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Unit of Competency 
Process and Maintain Workplace Information 

BSBINM201A 

 

Unit Descriptor 

This unit describes the performance outcomes, skills and 
knowledge required to collect, process, store and 
maintain workplace information and systems. It also 
includes the maintenance of filing and records systems. 

No licensing, legislative, regulatory or certification 
requirements apply to this unit at the time of 
endorsement. 

 

Employability Skills This unit contains employability skills. 

 

Pre-requisite Units  Nil  

 

Application of the Unit 

This unit applies to individuals who perform a range of 
routine tasks in the workplace, using a limited range of 
practical skills and fundamental knowledge of 
information and information systems in a defined 
context, under direct supervision or with limited 
individual responsibility. 

 

Competency field Knowledge Management – Information Management 
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1.2 Use business equipment/technology to obtain information 

“Use business equipment/technology available in the work area to effectively 
obtain information.” 

Determine the tools available to you 

Business equipment and technology will vary depending on the nature of the organisation and its 

resources. As you educate yourself about information processing, you will become more and more 

familiar with current technology and its place in the role you undertake. There are basic tools that 

are important to understand and more advanced technology will require training and education. 

When developing skills to process and maintain information in the workplace you should be able to 

identify, and have a basic understanding about, the following tools: 

 Word processing 

 Photocopying 

 Faxing 

 Printing and binding documents 

 Answering services and telephone systems 

 Company libraries 
 

 

Exercise 6: Data collection tools 

Select three of the tools listed above and provide a definition and an example of 
how they may be used to collect or process information. 

 Tool Definition Use 

1    

2    
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3    

 

Training 

Many organisations see the benefits of training staff to improve productivity and efficiency in 

systems management. The training may be done in-house by managers or more advanced staff 

members, or you may have the opportunity to attend courses run by experts. JUMP at the chance to 

attend any training/education courses or seminars offered to you as they will help you build your 

skills base and increase your opportunities to advance in the workforce. 

You will most definitely produce higher quality work and become more efficient through training. 

Basic tricks to get the most out of training  

Remember, the skills you learn will help you to collect, process and maintain information more 

effectively and accurately. 

 Take LOTS of notes. 

 Ask questions (don’t be shy!). 

 Ask the trainer if there are any extra study notes available. 

 Practice what you have learned straightaway so you don’t ‘lose’ the information. 

 Move on to advanced courses and keep building on the skills you are learning. 

Training may be available in: 

 Software, such as word processing or accounting packages 

 Information technology, such as database training 

 Office skills, such as speed reading or typing 

 Personal skills, such as how to manage your time, plan a project, work in a team 

There are many different ways to be trained. 

Classes 

Most people think that hands-on training with a good instructor is the best form of training. Classes 

can be held on-site or off-site. Classes can last a few hours, all day or several days. Classes can be 

standardised provided by a commercial training centre or customised classes taught by independent 

teachers. 



Use business equipment/technology to obtain 
information 

Collect information 

 
 

Page 24   BSBINM201A – Process and Maintain Workplace Information 

Tutors or mentors 

Tutoring is very popular in the workplace today. In the case of training for specialty programs, a 

private tutor will often be the most effective source of sharing knowledge successfully. 

Videos 

Training videos are widely used. In general, a video will allow you to follow a set of training and 

instructions and you have the opportunity to stop, rewind, pause and view the material over and 

over. 

CD-ROMs  

CD-ROM courses are generally referred to as computer-based training (‘CBT’). CD-ROMs provide 

many of the benefits of videotapes, but allow you to jump easily between topics and typically allow 

you to delve more deeply into topics at your own pace. 

Web-based Training  

Much training is delivered over the web. You can obtain self-paced training with audio and video 

feeds. You will obviously need Internet access, preferably high-speed access. The advantage of WBT 

is that training can be updated by the provider on a regular basis. 

Books 

Many people still prefer to learn by reading. Books can vary in quality and style so it is a good idea to 

gather a library of hard copy material to review. 

Follow-up training 

Many organisations deem certain staff members as experts on certain programs. There may be 

opportunities to learn from colleagues and share their knowledge. 

Types of equipment and equal access 

The business equipment and technology available to you will vary depending on where you work. As 

you expand your career, maybe moving from one field to another, or within departments in the same 

company, you will be exposed to items of technology that could increase your productivity 

dramatically. 

Types of equipment may include: 

 Computers 

 Scanners 

 Calculators 

 Digital cameras 

 Electronic diary 
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 Collaboration software 

More often than not, computerised tools will be your primary equipment in the workplace where 

information processing is a major task. 

 

 

Exercise 7: IT equipment 

Make a list here of Information Technology equipment (IT equipment) that you 
have used in the past or think could be of benefit to you in your chosen job. 

 

 

Many organisations waste enormous amounts of time and money on equipment and technology 

simply because staff are not trained adequately. Buying equipment is not enough – staff must know 

how to use it effectively and to its full capacity. Don’t forget the important lesson . . . people learn in 

different ways and should be taught in different ways so never give up on educating yourself about 

the equipment you use, just look at different learning options that work for you. 

Access 

Many organisations develop policies to embrace and implement new technology into their work 

processes and ensure all staff members have equitable access and use. Part of using technology is 

that it makes life easier, so it is important that you feel comfortable using tools and that you identify 

areas where their use may be improved. Sometimes you may be able to make suggestions that help 

make equipment safer, more intuitive, or better equipped for people with disabilities. 
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Example 

Jane has begun a new job with a government department. She will be processing 
information and providing reports on the number of people who use public transport in 
five Melbourne suburbs. Jane uses a database as her primary tool and is on the computer 
about 85% of her day. She has trouble with her vision and finds the database difficult to 
navigate through. After speaking to management, Jane's computer is customised with 
software specifically designed for vision-impaired employees and all the screens on her 
computer are enlarged. She extended her right to have some support in the workplace 
and management ensured she had equitable access and use of her equipment as that of 
her colleagues. 

 


