Page 1
Graham Randolph Clark
Student # 2145
Assignment # 1 

[image: BOLC_Logo]                                                                  
   Assignment Cover Sheet





	Student Name:
	Graham Randolph Clark

	Student Number:
	2145

	Course:
	Human Resources Management Course (Level 1

	Assignment NO:
	2



Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	Please insert your completed assignment (in word format)  here:  
1. What should be the objectives of an effective training programme?

The requirement for better productivity in the organization has turn out to be globally accepted and effective training of its staff is one option to achieve it. Training is all about enhancing knowledge and skills of staff performing specific jobs which also involves developing their skills in all aspects for the benefit of them as well as the organization. Almost everybody comprehends the importance and the benefits of employee training. Properly completed, training can create good results by making staff to be more efficient, increase productivity, revenue and reducing cost and waste. Effective training can create a satisfied and happy workforce, which mitigate the turnover and costly recruitment. Therefore, objectives of an effective training programme need to specify that significantly something active occurs and should link to the actual competencies that the staff need to be further successful at their jobs. The objectives of an effective training programme should be to provide the staff of the job related knowledge for better performance. to encourage change in the attitude of the staff towards the organization and fellow staff members, to enhance productivity and efficiency of the staff, to reduce cost, to manage and use available resources, minimize wastage and time in order to increase profitability and growth of the company, to mitigate the learning time of new staff so they learn quick more cost-effectively, to create awareness on Health and safety regulations and to mitigate health risk at the work.
2. How the training needs are assessed in an organization
Every company probing into training and development of the staff should initially study and identify properly and evaluate the required training. This certainly the most significant aspect that assists to address the weaknesses between the current training and future training requirement. There are a three important training related needs and assessments processes to identify the essential training requirement at any company. They could be described as the industry related needs, job related needs and the task related needs. Surely employees of the company should have a fair knowledge of the industry yet this need to be improved by way of training. This need surely derives as to how the company fits to the industry and how competitors influence the industry. Job related needs have direct influence to the job and is a function of the organization. The objective of this need is to enhance the productivity of the job itself. It is important to identify the aspects of the job that it corresponds to, either related to managerial position or on the job training requirements. The need of a specific part of the job is related to a task. There is a combination of tasks that involves in a job on a daily basis. In certain instance some aspects of the job performed is not up to the required standard which affects the efficiency and the productivity of the employee and the 
organization. Therefore, there are many methods used to evaluate the training needs in an organization. In a company’s perspective the evaluation is concentrated on the effectiveness of the entire organization. The objective is to spot inconsistencies disclosing the knowledge and skills needed to link the gap. In this instance factors such as economy, new law and environmental policies and workforce demographic changes are taken into consideration in the analysis. In this evaluation it will reveal with section of the company needs training to seal the gap once implemented. In the task perspective the evaluation gathers information about specific job functions. The study discovers important task, proficiencies and skills that is needed to carry out the job efficiently. It essentially clarifies if there are any flaws between the current competencies and of those needed for enhanced performance. Questionnaires, detail job description and skill level analysis are based to identify training needs. There are also individual assessments done in companies to ascertain the current skill level and qualifications and the ability of learning of their employees thereby determine their level of performance. This assessment indicates which staff needs training and the type of training needed whilst discovering the strengths of the staff and the areas for competency development. All of these training needs could be identified assessed thru surveys, observations, interviews, past performance, workshops or meetings and secondary data. Overall the company determines that training is needed when there are gaps between the existing performance and the desired performance. The figure 1 below depicts the systematic approach to training.





Figure 1 Model of systematic approach to training
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Source:  www.undoc.org/pdf/india/publication/guide_for_Trainers/03_systematicapproachtotraining.pdf 

3. Outline the essential steps involved in training process
A methodical step by step procedure is used to build an effective training programme.it is difficult to be successful if you are not aware of what you are trying to accomplish. Following are some of the important steps involved in the training process:  
3.1  Working towards the Company Objectives 
Training programs should always meet the company objectives and the anticipation of the participants. Any company will have a well-defined set of objectives and strategies to direct and drive the company forward. Hence, a well-structured training program suiting the companies’ objectives and the strategies has a higher prospect in enhancing productivity and reaching goals that are set in the training exercise.  
3.2  Training Needs Assessment 
This assessment will give information on the required training on skill development of all employees. Training needs assessment could be done by analysing three major areas; the company as an entirety, the job aspects and the requirements of the employees. By doing so it will give answers to questions like who needs to be trained? Which area is training needed? In order to be more productive what should the employee learn? The training needs assessment should commence by evaluating the present status of the company how things are done, what is done best and the capability of the staff to complete the tasks. It also important to assess if the company is financially committed to support the training program. 
3.3 Identifying Gaps
It is important identify exactly where training is needed. It is not practical to implement a training program without identifying the gaps between the existing and the requires level of skills, knowledge and attitude. Gaps comprise of differences between what the company anticipated and the actual productivity. Probably the best way to identify these gaps by an internal audit and a skills inventory which can help ascertain the current skill level of the employees and the required skills for better performance.
3.4    Agreement on Training Objective. 
Once the training needs assessment is done it will identify the gaps and the required training. These gaps must be studied and prioritized to be in agreement with the companies training objectives. Identifying training needs provides the opportunity to formulate objectives. These objectives should clearly indicate what attitude or skill will change as a result of the training and the missing the company.  The aims should help employee to move higher from where they are now and where the company want them to be in the future. Latham and Locke (1979) stated that ‘people perform better when they have specific and challenging but reachable goals’.
3.5  Selection of Trainees
Once a decision is made on the required training and where it is required it is crucial to carefully select who should be trained. It is vital that the selected employees are motivated by the training program hence, it should be designed to be comfortable and enjoyable so that they learn fast to be effective and efficient. 

