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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. 
	Question 1
Explain the limitations of telling and showing. 

When conducting a session there are two ways that you can help your trainees understand what you are trying to teach. These two ways are telling and showing. When you tell someone what to do it only works very well if you give precise instructions as to what should be done and the person fully understands what you are requesting, for e.g., Please hand me the green table cloth that is on the chair next to you? The individual would then know what you would like, where the item is, what exactly they are looking for and how you would like the item. If no clear instructions are given then telling someone what to do may not be very useful because it leaves the person to try to interpret what you would like and the individual may interpret based on their own personal knowledge and experience. For e.g., If you say to someone, get rid of this garbage. The individual could interpret it as gather it all up and place it is a bag that is out of sight whereas you meant to put the garbage in the bin for collection. 

On the other had you can show someone how to do the task that you are asking of them. Most times this is used when you are teaching someone a skill that they need for a new job or task that has been handed to them. People learn better by seeing what they are required to do. Although they may not understand why they are doing it or what they are doing. They are better able to mimic others and get the job done. For e.g., An employee has been transferred from one department to another and now has to use a scale to weigh and price goods before placing it on the shelf. The item has to be clear wrapped before it is weighed to ensure that the packaging is durable and the item does not get damaged. If you (the trainer) simply just say to the person that he/she has to clear wrap the item, weigh it and stick the label on it then he/she may not have it done the way you would like. However, if you show the individual how to clear wrap the item and then place it on the scale, how to operate the scale so that it reads the weight and prints the price tag that you will then use to stick onto the item and then place it on the shelve. The job will be done better. 

The most effective way to teach someone is to use both telling and showing simultaneously. By explaining to someone how to do something and why you are doing it in that specific way they are better able to understand the outcome that you expect and might even be able to suggest a faster and better way to get the same results that works better for them. 



Question 2
How to overcome nervousness during training delivery? 

It is normal for anyone who has just started in the training business to be slightly nervous the first few times. However, as you continue to train you become less and less nervous. This may not be because you are gaining confidence as you become experienced but because you begin to learn how to channel your nerves through the trainees instead of yourself.  People become nervous for two reasons, either they are constantly telling themselves negative comments that nags them before a presentation or the feel a sense of responsibility for the reactions of the trainees. 

When someone keeps on telling themselves negative comments like “I wonder if the trainees will understand, I hope nothing goes wrong, No one seemed convinced the last time I ran this session, Maybe they were laughing at me when I made an error” they are nagging themselves about something that may not happen at all. However, if they understand that they have done adequate research and they fully prepared to answer questions with a great presentation to show then their reasoning and technical failure won’t matter. If you believe what you are saying and you are more than ready to go into your classroom and share your knowledge then your trainees need to hear what you know. A trainer who thinks positive is better able to channel nerves into her presentation to make it more enthusiastic. 

If the trainer feels like it is his/her responsibility for the trainee’s actions and their well-being in the room then that can also trigger nerves. No trainer is always able to convince everyone in the room of their views. For that reason the trainer needs to ensure that not everyone will accept his/her ideas and it is not his/her job to please everybody. Your job as a trainer is to ensure that the correct information is disseminated and it is done in the best way possible that can have most people convinced about your ideas so that you achieve the objectives of the training session. Shift you concentration to the persons who are making the decisions and those who are responding positively to you. You can also do little things like set up your room and test your equipment, start on time, greet persons as they walk in, have casual conversations with trainees before you start, do some breathing exercises, avoid caffeine and remove any objects that may between you and the trainees so that you feel more comfortable and ready to train. 


Question 3
What is non-verbal communication and why non-verbal communication is good in training delivery process? 

Non-verbal communication is what your trainees will feel or interpret from your body language. Your facial expression, hand gestures, posture and even the distance you keep from your trainees will have them perceive things about you that may not necessarily be what you are trying to explain. For e.g., if you are trying to convince persons that the company is introducing something new that will be beneficial to them as an employee in the future but you are not convinced of it yourself, as you speak on the topic your facial expression will show that you are not convinced and that you are not sold on the topic yourself even if you are saying that it really is the best move and it will surely benefit all employees. To avoid having your facial expression contradict what you are saying it is advised that you either video tape yourself so that you can see what you look like as you are presenting so that you can control your expressions or you can simply ensure that you are comfortable with the information that you are to present and that you have convinced yourself before presenting. That way you will be ready to present and will be open to any questions that the trainees may throw at you. You can also smile as that will help persons warm up to you. 

A trainer can also use hand gestures that would assist with his/her self-confidence. If you use natural hand gestures then it assists with bringing out your points and shows that it is important for persons to note. However, a trainer also needs to ensure that he/she does not use only one hand gesture as that can become a remote gesture that persons will no longer take seriously as it will then become a distraction. 

Ensure that you have good posture as that can show your trainees that you are confident in what you are doing and it also shows a level of authority. It is always wise not to slouch as that shows that you are way too comfortable that you are either defending or protecting yourself. However, if you are too stiff then it shows that you are just a robot trying to get through the presentation. Keep your proper posture and move around the room comfortably so that persons can see that you know what you are doing and the message you are trying to bring across. 

Keep the right distance away from your trainees so that they don’t feel like you are afraid of them. Keeping the right distance ensures that they can see a level on confidence and authority and that they know that you are there with them and that you can understand them. With a small group you are able to come up close and personal but with a large group your distance is a bit further as you would like everyone to be able to relate. 

There are lots of other things you can do like ensuring that your appearance is appropriate, you maintain eye contact, you manage or questions and answer period, let persons finfish and respond to every comment and question, stay on track and admit when you are not certain of an answer. You answer also have notes or index cards that will assist you with remembering your training material as you will not be able to memorize an entire training session. 
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