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

To develop the competences of employees and improve their performance.

To help people grow within the organisation in order that, as far as possible, its future needs for human resources can be met from within the organisation.

To reduce the learning time for employees starting in new jobs on appointment, transfer or promotion, and ensure that they become fully competent as quickly and economically as possible.

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

Employee needs  creating surveys with both open-ended and close-ended questions  organise focus groups  meeting with employer to evaluate the feedback from surveys  create customised training plan  implement the training. 

3. Outline the essential steps involved in training process.

Working toward the organisational objectives  Doing a needs assessment analysis  Detecting gaps  Agreement on the training objectives  Choosing the trainees  Choosing training methods  Deciding on the evaluation means  Administering the training  Evaluating the training. 

4. List some job training techniques.

Lectures; Role playing; Audio-visual methods; Job rotation; Apprenticeships; Internships; Programmed learning; Laboratory training. 

5. How do training programmes benefit an organization?

Increased productivity; Reduced employee turnover; Improved efficiency resulting in financial gains; Less need for supervision; Quality and productivity; Remaining competitive etc. 

6. What is the difference between training and development?

Training is learning skills and knowledge to do a job successfully. It increases job skill whereas development is the growth of an employee in all respects. It also shapes attitudes. All development is “self-development.” The executive must have internal motivation for self-development. Training is focused on maintaining and improving current job performances. As such it is a short-term perspective.

Activity 



a) Assess staff training needs

Set clear expectations  monitor performance  ask employees  carry out an organisational, work and tasks analysis  set up persona development plans  set up focus group  set up a system of mentoring and coaching. [footnoteRef:1] [1:  https://www.breathehr.com/blog/how-to-identify-employee-training-and-development-needs] 


b) Identify the areas need to focus on for training 

[bookmark: _GoBack]Based on meeting with employee and analysing its performance it will be clear idea on areas that requires attention and improvements. Example – if employee in accounts has low performance, it will require course or spend time with professional accountant. 

c) Explain the training procedure.

Working toward the organisational objectives; Doing a needs assessment analysis; Detecting gaps; Agreement on the training objectives; Choosing the trainees; Choosing training methods; Deciding on the evaluation means; Administering the training; Evaluating the training. 
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