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How to CONDUCT TRAINING for the Employees in an
ORGANIZATION *:

Training of workers in an enterprise is essential in laying a strong
foundation for the development of the enterprise, which cannot be built
without the help of technically skilled workers. The need of training is a
universal one. Each and every worker should be given training according to
their nature of job; training differs from person to persons. Training means
to impart information or skill through drill. It is nothing but applications of
knowledge with specific views and brings awareness among the people of

what produces to follow for that job in the enterprise.

Due to the technology improvements in the field of business training plays a

significant role for the development of the enterprise so both the newly

(*)  Source: Dyaa Helmy (2008).
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recruited persons and already present workers should be trained
accordingly in order to complete in the modern business field. Need for

training arises to several factors.
Less number of trained personnel:

It is impossible to find trained and technically skilled professionals for all the
vacancies in the concern. This force the managements to recruit persons
who have little knowledge or no knowledge about the profile of the current
job. So it is necessary for the enterprise to choose quality persons and give

them training for that particular position.
Suitability of enterprise needs:

Even when a worker is assigned to a new job he or she has to be given
training which would be helpful for him to adapt to new working
environments. The worker would feel comfortable in the new job to which
he was assigned. Therefore he can utilize his thoughts in a right way and

can complete his work within the time limit.
New technology developments:

Due to rapid growth in new technologies it is necessary for the personnel to
know these new improvements in business fields. In the absence of proper
training facilities in latest methods the workers of that enterprise will face
stiff challenges from other competitors in the business field and high

pressures from higher-level authorities within the enterprise.
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Training is also referred as aid to employee development. The purpose of
training is to ensure that the workers are properly taught the new methods
of doing the jobs assigned to them .The scope training depends upon what
types of employees are trained. What factors that decide for the progress
of employee in the enterprise, his/ her high degree intelligence in his work it
can be measured on his performances in Schools College or university.
Secondly he/she should have capability to learn new technology and apply
what he has learnt during his training period. Through training the em-
ployee should be enabled to gain mastery in their applications and
efficiency. The third factor is he/ she should be given a chance to practice
his abilities and skills so that his skills can be utilized to the full extent

possible.

Characteristics of a good training programme for workers in
an enterprise are:

1- A sound training programme should focus on individual differences
among the capability of the workers. It should take into account that
personnel's who get trained in the enterprise would differ in ability,

learning capacity, interests and other characteristics.

2- The nature of training programme should depend on the requirements
of the job for what it is intended. For this, a clear analysis report of the

job should be prepared before giving training.
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For effective motivation of the trainees suitable incentives should be
given, so they take up the programme seriously and it may prove worth

for the enterprise.

All the higher officials in the concern should take active part during the
training programme, so they can guide the trainees about what is
expected from them to the enterprise. For this all the essential things
they have to do which would be helpful for them for their development

in the concern.

In a good training programme trainers should be given training. They
should undergo a special training, which would be helpful in transferring
the required knowledge to the trainees. Moreover both the theory

knowledge and practical knowledge of the job should go in hand in hand.

Types of Training followed in business enterprise are:

Induction training:

It is an act of introducing new employee to the business enterprise. The

main objective of this type of training is to introduce or tell about the

company's policy and its objectives. Explanation of personnel policy, it may

include the regulations and conditions of the employment. In some

enterprises new employees are given informal orientation programme. Un-

der this programme the employee is put under a senior official who briefs

him about the company details and his working the enterprise.
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On the-job training:

It is more efficient technique to train new employees. This is because only
on the-job training he can experience the difficulties and challenges in his
work. This technique is very simple and economical. The employee will be
placed under a co-worker who will teach about his work and skills needed

for the work.
Craft training:

Training for craftsmanship not only deals with a single aspect but for
various aspects of the job that can be assigned to a competent worker. This
is one of the oldest techniques. It is also known as apprenticeship training.

The period of apprenticeship may be different from job to job.
Retraining:

The worker might have got initial training but during the course of time he
might got outdated. This is due to rapid changes in scientific and technologic
changes have made most workers absolute. Employees at all levels are
facing these kinds of problems. The main objective is to bring up-to-date
with relevant knowledge required for that particular job. To fulfill the

demands of the new customers.
Vestibule training:

This technique is basically used to train large number of persons in a short

duration. This type of needs arise due to the rapid expansion of employment
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in many firms. It does not interfere with the regular production in the course

of the training being imparted.

The business enterprise does view training as an integral part of the

concern for its effective and smooth functioning of the enterprise. Benefits

of the good training programme can be achieved are:

Provide comfortable environment and job satisfaction for the workers.
Minimize the number accidents such as damaging the machinery,
equipments etc.

Continued training would make the employee more valuable for the
enterprise.

Economical use of resources and cutting down the money spent on the
resources.

Shortage of skilled labour can be overcome.

Exposure to new technologies in the business fields.

Increased capability of the employees to new work assigned to them.
Trained workers will have sharper knowledge of their work and great
capacity for diagnosis and analysis of day-to-day problems.

