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1. SHORT QUESTIONS:



1: Objective questions: (09)

I. A local company has asked you to teach a new software program to their employees. It’s very different from anything their staff has used before. What should you keep in mind?

a. Information that conflicts sharply with what is already held to be true makes the employees absorb new information slowly

As a Trainer I will face new challenge, due to the fact that most of the people do not accept changes. Therefore, the first stage is to prepare visual presentation with step-by-step introduction to the new system. The second stage is to provide to the students access to the new system during the training, that will allow to do exercises and learn system not only by presentation, but also by having practical tests.

b. They need to be there because the new software is vital to the organization, so you don’t need to motivate them

Even if group is motivated enough Trainer should encourage them in order to keep overall satisfaction from the training as well as increase training outcome. Even if software is vital there will be a lot of people against changes which I have mentioned in above section.

c. The program has lots of great visual features, so you won’t need to bring as many visual aids

Visual aids should be based on the software features, as well as some relaxing videos should be used during training. In the event if training will be impregnated with information related to the training students will be bored and tired. Their concentration will be less than is required for such type of the training. Trainer also can use some physical activities in order to decrease stress and fatigue.



ii. True or False: Microsoft PowerPoint slides can be a great visual aid.

Microsoft Power Point can be good visual aid in terms of any solid presentation, however there are a lot of services which could assist you on preparing visualization of your presentation. Microsoft Power Point is more informative classic tool for presentations.

Depending on the type of training and goals trainer may use different software, websites and etc. For example, one of the modern service is Prezi.Com which prepares flash presentation. It could be used for all levels of seniority and age. 



iii. An adult’s attention span is a little less than;

☒   a. 30 minutes 

       b. 60 minutes

       c. 70 minutes



iv. Outline the activities involved in training preparation. (06)

Training Preparation activities includes below areas:

· A needs assessment - is done by the Trainer in order to establish clear goals and expected outcomes from the training. Trainer should require more details on what is expected, current level of students (seniority), previous training experience, language knowledge and etc. After getting detailed information training could be adopted by the needs.

· A determination of what you are to cover and in what detail it needs to be covered – This is the second step which comes from needs assessment. Training course should be tailored according to the students’ requirements. 

· Preparation of training Materials – I would suggest to add this additional step, as this is also important stage. Trainer should analyze ways of teaching which visual tools should be used, which activities, exercises and etc.

· How much time will be allotted to the training – This is also necessary stage, as depending on the training duration, trainer may add or cut information, use more or less activities and build training in a different way such as lecture or small/big groups discussions and etc.

· How and when participants will be informed that the training is taking place. – Most of the times date and places are agreed in advance, eighter venue is provided by the Client in the office premises or it is reserved in any hotel or conferences locations. Both of them have pluses and minuses. Conducting training in office “home” location makes students more comfortable, however training can be disturbed outside for any urgent case that will make other people fill themselves uncomfortable. Conducting training in the hotel conference room make some students more relaxed, however some of them vice versa.



Q: 2: Discuss in detail the six components of a successful training plan (15)

There are six components of creating effective training plan mentioned in Unit 4:

· Who? – means what will be your teaching target

· Why? – as a setting general objectives and understanding outcomes

· What? – creating clear outline of training subjects

· How? - is the way of methods, activities ad structures used for the training

· When? (and maybe how long) – is about duration of each subject and training itself

· Bringing All together- is final stage for creating effective training plan.

However, I would like to add some stages:

· Practicing stage – after all together brought have some time for practicing.

· Self-assessment stage is created to analyze training materials and understand what new could be added into the training. Environment is changing fast as well as every day new information appears.

· [bookmark: _GoBack]Evaluation of effectiveness – preparation of materials and clear plan for evaluation of outcomes, as the major goal of each training is having positive results and applying knowledge to the practice.

The story of success starts when everyone understands that “I know that I know nothing” (Socrates). For trainer self-assessment and self-development is the most important stages.
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