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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. 
	Please insert your completed assignment ( in word format)  here:

1. Give short answersfor the following questions: (18) 
i. What should be the objectives of an effective training programme? 
The objectives of an effective training programmer is to improve employees performance in the work place, to help employees expand their knowledge as much as possible to help with future needs within an organization. To ensure that the training programmer is economically and quickly as possible to gain the correct skills and knowledge to further improve an employee work efficiency and be cost effective for the organization. 

ii. How are training needs are assessed in an organization? 
There are 6 different training needs assessments an organization can use to see which training method would be best for them to use. Managers meeting this is when all supervisors and managers meet together to make themselves more aware of the future needs for the organization, as they have an insight of their employee’s abilities, strengths and weaknesses they will know what is needed to ensure their employees have the right skills and ability to adapt to future needs. 
The next would be meeting with employees this gives employees time to understand new and upcoming things for the organization and gives them time to ask questions and provide feedback. The next would be to conduct surveys and questionnaires which allow employees to provide feedback in more detail and will allow to gather more feedback as employees will feel more comfortable writing down issues and ideas rather than saying them in front of everyone else. 
The next would be focus groups which are ideal for smaller groups to communicate together because they are small groups it allows for supervisors or assessors to get a more understand of each employee involved and gather more feedback in detail. 
The last method would be to review the organizational goals and missions this can reveal information that may lead to scheduling training needs. The organization can look at the company needs and see how employees are currently working and what they may need to lead in the future to adapt with the company’s grown and changes. 

iii. Outline the essential steps involved in training process. 
The essential steps involved in training processes are ensuring that the aim for training is to work toward the organizations future objectives, next step is to plan an assessment analysis this is a way to find out which part or which employee within the organization needs future training to ensure they are part of an effective work force. Next is detecting gaps which is finding out where in the organization needs training and why. Next is to agree on the training objectives an example of this would be to ensure all supervisors know all the procedures within the organization. Now to choose the trainees and the training method the organization is going to use. Next is to decide on the evaluation means which is the organization deciding what they would like the outcome of the training to be. Lastly would be to administer the training which is preparing all the relevant documents and training guides ready and then to evaluate the training. 

iv. List some job training techniques. 
They are many training techniques available for originations to use. Such as on the job training which is great for companies who may not have the funds for other techniques this is because the training is while still working their regular job. This is normally know as coaching or giving job instructions and is a great way to teach apprenticeships because they will be able to be hands on with the job which will ensure no time is lost. This is normally set with a time-table which has certain tasks to achieve by a deadline.
There is off the job techniques which are things such as lectures, prestation’s, conferences, case studies and laboratory training. These can be an expensive way to train employees, so organizations should be careful when using this technique to ensure it is the correct one for the outcome they wish to achieve. 
Another would be orientations which are for new employees this would be training to ensure the new starter has a fully understanding of what is expected of them and full procedures of what they need to do in their day to day working life. As most employees will leave within the first week of starting at a new company it is important not only to start off the way you want them to be but if they do not feel comfortable with what is expected with them they may feel neglected. 
More ideas would be such as job rotation which is learning all the relevant roles within the section you work in to ensure you can adapt to cover but can train others in these areas as well. Apprenticeships, internships and assistantships are all good ideas for bring someone new on board who will learn the require skills and tasks as well as studying at the same time to further their knowledge. 

v. How do training programmes benefit an organization? 
These benefit the organization by giving employees extra skills which can achieve higher job satisfaction and increase productivity. This will lead to motivation employees. Training will also lead to a more efficient processed within the organization which will not only have everyone working to the same outcome but result in financial gain in the long run. This will also reduce the amount of employee’s turnover and allow employees to adapt to new systems and technologies much faster. This will also improve the image of the company as this will look more professional and innovate in strategies and products. 

vi. What is the difference between training and development? 
The main difference between training and development is that training is learning new skills and knowledge to achieve a particular-job where as development is growth of the employees in all aspects. Training increases job skills and knowledge such as learning a specific skill to operate new tasks. Training is focused on maintaining and improving their current job performance. Development is overall growth of an employee. All development is self-development to increase long-term perspectives. 


Activity (12) Devise a training programme for six employees in your organization after performing the following activities: 
a) Assess staff training needs 
The organization is planning to change the proceed when taking orders over the phone for the customer service team.
b) Identify the areas need to focus on for training 
The areas which the team will need to focus training on is communication thought out the team, computer skills and customer service to ensure all of our employees meet the needs of the customers. 
c) Explain the training procedure.
[bookmark: _GoBack]The training procedure to be used would be role playing and simulation and on the job training. 


As we know which areas and department needs training provided I think the best way to go would be to start with a focus group, this will allow the trainer to inform the customer service department of the upcoming changed to their role with telephone orders. This will allow the team to gather some knowledge on future plans for the organization and prepare themselves for the change. 
The focus group will allow the team to have good communication together and brainstorm new ideas of how they can adapt to the new technology. These groups can be held just once or more regularly to get the participants comfortable with the new role. 
To get them more familiar with the new role they should role play with each other making test orders and learning the system to ensure when they take an order from a customer they will know the procedure needed and be able to communicate with the customer to resolve the customer needs. On the role training will become easier for them the more orders they are having as they will keep learning the system and the procedures for taking the orders. 
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