Collecting workplace information
Task-1

(a) Think about the information that you collect in your job, or as a student.

· What type of information is it?

· How often is it required? (E.g.. daily, weekly, monthly)

· Why do you have to collect it?

· Where can you get it?

· How is this information stored?

· Where is this storage located?
Give five examples. Record your response in a table like the one below.
	Type of information
	How often required
	Reason for information
	Source of information
	Storage medium
	Storage location

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


(b) Is any of this information difficult to get? Why or why not? How do you deal with these difficulties?

(c) What organizational policies and procedures do you follow when collecting this information? Do any of them relate to security and confidentiality?

Task-2

How do you use business equipment and technology to obtain information effectively? Give five examples. Write at least a paragraph for each piece of equipment or technology. Record your answer in a table like the one below.

	Business Technology


	Use

	
	

	
	

	
	

	
	

	
	


Describe how you could improve the way you collect information.
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