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1. Give short answers for the following questions: (18)

I. 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 organization in order that, as far as possible, its
future needs for human resources can be met from within the organization.
· 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.

II. How the training needs are assessed in an organization.

There are different techniques in which training needs are assessed:
· Conduct a meeting with the management since that managers can give a feedback on their employees abilities and skills.
· Conduct a meeting with the employee and discuss with them what things that they struggle with at work and how it can become more easy and efficient.
· Conduct a survey.
· Conduct a focus group .
· Review company goals and mission statement.

III. Outline the essential steps involved in training process.

· Identify organization objectives.
· Create a need assessment.
· Identify gaps.
· Create training objectives.
· Select trainees.
· Select training methods and mod.
· Choose the means of education.
· Administrate training.
· Evaluate the training.



IV. List some job training techniques.

There are two types of techniques:
1- On The Job Training such as
· Coaching
· Mentoring
· Job Rotation
· Orientation
· Apprenticeship

2- Off The Job Training such as
-  Lectures
- Conferences
- Simulation
- Programmed Instructions.

V. How do training programmes benefit an organization?

- Increase employee satisfaction and moral.
- Increase employee motivation.
- Create a pool of readily available and adequate replacements for personnel who may   leave or move up in the organization.
-New skills and knowledge can be acquired
-Existing skills and knowledge can be enhanced or updated, enabling people to further improve proven strengths
-Increased capacity to adopt new technologies and methods
-Reduced employee turnover
-Enhanced company image

VI. What is the difference between training and development?

	TRAINING
	DEVELOPMENT

	Short-term focus
	Long-term focus

	Task Oriented
	Skills oriented

	Group based more often
	Individually based

	Focuses on the “today” needs
	Leads to the “tomorrow” results

	Compliance area strength
	Opportunities to develop strategic approach

	The role of trainer or supervisor is very
important in training
	All development is “self-development”.
The executive has to be internally motivated
for self-development










Activity (12)
Devise a training Programme for six employees in your organization after performing the following
activities:
a) Assess staff training needs

I will use an example of 6 employees :A,B,C,D,E,F all of these employees are in Sales Department.
These employees are assessed and evaluated on the following competencies:
-Action Orientation
-Communications
-Creativity/Innovation
-Critical Judgment
-Customer Orientation
-Interpersonal Skill
-Leadership
-Teamwork
-Technical/Functional
Expertise

Below is a table of the employees evaluation on a scale from  1-5.

	COMPETENCY
	ON

	
	Employee A
	Employee B
	Employee C
	Employee D
	Employee E
	Employee F

	Action Orientation
	5
	4
	3
	5
	5
	4

	Communications
	4
	3
	2
	3
	4
	4

	Creativity/Innovation
	4
	5
	4
	3
	4
	5

	Critical Judgment
	5
	4
	5
	2
	5
	2

	Customer Orientation
	1
	3
	2
	5
	4
	4

	Interpersonal Skill
	5
	5
	4
	4
	4
	5

	Leadership
	1
	4
	4
	5
	1
	5

	Teamwork
	5
	4
	4
	1
	4
	4

	Technical/Functional
Expertise
	5
	4
	5
	4
	4
	2



The above results can be taken from multiple tools such as 360 assessment , Assessment center, Manager/Supervisor evaluation. After geeting these results the direct manager will have a feedback session with the employee to confirm the results and discuss how they can be improved.




b) Identify the areas need to focus on for training.
 Based on the competency module for the sales the following competencies are considered critical and at least the employee should manage to score 3 in it :
-Communication
-Customer Orientation 
-Teamwork
So when reviewing the previous table we will look at the employees whom score less than 3 on the above critical competencies.

c) Explain the training procedure.
The main procedure for training will follow steps:
· Assess employee level against the required competencies for the job.
· Find the gaps.
· Feedback session between the employee and his direct manager.
· Forward results to Coach.
· Coach will prepare individual training and development plan.
· [bookmark: _GoBack]Select training method : in here the training program will follow 70:20:10 where 70% will be on the job training such as job rotation ,project assignment…etc, 20% Mentoring and coaching, 10% Classroom , courses, Reading material.
· Choose the means of evaluation.
· Administrate training.
· Evaluate the training using Philips module.
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