
TARGET GROUP
This skills programme is designed for the 
public sector and is aimed at:
•	 all individuals, especially those 

who manage information and 
knowledge and who are involved in 
organisational transformation and 
change management;

•	 public officials who are seeking to 
develop a career pathway towards 
becoming accomplished public 
management and administration 
specialists; and

•	 department and organisation 
managers.

BENEFITS
The benefits of this skills programme 
include:
•	 the ability to ensure that information 

is timely, accurate, comprehensive, 
relevant and available when it is 
needed;

•	 improved administrative procedures 
regarding the recording and 
maintaining of information;

•	 the ability to recognise human 
capital that will determine the 
organisation’s productivity and 
reputation; and

•	 understanding of the interaction 
between tangible and intangible 
assets in the creation of value.

ABOUT US
Pro-Active College excels in the 
education, training and development of 
public and private sector officials. With 
its strong focus on practical workplace 
skills, Pro-Active College strives to 
facilitate measurable improvements in 
the productivity of client organisations.

Contact Us
0861 727 726

info@pscollege.co.za

www.proactivecollege.co.za

FREEDOM THROUGH KNOWLEDGE

INFORMATION AND 
KNOWLEDGE MANAGEMENT
This skills programme provides the learner with the 
knowledge, skills, attitudes and values to participate in 
information and knowledge management.

Unit Standard
Aligned

SETA
Accredited

Outcomes
Based

Designed and developed by Pro-Active College, this 
skills programme is aligned to the unit standards:
ANALySE, INTERPRET AND COMMUNICATE INFORMATION
(US: 120304)

NQF Level 5
9 Credits

APPLy PRINCIPLES OF KNOWLEDGE MANAGEMENT TO 
ORGANISATIONAL TRANSFORMATION
(US: 115405)

NQF Level 5
10 Credits



Programme Outline
Learning Unit One
Collating and Categorising Information
•	 Collating information
•	 Minimising impact
•	 Capturing data
•	 Storing data

Learning Unit Two
Analysing Information
•	 Using data analysis techniques
•	 Applying analytical techniques
•	 Descriptive measures
•	 Anomalies

Learning Unit Three
Developing Conclusions and Recommendations
•	 Applying interpretation methods
•	 Drawing conclusions

Learning Unit Four
Communicating Conclusions and Recommendations
•	 Presenting information
•	 Organisational requirements

Learning Unit Five
The Essential Elements of Knowledge Economy
•	 What is knowledge economy?
•	 The knowledge organisation
•	 The knowledge worker

Learning Unit Six
The Essential Features of Human Capital
•	 The characteristics of human capital
•	 Organisational transformation and management of change

Learning Unit Seven
Structural Capital 
•	 The features of structural capital
•	 Structural capital in a generic organisation
•	 Knowledge management in the public sector

Learning Unit Eight
Customer Capital 
•	 What is customer capital?

PROGRAMME OUTCOMES
On completion of this skills programme, 
learners will be able to:
•	 select the collation method based on 

required analysis;
•	 capture and analyse data using 

analysis techniques based on 
information required;

•	 record variations and anomalies in 
accordance the prescripts of the 
methodology;

•	 act upon anomalies without 
compromising the validity of the 
analysis;

•	 derive conclusions from a logical 
interpretation of the information;

•	 provide a valid analysis as an 
addendum to the report to support 
assumptions made;

•	 analyse the essential elements of 
knowledge economy;

•	 identify the essential features of the 
human capital in an organisation;

•	 provide an analysis of the structural 
capital in an organisation;

•	 indicate how an organisation uses its 
customer capital;

•	 establish the relationship between 
intellectual capital and knowledge 
management; and

•	 demonstrate the potential relationship 
between knowledge management 
and organisational transformation.

ENTRy REQUIREMENTS
The credit calculation in the relevant unit 
standards are based on the assumptions 
that learners:
•	 are competent in communication 

(NQF level 4) and computer skills 
(NQF level 4); and

•	 possess a Further Education and 
Training Certificate or equivalent 
qualification. 

DURATION
Five day contact session combined with 
practical workplace experience.

PORTFOLIO OF EvIDENCE
To be declared competent in these unit 
standards the learner must be assessed 
by a registered assessor and be found 
competent in the following:

Formative Assessment
Consisting of classroom activities on which 
the facilitator will give feedback.

Summative Assessment
This assessment consists of workplace 
assignments and questions. This must be 
the learners’ own individual work.


