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    Staff training and development
Assessment #4           Marisa Sousa

1.
I. The first aim that an organization have when training all employees is to develop competences of employees and there for improve their performance.
There’s a need for the human resources to help people to grow within the organization. Reducing the learning time for new employees and ensure that they will get fully efficient and competent as quick as possible at a low cost.

II. The training needs assessment should be done before any training programmes. To keep cost down the training is provided by a manager, supervisor or a trainer, it can also be performed individually or in combination with another. The ultimate decision which method to use is made after several methods be consider in order to see the “big picture”. Supervisors and managers are the ones with more involvement rather with the individual (abilities, strengths and weaknesses) or the organization. Because of this they are the ones planning projects for the future of the company.
Their knowledge is essential for helping employees to archive the skills for new projects in the line. It is important that supervisors to get information of the employees needs and issues that they are facing to be easier to do their jobs. Supervisors need to have in consideration of the needs not what they want in order proceed. A survey seam -to be the most efficient way of obtaining the information needed quickly involving a wide group of people in a short period of time. Getting the information on the paper will give the employee more privacy in their needs. The survey should be conducted as a questionnaire with close ended or open ended. The open -ended questionnaire gives the organization to provide with a brainstorm of information, new ideas or concepts not yet consider by the organization. The two ways should be include3 on the questionnaire. Focus on the groups are useful for small group communication. It’ s size is easier to uncover details about the individuals of the group. Timing is also important, 90 min. Should be enough to enable participants feel free to express themselves. Finally review or organisational goals and mission statements is done where the organization will consider the valuable past and aim to it’ s future. It might also reveal important information for scheduling of training.
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III. The training process starts from the moment you work towards organisational- objectives. Assessing analysis and detecting gaps to lead to an agreement on the training objectives. After this comes choosing the trainee methods and deciding what evaluation means. Administrating and evaluating the training ends the process.

IV. There’ s two methods that include the job techniques the on-the-job and off-the-job. The determination of who, what and why is important to choose the right method to use. The on-the –job is done while employees have their usual, normal job. The off-the –job will include conferences etc.  and it’s an expensive way of training. It’s is oriented for new employees to understand their new place of employees to understand their new place of employment. Some of the techniques used for training.
Some of the training techniques used by organizations are job-rotation. Employees will experience different jobs and learn a little of everything. This is also the most common method for training people roles and for small business also. Apprenticeships are also common today.  Includes contract an employee for doing the job and learn the skills at the same time. Normally lasts for more than a year. Lectures might not be necessary the most effective. The presentation is done verbally and it is the best method for a large amount of people in the audience. It might be a problem as some only understand little and others may be lost completely. To finish apart from this you will find role-playing and simulation, internship and assistantships, programmed learning and Laboratory training.

V. By choosing to train small organizations receive specific benefits from training their workers. This-benefits are:
Improving the efficiency wish will result in a financial gain. Less need for supervision as individuals will find themselves more secure doing their job. The increased in productivity will occur and an employee turnover low might be the outcome.
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VI. Between training and development is the individual career on an organization. Training will be applied to operative workers or employees and development will be for the overall growth of executives. Thus, training is focus-on learning skills knowledge maintaining and improving their job performance. The supervisor or trainer is crucial for the success of the training and the increase of skills that employees might learn.
On the development is more a growth on shapes and attitudes. It involves developing competencies and skills for the future performance. Development is more “self-development”, and the motivation must come from themselves. 
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Activity
          Artcourtbymarisa is a small family organization dealing with canvas. After working for 6 years Arcourtbymarisa is now facing a shift some manual work to the help of machinery. For this to happen Artcoutbymarisa is on the need to train 6 employees that will be directly working with. All of them always done the job manually and have no clue of how-to proceed with machinery already purchased by organization. It is creating some anxiety on staff so a stub of the training program will be devise-to help them on the areas that the change has succeed. All the needs that a training program entail is arranged on a meeting where it will be discussed who will be providing the training and the methods used. It will be up to supervisor’s to-do the training as they are the one’ s that assist the sellers training. Now deciding on the evaluation. After this analysis the 3-human resources areas must be done. The organization as a whole, the needs of the 6-individuals within the organisation and the features of the job. And the questions raised can now have answers. 
· Where specifically is training needs;
· What exactly must an employee learn;
· Who needs to be trained.
Artcourtbymarisa choose the type of the training and who. The organisation chose the on-the-job training as the organisation did consider the capacity of the employees to be motivated by the training to. This is a good way to make sure that time will be yielded completely, a timetable will be set, job-instructions, orientation and coaching. All the contents of the plan training program are given to the employees. They will be evaluated and a progressing feed-back will be given. 
All matters have been considered such as location, facilities, accessibility, comfort, equipment and timing. A follow-on outcome successful is expected.
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