
identifying research requirements and sources of
information, applying information to a set of facts,
evaluating the quality of the information, and preparing
and producing reports.

It applies to individuals who are required to apply their
broad knowledge of the work environment to analysis and
research tasks, evaluate information from a variety of
sources and apply solutions to a range of unpredictable
problems.

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: Gather and organise INFOrMATION .......coivuiiiiririieter ettt sttt ettt sesesbesbeneen 5
INFOrMALION FOMMALS ...oiiiiiiieiiic ettt 5
ACCUIACY AN FEIEVANCE ....oeiiieiieieeieetee sttt sttt sttt e st st et e b e s bt et et e s besa b et e besbesabensesbesaeensensessesasensens 10
Methods of cOlleCting INFOIMATION .....cccoiviiiiiiireeerere ettt st e b e st st e e esesbeseensenean 17

Online research and non-electronic sources of INfOrMatioN .......coccerirenieininee e 22

USING DBUSINESS tECNNOIOZY . .eviiiriiieieerereeee ettt sttt st st et b s b sttt b e st et et ebesbesaeneeneas 27
Updating, modifying, maintaining and storing information........c.ccecevineneininineeeesesreeeesese e eeeseees 33

Check YOUr UNAErSTANGING ....covvirieieiririeietsestee ettt st ettt s e e e st st e st e s eseebe st e sessesesbabensesessessensansoses 39

Topic 2: Research and analyse iNfOrmMationN ..ottt sttt bbb 41
Defining reSearch ODJECLIVES ......coivv ettt sttt ettt s b e st b e st et e e ebesbeseeneeneas 41

Valid and relevant reSearch STrateEieS. .. ...ttt sttt st sttt st et et e st sbe s s esbene 44

Key words, phrases and BOOIEaN OPEIratOrS .......cuvivieiririnieieesesieieestestessesesessessessesessessessessesessessensessssessenses 46
MEthOdS Of AATa ANAIYSIS....ccviiririiieieirereeerer ettt sttt b e st e st et ebe st e ste st e st sbesbesbeneesesbessensenens 55
JUSTITIEA @SSUMPLIONS .ttt sttt s b e sttt st st b e s b b e e e st s b e st e e et e be st e e enene 63

Check YOUT UNAEISTANGAING ....ccviierieriieietiereetese sttt sttt sttt et e b e sbe s st e besbesbe et enbesaesasensensesaaensenses 65

TOPIC 3: Present iNfOrMAatiON ..ottt sttt et se et st st e e e b e sbe st e e esesbestenaesesbesbenseneane 67
RECOMMENUATIONS. ...ttt ettt sttt b et b bt n b n et sarenes 67

REPOIT FOIMNAES ...ttt ettt et b s bbb s b st et e st e b st et entebesb e te e esesbesbenbeneebesbenseneenens 70
Reporting and distributing research fiNAINGS .......ccooveieiriniiiereesree e sa e benaes 73
FEedDack 0N FINAINGS ....ooiiiieiriseee ettt sttt ettt et ebe st e s te s esesbestenseneesestessansenens 74

Check YOUT UNAErSTANGING ....cocovivieiiiriirieieteiesiete ettt sttt ettt sttt b st b et e st ebe st et e st ebesbebensesesbesbensensenas 77
RETEIEINCES ..ttt bbbt b et 79
ASSESSMENT WOIKDOOK ..ottt ettt ettt s ae st st sb st s b e st saesatsnesabentsnsanns 81
UNIE INFOIMIGTION ettt ettt b et b e b b et b st a b e b et b be e ebenesbeneees 83
What is competency-Dased aSSESSIMENT? .....ciiiririieierete ettt s b et e s be st et besbe e e ene 84
How will My cOmMpetenCy D aSSESSEA? ...ttt sttt sttt be e e 85
ASSESSIMENT AZIEEIMENT ..cutiiiieiterttertterte sttt e st e st e ste s bt st e eabe e besbeebe et eebe e beesbeesbeebe e saesseesabesaeesaeesnsesasesasesasesnsenns 86
FOUNAAtioN SKillS CRECKIIST....coveiiieeeeecee ettt e 87
SKillS FECOGNITION......eieeeiiieeeeitreeeet ettt et et e st st e s see s et e s sae s et e s saes st esssasentassnasossasssesestassnesnsassnessssesssessasesssessanes 88
Topic 1: Gather and organise INFOrMAtiON .......ovieiiininieteeeee ettt sttt st st a e be b e s ens 89
Topic 2: Research and analyse iNfOrMationN ..ottt st sttt st 90
TOPIC 3: Present iNfOrMATtION ..ottt sttt sttt e b e sttt b s b st st e bt e b st e e e e ebesbeeenene 91
KNOWIEAZE QUESTIONS .....ceeeeeirieeireeeteeestecee sttt es st etes e se st e st s a e st s ses st s se st s sesssessesnsassssnsesstessesssessesssesseesesnsessens 92
Topic 1: Gather and 0rganise INFOrMAtION .......cocviiiirinierreee ettt sttt s be e 93
Topic 2: Research and analyse iNfOrMatioN ...t ettt a e ene 101
TOPIC 3: Present iNfOrMAtioN ...ttt s e b e b e e eseebesbe s eneesesbenseneeneane 106
Topic 4: SPeCific KNOWIEAZE BVIAENCE....c.ivuiieiiriiieietetretee ettt sttt s b s bt s s b st e e e e ene 111

BSBRES401: Analyse and present research information (Trainer/assessor guide)
© smallprint V5 Jul 2019



Pl OIIMANCE TASKS...ciiiiiteeeiiiitieeiicctrreeeeesreeeeeesssseeeeessssaeeesessssseeesssssssseessssssseessssssssesssssssssesessssssseeesssssssessesssssseessssnns 112

Third party evidence cOlleCtion agrEEMENT ......civiiriririeiereree ettt st et sbesbe e e e enene 113
Topic 1: Gather and organise INFOrMAaTION .......coiviiririreierree ettt sbe et be e 114
Topic 2: Research and analyse iNfOrMationN ......o.cceeirireieree ettt st 116
TOPIC 3: PresSent iNfOrMAtiON ..ottt a et e st et e e e se st e b eseeseebesbanseneesesbessenseseesenss 121
COMPIELION FECON....uieiiiieeetrtecrtec ettt ettt s r e st ae st s ae st s st s b e et s b e st senesatsene st e st srnentsssesntsnsesatenns 124
Unit mapping and assesSMeNt ChECKIIST ........cc.cieeirereeeeeeereerecrer ettt s see st sne s s ne s e e nesmnenne 125
Trainer/ assesSSOr USEr INSTIUCLIONS .....cocvviiiiiiiiiiiiiit ittt st ae st b st ssbe st s sae st s sbesae bt ssaes 127

BSBRES401: Analyse and present research 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:
»»  Gather and organise information
»»  Research and analyse information

» Present information

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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