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2.1 What should be the objectives of an effective training programme?
      For an effective training programme the managers should make activities  undertaken for the purpose of helping employees of an organisation to achieve and reproduce new or developed knowledge, skills, abilities and attitudes needed by that organization. For this it is necessary to find competent people to lead trainings because not all workers can be good and quality teachers.
     For effective training is necessary to define the ultimate goal of every training objectives.Training is concentrated on increasing the knowledge and skills of employees for doing specific jobs, and development involves the growth of employees in all aspects. Whereas training increases job skills, development shapes attitudes of employees.
     By author, Armstrong (1996), we can see three specific training objectives, which should meet the following criteria as shown in the picture below.






2.2 How the training needs are assessed in an organisation?
   Then we talk about how the training needs are assessed in the organization, we can imagine the four- stage training, as follows:
· Stage 1.
Assessing training needs
· Stage 2.
Planning and carrying out the training
· Stage 3.
Styles and techniques of training
· Stage 4
Evaluating the training
   A training needs arise due to the identified gap between the required, knowledge, skills and experience for the individual carrying out the work and that actually possessed by the employee concerned, this  can seen in the picture below:
 Identification of training needs (John Stredwick 2000)




     



       So, as we see the assessing training needs in an organisation is a first stage in the training and it involves several actions that are necessary to be taken in case of an assessment of training needs in the organization.
     Some of these actions are listed in the image below:






    The assessment of  training needs in an organization, also can be done through the analysing  of 3 human resource areas:
· The organisation as a whole
· The feature of the jobs
· The needs of all the individuals within the organization



2.3 Outline the essential steps involved in training process.

     When talking about the main steps involved in the process of training there are a set of actions that pursue a common goal of a group of people within an organization or institution.  After local authors have described several steps that must be followed in implementing by a successful training, but which complement each other and in some cases we can see some overlap of these steps. It is essentially the same base and the same tactics work in this complex process.
     Below I will show some examples of several authors-belief.










     In my personal opinion the classification of steps involved in the process of a successful training for the moment is best described in the following order, as you see in the pictures 1 and 2:

1.


 2.




2.4 List some job training techniques
         Most of the techniques can be described and applied to off-the job situation and also can apply to on-the job. Another way to divide techniques is between those that have considerably active learning ingredients, such as action learning, computer-based learning or working with case studies, and those that are essentially passive, such as demonstrations, lectures and videos.
     The techniques  can be applied to individual training, such as mentoring, and also can be applied to groups, large or small, such as role-play or workshops.
     Below I will describe some of the training techniques:


2.5 How do training programmes benefit an organization?
  	Training is one of the best ways of helping employees to work more effectively. It is a vital task in people management. Training incorporates any activities that relate to teaching or learning that assist employees to achieve more skills, knowledge and abilities in order to perform their jobs more effectively. 
         Training equips employees, with the proper skills and knowledge will contribute to organizational efficiency and how to cope with any changes in the work environment. In some cases technology moves so fast that skills can become outdated and new training is necessary. Transformation of the organisations can be achieved with proper training and professional development courses for all employees. This will give employees extra skills, which will ensure an increasing productivity and achieve higher job satisfaction, which will cause better performance in the organization, as a whole.
       By training employees to become more valuable to the organization, also they will reap the rewards of greater self-worth, dignity and generally feel better about themselves and life. They also will receive more material gains, such as incentives or other benefits with their increase in productivity.
      By training the administrator can develop programmes and help ensure the organization to retain qualified, productive employees who are happy in their jobs, and then the effect will be the success of the organization.
     Below I will show what benefits does the training include in small businesses.




       Often, many organisations are cutting costs that affect learning and training courses. This is despite the fact that the need for training employees has actually increased, but the good news is there are quite a few methods of training that are not too expensive. One way to do this is to pay employees while they are on leave to study or train. This is one way of keeping the employees satisfied and gives them time to develop their skills which will in turn benefit the company. 
       This type of training has five major benefits.


2.6 What is the difference between training and development ?
	Human resource development is a vital Human Resource Management function in organization. Training programs are organized by the organization to develop employees' knowledge and skills as per their job requirements, and too, training is a vital function near development in this department.
         The words training and development are mostly used together in the organisation and are seen as activities focused on improving the knowledge, performance and productivity of the employees. Development is not directly related to job requirement, rather it aims at the generic development of the individual employees for the long run. 
         Both training and development are required to work hand in hand for providing the right skills and knowledge to employees and help them get the most of it for both organizations benefit as well as their own progression. When an organization looks at employees' overall growth, apart from the job-related training, it also helps in building a more efficient, motivated and productive workforce.
           The major differences between training and development are as under:
· Training is a learning process for new employees in which they get to know about the key skills required for the job. Development is the training process for the existing employees for their all round development.
· Training is a short-term process i.e. 3 to 6 months, but development is a continuous process, and so it is for the long term.
· Training focuses on developing skill and knowledge for the current job. Unlike, the development which focuses on the building knowledge, understanding and competencies for overcoming with future challenges.
· Training has a limited scope; it is specific job oriented. On the other hand, development is career oriented and hence its scope is comparatively wider than training.
· In training, the trainees get a trainer who instructs them at the time of training. In contrast to development, in which the manager self-directs himself for the future assignments.
· Development is a self-assessment procedure, and hence, one person himself is responsible for one’s development.



