
A SHORT GUIDE TO
MANAGING

ORGANIZATIONAL
KNOWLEDGE

5 Ways to Manage
Organizational

Knowledge (even when
you aren't boss!)

https://www.cjyoungconsulting.com



Managing organizational
knowledge can be done in many
ways through complex technology

or person-to-person.
 

This guide shares just a few tips on
how to manage organizational
knowledge at all levels. You don't
need to be in a management
position to manage knowledge.

 
As you read this short guide, try to
find one tip that you can implement.
You don't need to announce that

you are "doing" knowledge
management but look at the

responses once you've done so. The
responses may surprise you!

 

NEXT: SHOW YOUR
ORGANIZATION 

WHAT WORKS
WELL.
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Show your organization 

what works well.

If you’ve been through a specific pain
point and came out of the other side,
share with your organization how you
were able to overcome it to the
benefit of the organization.

A pain point can be a difficult
conversation with a customer or other
stakeholder. It can also be a part of a
project or program that you were
involved in that required coordination
with another team. 

Sharing your pain and how you
overcame it helps others to avoid that
pain and can potentially save your
organization time and money. 

 

NEXT: USE A RACI
CHART.

 



Use a RACI chart. 

Identifying who’s Responsible,
Accountable, Consulted, and Informed
(RACI) is an easy way to ensure
knowledge is disseminated to the right
person. Just remember that
accountability cannot be shared while
responsibility can be. 

RACI charts aren't just for projects.
Using them to identify personnel and
their knowledge needs can be done
by creating a simple chart.  

 

NEXT: DON'T KEEP
BAD NEWS TO

YOURSELF.
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Don’t keep bad news to yourself. 

As the saying goes, “Bad news doesn’t
get better with age.” Take a few
minutes to consider who needs to
know what you know and prioritize it,
but also work to have a solution to go
with it.

Whether you lead a team or are on
the team, bring the team into the
discussion since they can help problem
solve and bring various points of view.

Using the tip in #2, use your RACI
chart to guide you to whom to bring
your bad news and potential solution
set. Be honest and don't hold back on
sharing the news.

 

NEXT: CONDUCT A
PRE-BRIEF.
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Conduct a pre-brief. 
 

Pre-brief an event to discuss
expectations of knowledge sharing.
Set your team up for success by
making required decision points or
other toll gates public knowledge.

Include explicit guidance that the
team can take with them so that once
the event has started, they will have
easy reminders of what to tell
someone or what needs to be done.

Over time, for repeatable processes,
this becomes tacit knowledge, but
when something new is incorporated
into the process, it should be
communicated with the team to
prevent surprises. 

 

NEXT: CONDUCT
LUNCH-AND-

LEARNS.
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Conduct Lunch-and-Learns. 

When you have an open event to teach a
skill or share tips and tricks for free, yes,
buy participants lunch, too. The goodwill
goes a long way to ensuring knowledge
isn’t kept in a vacuum. 

Management may not have funds set
aside for internal events such as Lunch-
and-Learns.  If there are no funds for
food or time, hold a Lunch-and-Learn
with volunteer participants during a
designated lunchtime. You should be
open that it is not paid time.

After holding a Lunch-and-Learn, follow
it up with a short email to leadership to
let share what was shared, the
importance of the event, the
participants' names, and the outcomes. 

 

NEXT: CONTACT
ME.

 



Contact
Me
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When you are ready to review or
improve your organization's knowledge
management program, please contact

me at
 

 cjyoung@cjyoungconsulting.com 
 

or set up a call for a free, 30-min
discussion to discuss options of how I can

help:
 

https://calendly.com/cjyoungconsulting
/30mingetttingacquainted