3.6   Choosing training methods
Selecting the appropriate training method is crucial in planning an effective training programme. There are two broad based training methods; on the job and off the job training methods. On the job training method provides the employee to be train whilst performing their job so that they learn without losing much time. In order to achieve good results in this training process a proper plan should be developed to comprehend what should be taught and the staff should be notified of the details. A periodic evaluation method should be implemented to monitor the progress. These methods basically are orientations, internship, apprenticeship, cross training, demonstration and coaching. Off the job training usually deals with discussions and conference, lectures, case studies, Role plays, class room learning activities, Special study course and online or E-Learning. Thought these methods are costly they could bring about change.

3.7  Implementing and administrating the training
The program come to life in the implement stage of the training. At this stage a decision has to be made should the training be in house or coordinated externally. After planning the training program, it is necessary to administer it to the chosen staff. It is crucial to monitor that the proper location, facilities, accessibility, comfort, equipment and timing is set before the training begin.

3.8   Evaluating the training program 
The training should be evaluated frequently during the training period. All stakeholders should be appraised by comparing the newly learnt skills with skills outlined by the objectives of the training program to determine any flaws in the program and adjustment done in order to facilitate the program to meet the quantified goals. Feedback from all stakeholders should be obtained to ascertain the effectiveness of the program and the instructor and the knowledge and skills acquired. This feedback could be used to analyze improvements needed in all aspects for future training. 
4 Job training techniques
There are several techniques used in organizations to train its employees on a new job or task. They are no the job training, job mentoring and job rotation. 
4.1   On the job Training method 
This method permits the employee to learn the job while performing the specific task. This can be a structured or unstructured hand on type training where the employee observes and learn how to perform the job. There are advantages as well as disadvantages in this method. The advantage being immediate feedback on performance and quick recovery if not performed as desired. The disadvantage could be disrupting of the workflow pace and slowdown on production.  
4.2   Job Mentoring 
This employs an experience coach to supervise the trainees learning experience and performance. The mentor will merely instruct and advice the trainee of the job but will not perform the task together. The trainee will learn the job at the start and may consult the coach for assistance any time. This method is most suited for management trainee programs and works well with staff who have been promoted across ranks. The advantage here is that the coach is always available for assistance’ and the experience of the mentee grows within the organization.
4.3   Job Rotation 
This method is used to teach employees how to perform various jobs or tasks over time within the organization.  The employee will be rotated to perform various jobs within the company which is irrelevant to his primary job. The advantage in this process is that the employee learns new skills, open new opportunities within the organization, decreases staff boredom, increase employee interest. However, there are disadvantages as well. The staff may be dis satisfied with the rotation if moved for a longer period of time thereby lessening moral and disrupting workflow as they learn new task.  

5 How do training programs benefit an organization?
The method of Improving effectiveness of the existing employees is done by way of training. This bring about attractive benefits to the company as well as to ambitious employees. Training its staff is merely not important but crucial to any organization. There are many benefits to the company as well as the employee from virtually any type training program undertaken by the company. They are enhanced productivity and efficiency, improved capability to execute and  achieve specified goals outlined in the business plan of the company. Employees ability to effectively respond to change, development of skills that enable staff to undertake a variety and a higher volume of work, the opportunity to grow within the company, improved discipline and attitude, acquire new knowledge and skills thereby contributing more towards the business and building self-confidence. Greater productivity and higher moral of the employees enables the company to be ahead of competition, enhanced profitability, customer satisfaction and retention, higher market share, enhanced reputation and profile of the company, proper use of resources and time reducing wastage and needless expenses, eliminates workplace accidents, less staff turnover thereby reducing cost on recruitment. Training also make the company more attractive to the potential and talented new recruits. Overall training helps achieve both personal and corporate goals. 
6 What is the difference between training and development?
Understanding the difference between training and development is important to identify activity and to be able to teach staff for the development of the company. usually training has known to be involve in learning of new skills or probable actions or conduct. The learned skills and conduct is generally aimed to improve the existing job performance of an employee. Similarly, training may groom an employee for a prospective job offer or a specific role in the organization. Generally training needs directions and guidance in sequence of steps to acquire new skills and knowledge typically aimed at a particular job or task. Alternatively, development not just improve the performance but increase the potential and growth of an employee. Development in general is not tangible and long term often aimed at grooming staff with the intention of enhancing leadership skills.  The purpose of training is to improve productivity, to improve quality, safety and enhance the capabilities of the employees. The purpose of development is to enhance leadership qualities and effectiveness through a structured learning process. Table 1 illustrate the comparison between training and development.










Table 1 Comparison between Training and Development 
	
	Development
	Training

	Purpose 
	To provide a person an opportunity enhance their skills and knowledge for overall growth
	To teach an individual or group a specific skill or behaviour 

	Period 
	Long Term
	Short Term 

	Focus on
	Future Prospects 
	Current and immediate need

	Aimed at  
	Career prospects
	Capability 


Source: Authors own work 
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