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1.

i. Within an organisation to have an effective training you need to ensure that they look at all possible help to grow the business and reduce the employee turnover.   It also that the organisation ensures all employees have the skill to perform their job role and ensure that the employees have the right attitude towards the job.   The organisation needs to develop and improve employees and this needs to be reviewed frequently.  The training programme needs to ensure that they continue to monitor and try to increase motivation within the organisation as happy employees take more interest and pride in their job which increases job satisfaction, and this helps in increase efficiencies.



ii. There is variety of different ways in assessing training needs with the organisation, but most are done via meeting and appraisals with all employees individually as this allows and gives employees and employer time to express their opinions and inform of any problems or training needs required. The organisation should ensure that the set out clear expectations of their job role.  Some training needs are assessed and reviewed by direct observation or managerial observation and by mentoring and coaching employees.  The organisation can also analysis and check the organisation work and /or employees work and evaluating business flow and monitor business performance.  Within an organisation it is good to have customer feedback as this reports any good or bad experience which should be reported back to all employees.



 

iii. Within the training process there are five essential steps, these are Assessment, Motivation, Design, Delivery and Evaluation.

Assessment – Need to assess the training needs that are required for the business.

Motivation – Set organisation training objectives.

Design – Create the best training action plan for the organisation.

Delivery – Implement the training designed for the business.

Evaluation – Evaluate and revise and required training to ensure they meet what’s required for the business.



iv. Job training techniques:-

· On the job training

· Off the job training 

· Role play

· Coaching and Mentoring

· Hands on Training

· Job rotation

· Apprenticeship and/or collage / release day

· Lectures / computer based and learning 

· Case studies

· Films and Video’s





v. The Training program can benefit the organisation as by training the employees it gives employees more expanded knowledge and skills to complete their work.  It improves performances and employee job satisfaction as well as their moral and motivation.  Training Programs helps employees become more experienced and efficiency and consistency in their jobs.   It also helps reduce any weak areas within the organisation and reduces employee turnover.  The Training program benefits an organisation as it increases production and increases the quality standards of the production.  This then increases the company’s reputation.



vi. Training is more a learning process where employees get an opportunity to develop skills and knowledge as per their job.  Development is an educational process where it is concerned with the employee overall growth, which improves work performance.               The differences between Training and Development are as follows:

Training:

· This is for Present more job oriented.

· Training forecast on the specified job requirement.

· Training based on group. 

Development:

· This is for long-term career oriented.

· Development forecast on the individual progression.

· Development based on individual.

Activity

a) The organisation training needs are assessed via managerial observation and checking of the employee’s work as well as the organisation work.  It is also assessed via a system of mentoring and coaching and set clear expectations.

b) [bookmark: _GoBack]Due to the new HM Revenue and Customs legislation with the Making Tax Digital for VAT and the relevant software’s available, there is a need for training in the VAT Department.   There is a need for training plan for the managerial and the VAT department as well as the secretarial staff to ensuring that the relevant correspondence is sent to the clients on time and that the VAT are submitted within the required deadline date.  There is a need to implement this training based on the organisation choice of software provides and evaluate and revise as necessary to ensure the job is done to high standards. 

c) The training procedures will be that the managerial levels will go on a lecture based course for the all the software’s that the organisations will use.  There will be a computer based e-learning which will have a test for the VAT department to complete to ensure that they employees have understand the guidance. The VAT Department will also have hands on training and the lower apprentices will have coaching and mentoring by the managerial employees.  The secretarial employees will receive on the job training procedures. 
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