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1. What should be the objectives of an effective training program?

· Assist employees to work more effectively while maintaining their knowledge and educating them with the latest concepts, technologies and techniques they need for their respective fields to give the best solutions to the problems.
· Create competitive advantage and increase the value of the organization due to the creativity and innovation that employees will reach through the practical, theoretical and shared knowledge aspects in order to the respective strategy.
· Encourage employees to make changes in their attitude and help them to adapt more easily to different working environments, as well as to train them to have confidence in themselves to make important business decisions and challenges.
· Motivate and retain employees through new knowledge that is the best investment given that money compensation is not a sufficient incentive at present, also giving the company a reason to invest in this to preserve its competitive advantage.
· Make it faster and easier for new employees to establish themselves in the company, providing them with the necessary knowledge to be fully competent, confident and motivated to do the work for which they are selected.

2. How the training needs are assessed in an organization.

· Management Meetings: analyzing what could happens in the company on the future and considering employees´ weaknesses, strengths and abilities, supervisors and managers should know and decide what the specific needs are.
· Meetings with employees: it´s really important for the company listening employees´ points of view to recognize what they really need for achieve more efficiently the objectives and for make the job something agreeable. 
· Surveys: this is a really helpful method because it allows to employees being completely honest. It is made by a questionnaire with both close and open questions, facilitating in the open one, writing information with specific details about some ideas or complains.
· Focus groups: given that it is a small group of people, it is easier for the supervisor to really know what they think and need. Also, the brainstorming allows to people feeling more comfortable with each other, helping them express easily and honestly.
· Review of Organizational Goals and Mission Statement:  By reevaluating the past, it might be easier to predict what is going to happen, therefore, from this and evaluating employees ' work, it would be easier to find changes to improve company's future.

3. Outline the essential steps involved in training process

· Working toward the organizational objectives: each training has to be carried out in order to achieve the organizational objectives, according to the respective strategies that the company has established. 
· Doing a needs assessment analysis: through different methods, the company has to analyze what type of knowledge the employees’ need, both to improve their skills and to elevate the company's competitive advantage.
· Agreement on the training objectives: these objectives have to do with what the company expects as a result for the employees after the training, also the conditions, and the subject of what exactly will be the training.
· Choosing the trainees: once the needs are identified, it´s very important to select the appropriate trainers because it depends on this the productivity of the course and that the investment in cost and time can be really seen in the results of the employees.
· Choosing training methods: established the trainee, topics and purposes, there´re two options: On-The-Job Training that allows learning while employees are working, and Off-The-Job techniques that all activities are done out of working hours. For new employees, the orientation, teaches different important things about the company.
· Administering the training: there must be someone in the company that manages all things before the training begins, while it is running and after it, because it depends on this that the course runs effectively and the results can be what is expected.

4. List some job training techniques.

· Lectures: it´s a cost-effective method because it trains many people at the same time, given that it is a specialized person who makes a presentation, exposing a topic with a lot of information. The problem is when some employees really don’t get the idea. 
· Role-playing and simulation: this is a really effective method for the reason that employees represent different situations confronting a specific role, giving different types of solutions and providing new ideas. It is a good technique for training marketing.
· Audio-Visual: it is a perfect method to represent real situations by tools such as movies and videos, in the way that employees may understand easily all the concepts, but in the other hand it is not allowed to ask questions and share different ideas. 
· [bookmark: _GoBack]Internships and Assistantships: it´s carried out by both classroom and on-the-job training, and it is used for ´interns ‘which are employees that are in the company for defined time. Normally, managers and marketing people are the ones who are trained by this method.
· Programmed Learning: This is a method which the teacher is only present in the introduction, because the rest of it would be made by different online tools, with the own employees time, receiving feedback after each exercise.
· Laboratory Training: this technique can be expensive, but it is useful to encourage teamwork and improve the skills that have to do with dealing with managers and all the people in the company. 

5. How do training programs benefit an organization?

· Impact on the Bottom Line: as a result of employees acquiring new knowledge, due to intellectual capital is being improved, companies will increase their value as a company so the competitive advantage and profit will raise.
· Staff Retention: understanding that human capital is at the present the most important active in a company, investing to provide new employees knowledge, will ensure the company to retain them and reduce costs such as recruiting new people. 
· Quality and Productivity Improvement: productivity and efficiency in the different products, services and procedures is improved by training, recognizing before what are the specific needs to make quality and innovation improves. 
· The Flow-on Effect: because of training, companies experiment a lot of positive and effective changes through the new knowledge and behavior of the workforce, given that some costs are reduced and the result could be the same or even better.
· Remaining Competitive: companies must innovate and adapt to the market given the present competition and globalization; even if investing in training human capital requires a lot of money, it is the only way to reach that, which as consequence would increase profit, competitive advantage and reduce costs.

6. What is the difference between training and development?

· Training is used to teach specific skills for a job or role and there is normally specific guides to learn. Development has to do with the abilities a person improves through conceptual and general knowledge for their growth either professional or personal.
· Training is usually a short term process given that is done for an immediate need or for something that is happening in the present. While development is a long term because you will be build this process every time to have results in the future role.
· Training gives employees the opportunity to do a job because of the ability learned in it, while development gives the opportunity to reach a career and prepare people for future challenges.
· There is a selected and specialized trainer who teaches the training either many people or just one person, there is nobody training development and it is made under the responsibility and motivation of each person which is called for self-development.
· Training improves the productivity and workforce of the operative workers and employees, instead of development because it improves the leadership and productivity management of the executives.
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