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Training When Training Isn’t Your Job 




    Training when Training

Isn’t Your Job
"What's worse than training your workers and losing them? Not training them and keeping them."





                —Zig Ziglar

Take Inventory of Needs

Conduct an internal needs assessment to determine what your particular needs are.

1. Identify your goals (modules 4 and 7).

2. Compare the current performance of your department. 

3. Determine the gap.

4. Identify any training needs.

	Training Can Help
	Training Won’t Help

	· A new staff member

· In implementing new systems

· In sharing detailed new information

· A newly promoted person

· Someone with new job responsibilities

· New direct reports

· When you’ve identified a performance problem


	· When you have a process problem

· If it can be handled by voicemail or phone

· When E-mail will suffice

· When reluctance/resistance are high

· An employee overwhelmed by duties


Research

Investigate prepackaged options:

· Training consultants

· Outside trainers

· Rent or purchase CD, video, workbook package

· Rent or purchase audiotapes

· Library rental or book purchase

Assemble Your Contents

1. State the training objectives.

2. Decide what participants should be able to do at the training conclusion.

3. Sequence your training.


a. Know your purpose.

b. Write your close.

c. Develop your opening.

d. Fill in the body.

e. Look for ways to create excitement.

f. Visualize.

g. Customize.

h. Cheat sheets

i. Rehearse.

Integrate Your Personal Style

What can you do to make the training fun, interactive, and meaningful? Well, at a minimum you should be yourself!

Look for ways to create interest in what you are sharing . . . games, contests, and so forth. You might also include small group work, skill play, “stump the panel,” stories, and more.

Needed

Deliver training when it is needed. Don’t make the mistake of delivering training for specific skills seven months in advance of anyone having a chance to use it. Remember, adults want information that can be immediately and directly applied to their workplace.

During training try this:

· Ask participants what they want/need from the training.

· Incorporate relevant, current examples.

· Allow a chance to practice.

· Give them choices.

· Let participants build on past experience.

Instruct

Connect your delivery to the primary intelligences:

Mathematical
Like to compute numbers, enjoy math/science, measure/categorize/analyze, look for rational explanations

Linguistic 
Enjoy writing, jokes, stories, reading, word games, use language to achieve and are good debaters

Musical
Notice if music is in or out of tune, like radio/ CD/audiotapes, play an instrument, sing or hum while working

Visual/Spatial
Can visualize clear images, like cameras/camcorders, appreciate illustrated reading material, like puzzles, good at directions

Kinesthetic
Play sports on a regular basis, well coordinated, like amusement rides, often use gestures, learn by touch/feel, like to work with their hands

Intrapersonal
Spend time alone, think about goals, keep a diary, seek personal growth, independent thinkers, enjoy personal hobbies or projects

Interpersonal
Like group sports, has close friends, a good leader, seeks advice of others, known for giving appropriate advice and counsel, likes groups and crowds

Note Success or Failure

Evaluate what you’ve accomplished:





Go Update

It’s now time to start this process over again and determine if you have any new training needs.

Check Yourself!


T  
Take inventory of needs.

R  
Research

A 
Assemble your content.

I  
Integrate your personal style.

N 
Need

I  
Instruct

N 
Note success or failure.

G 
Go update!
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Day Five





















































































































































When





Before by pretest or assessment


During via ongoing training feedback and assessments


After with post-assessments


Follow-up for monitoring of application











How





Observation


Interview


Questionnaire


Testing


Performance review


Reports and documents





What





Content


Design


Delivery


Participant knowledge


Environment


Outcomes








































































































































































































Objectives of this module are to:





Know when training can and cannot help;


Become aware of the primary intelligences of participants; and


Know the steps for successful training when training isn’t your job.








Upon completion you will be able to:





Build or assess effective training modules. 
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