        Below I will try to show by drawing differences between these two vital components of human resources department.
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1. To develop the competences of employees and improve their performance
2. To help people grow within the organisation in order  that,  as far possible, its future needs for Human Resource  can be met from within the organisation
3. To reduce the learning time for employees starting in new jobs an appointment, transfer or promotion, and ensure that they become fully competent as quickly and economically as possible


Be as specific  and clear as possible about wthat performance is expected,what standarts are required and the conditions of attendance


They must be expressed in
 learner-oriented ways. 


Try the achieve to training in the time specified and allow the correct amount of time for the achievement of the training goals for both the trainer and the learner


The language used must be clear and explicitly describe that the trainees must do


























Identification of employee's existing KSAa


Knowledge,skills and attitudines (KSAs) required to carry out job


Training need 









Through the annual appraisal process  where  the employee and his manager draw up a list of areas where training can help the employee to perform better                                    


When an employee starts a new job, an analysis will be carried out which examines the job requirements


Where a specific incident occurs which demonstrates a major gap 
 A number of customers complaints close together will indicate that customer care training is required for the employee concerned


Exit interview,in that employees leaving the organisation may make it clear that one  of the reasons why they are leaving is because they were not adeqautely prepared for the work they are doing


A development centre will throw up a selection of needs, especialy those relating to inter-personal skills, such as group problem solving or running meetings








Perform a training needs Assessment


Keep adult learning principles in Mind


Develop learning objectives


Design training materials


Develop your training materials


Implement 
the training


Evaluate the training










Identifying training needs


Evaluate program


Establish specific objectives


Select appropriate methods


Implement programs


Feedback









Establishing needs analysis


Developing training programs


Deliver training program


Evaluate the training program







Assess training needs


Create training action plan


Implement training initiatives


Evalaute and revise training








Working toward the organisational objectives


Doing a needs assessment analysis


Detecting graps


Agreement on the training objectives


Choosing the trainees


Choosing trainings methods


Deciding on the evaluation means


Administering the training


Evaluating the training





























Clearly define the organisational objectives


Determine the needs of the training programme


Define training goals


Decide who will do the training


Decide who is to be trained


Develop training methods


Run the training


Assess the training programme































On-the-job training


good way to ensure that time is not lost while they are learning and include things such as, job instructions,apprenticeships, orientation etc


Off -the-job Techniques


things like conferences,case studies, lectures, laboratory training and films


Orientations


for new employees,the first day on the job are crucial in the success 


Lectures


                                                                                          Role-playing and simulation


are orationsor verbally expressed presentations. They are the best technique to use when there is a lot of material to be covered anda lot of people in the audience


used to depict realisticsituations where the employees are required tomeke decision and discuss the effects and possible solutions of these decisions later


Audio- Visual 


include films, television,and DVDs. This resources is very effective as a way of learning


Job rotation


is the most common method for training people for supervisory roles 


Programmed Learning


then the information is broken into section and the employees can learn at their own pace and test themselves


Laboratory training


is done for small groups and usually for upper and middle management trainees


Internships and Assistantships 


include both classroom and on-the-job training and usually used to train prospective managers or marketing people
























Increased productivity


Reduced employee turnover


Improver efficiency resulting in financial gains


Less need  for supervision












Impact on the Bottom Line


Staff Retention


will ensure a higher level ofstaff retention, in this way will save the company money because there will be no need to spend money onrecruting new people and also save on management time.


Quality and Productivity improvement


The Flow-on Effect


successful employee training will benefit the company because employees" performance would be improved and business would benefit


As important are the people who work for on organisation,  the employees who provide the long-term sustainable success of an organisation and means businesses must always look at changing their work practices  also their infrastructures and technology is important for remain competitive


Remaining Competitive


the benefits received through the right training will almost always :deascresing wasted time and materials, decreasing maintenance costs of machinery and other equipment, decrease workplace accidents,recruipment costs and decrease absenteeism


will increase the quality of on organisation"s services























TRAINING                    vs


DEVELOPMENT






MEANING


TERM


FOCUS ON


ORIENTATION


MOTIVATION


OBJECTIVES


NUMBER OF INDIVIDUALS


AIM

























TRAINING


A learning process in which employees get an opportunity to develop skill, competency and knowledge as per the job requirment


DEVELOPMENT


An education process which is concerned with the overall growth of the employees


Many


Short term


Present


Job oriented


Trainer


To improve the work performance of the employees


Only one


Long term 


Future


Career oriented


Self


To prepare employees for future challenges


Specific  job related


Conceptual and general knowledge
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