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Assessment 4
1
i) The objectives of an effective training programme are:-
1. To help employees develop skills and improve their performance.
2. To help employees have a better chance in an organisation ensuring that their HR requirements are met.
3. Having already acquired these new skills and once promoted or transferred they will become competent much quicker and increasing the productivity of the new section sooner.

ii) Training needs in an organisation should be assessed as follows:-
1. Discuss with the relevant people to what the employees training needs are.
2. Prepare and issue a survey out to employees making sure that it asks about what training they think they need.
3. Arrange for a focus group to be formed to brainstorm ideas with employees.
4. Meet with the employer to discuss the survey and the outcomes of the focus group. 
5. Produce a training plan to the employees and employer’s needs and roll it out to the employees.

iii) The essential steps involved in the training process are:-
1. Find out what the company’s needs are.
2. Assess what the employee‘s requirements are.
3. Select what training is required.
4. Select which employees need the training.
5. Pick the training methods and how it is going to be delivered.
6. Train the employees.

iv) A few of the many training techniques are:-
1. On the job training which is delivered whilst the employees are doing their job meaning no time is lost whilst training.
2. Lectures which train people on a verbal basis and can do a group all at one time which is cost effective.
3. Role Playing and simulation, this technique enables employees to learn from realistic decision making scenarios and is also cost effective.

v) Training programmes benefit an organisation by:-
1. Improving the employee’s performance can also improve productivity for the organisation.
2. Training employees can improve staff retention as with their new skills they can go for internal promotion instead of the costly amounts of recruiting somebody new.
3. Productivity and quality can also be improved with a good training programme enabling the business to work more efficiently and accurately reducing wasted time and materials.

vi) [bookmark: _GoBack]    The difference between Training and Development is that training means to learn new skills and increase knowledge for doing a certain job and is concerned with maintaining and improving a current role and centred around the role, whereas development  means to grow an employee in all shapes and attitudes and is more career centered than job centred.  Development also assists the employee with skills for their long term future rather than just for their current role.


Activity

Training programme for six employees in my organisation.

We are bringing in a new software system so all six of my employees need training on it. Listed below are the training needs for these employees.

a)
1. Jason – needs training on 70% of the new system.
2. Sarah – needs training on 40% of the new system.
3. Bob – needs training on 40%of the new system.
4. Mick – needs training on 40% of the new system.
5. Chris – needs training on 40% of the new system.
6. Joe – needs training on 40% of the new system and is new to the office so needs training on all other software packages.

b)
Areas to be focused on for training.

	Module

	Jason
	Sarah
	Bob
	Mick
	Chris
	Joe

	Contracts

	X
	X
	X
	X
	X
	X

	Purchases

	X
	
	
	
	
	

	Sales

	X
	X
	X
	
	
	

	Sub 
Contractors
	X
	
	
	
	
	

	Payroll

	X
	
	
	
	
	

	Nominal

	
	
	
	
	
	

	Cash
Book
	
	
	
	
	
	

	Document
Management
	X
	X
	X
	X
	X
	X

	Purchase
Orders
	
	
	
	X
	X
	X

	Works
Orders
	X
	X
	X
	X
	X
	X




Joe will also need training on the following systems.
a) Docuware – Signing invoices, storing and enquiry.
b) Cypher – raising tender quotations.
c) Labour Planner – Update planner as to where his employees are working.


The training procedure will be as follows:-
Dawn will be doing the new software training. This will be done over two ½ day sessions.
The first session will consist of Sarah, Jason and Bob who will be taught how to use four of the modules, once completed Jason will have a one to one session on the other three modules.
The second session will consist of Mick, Chris and Joe who will be taught how to use the four modules they will need.
Training manuals will be available online for them to download and use as needed.
Dawn will also be on hand most times to assist with any problems.

Regarding Joe’s other training needs he will have to have one to one training as soon as possible as follows:-
a) Docuware – Dawn to train.
b) Cypher – Paul to train.
c) Labour Planner – Darren to train.
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