Knowledge Capture Questions

Section 1 – General Information

1. What are the role’s main activities?

2. What is the most important knowledge in your current role which is not commonly known by team members?  
3. What took you the most time to learn?  Please also indicate how you learnt these whilst at the Council (any important training, work assignments, informal sharing etc)?
Section 2 – Documentation
4. List the resources (i.e. documents, files, books, databases, systems, websites etc) that are key to getting the job done.  Please also state where they are currently stored.  

	Document 

	Location

	
	

	
	

	
	

	
	


5. If there are written instructions for the processes used in your job please state which processes are documented and where these are located.  

	Processes

	Location

	
	

	
	

	
	

	
	


Section 3 – Useful Contacts

6. Please indicate your key internal contacts when carrying out this role.
	Name
	Title
	Service
	Purpose

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


7. Please also state your main contacts external to the Council when carrying out your role.
	Name
	Title
	Service
	Purpose

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Section 4 – Ongoing Activities
8. Specify the most important activities or projects you are currently working on that needs to be continued by someone when you leave (please include completion dates and colleagues).  
9. What other outstanding issues should be considered?
Section 5 – Lessons Learned

10. When you commenced this role, what do you wish you had been told? 

11. Finally, if you had one day to brief your replacement, what would you discuss?  
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