A trained worker needs little time and effort to familiarize himself with

the new job.

Training plays vital role for the development of the enterprise. Training is

looked upon either as a piece decorations or as a fire fighting equipment to

be used only in the case dire need. It brings out new talents who are
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capable of having good basic knowledge of the enterprise and its objectives.
Hence the enterprise would get profited from the employees as well as they
also get attractive benefits from the concern for their performance by
providing incentives, bonus, allowances and promotions. This would help to
bring the workers to a mutual understanding within them and with the

management hence the growth of the enterprise will a steady one.

Why do firms train workers? *

TRAINING is an important process in most change initiatives because
employees need to learn new knowledge and skills. When a company
introduces a new sales database, for instance, representatives need to leamn
how to adapt their previous behaviour patterns to benefit from the new system.
When a new consumer product is sold in the market, the company must also
train the sales force about the features and the specifications of the product,

the target market, pricing and the promotional strategies to employ.

To answer the question. "Why do firms train workers?', we will follow the
approach called 'Human Capital Theory' in which the simple answer is firms
train workers if they are doing to enhance the firm's profits. Training is
expensive; management must see to it that when they send people for

training they should have to evaluate the return on investment.

(*)  Source: Orlando W. Eduria (2005) .
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The benefits from the training is obviously considered in the following
factors, the length of time the employee can be expected to work with the
firm, the skills that the employees has before undergoing training, and the
extent to which the skills provided by the training complement other skills

the employee already may have.

In some multi-national organizations, organisations hire people and train
them depending on the job and the position. Back in the Philippines, a few
banking institutions have training centres in the Human Resources Division
called 'Mock-up Branch'. The 'Mock-up' branch was created in order to
facilitate the training of the newly hired tellers and bookkeepers. The
training runs for 30 days. with lectures and simulations of the actual

transactions in the bank.

There are also companies who might not be able to provide training

because

it's too expensive. Employees when | hired will just sit and observe what
other people are doing, in this case it is cheaper but the employee will not

be able to grasp the relevance of doing the task for the first time.

Many organizations are shifting their learning strategy away from the class-
room and toward a more experiential approach. Classrooms transfer explic-
it knowledge that has been documented, but most tacit knowledge and skill

are acquired through experience as well as observation.
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Organisations must create a Training Department and develop the Trainers
within the organisation, if not hire trainers that will fit the need, and enhance
the training department to upgrade in the new trends of good employee

development.
Examining The Quality Of Training:

Latest ASTD surveys show that companies investing in training of their
employees higher amounts than average businesses show 86 % higher
rating of their stocks than companies investing in training amounts below
average and 45% higher rating than companies investing average amounts

in the specified market.

Systematic training of employees and self-training through workshops,
seminars or individual study is an everyday part of every progressive
company or individual. Effective use of the intellectual capital of the

company directly influences company profit.

At this point, please, ask yourself a few questions related to the training

conducted by lecturers using standard training tools:

e Do the training costs exceed your budget or capacities?

e Is the training an integral part of the everyday life of your employees?
o Do your employees work full time during the training?

e Is the training enough individual and attractive process?
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Are you able to record effectively, save and pass all knowledge and
information representing intellectual capital of you company to all
employees?

Are all your employees there in the place where training courses take
place?

Can your employees share experiences sufficiently?

Is the knowledge level of all course participants the same?

Do all students in the course study in the same pace and do all of them

like the presentations?
Are all courses available right when the students need them?
Can students repeat the course at any time?

Do you know what percentage of the presentation have students

remembered and how their knowledge grows?

Are you able to identify poor courses or courses oriented differently from

what you expected?

Do you have accurate records about who attended what courses in the

past and what courses are they about to attend in the future?

Do you have an objective overview of your training investment return?

If your answer is YES to all questions, your training system is really perfect

and top quality and you do not need to change anything in your system and

further reading of these pages is just wasting of time. If some of your
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answers are negative, you belong to a large group of those who think on
how to improve training methods of individual and company trainings. For
those of you there is e-learning here - a solution offering faster, better and

cheaper training.
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Training Course Evaluation Sheet *

Please fill in the following details:

Training's Name: Course Title:
Instructor's Name: Duration: form : to:
Course Location /Class #: | Project Name:

o Please draw a circle to indicate your evaluation.

o In case of evaluating an element with less than 75%, please state the reasons
in the comment space.

The Course /Course Material:

Evaluation Points Excellent gsxl Good | Average |Below average

1 Course objective achieved

by the training 100[95 90 |85 |80 | 75| 70| 60|50|40|30{20 0

Time allocated was
2 | sufficient to achieve 100| 95|90 85|80 |75 [70|60|50 [40{30 |20 0

objectives
3 Course material met the

objectives 100|195 908580 |75 | 70| 60|50 40|30 |20 | 0
4 | Quality of material provided|100| 95 |90 |85|80 |75 | 70| 60|50 [40{30 |20 0
5 Practical exercises

consistency to the course |100 95 |90 85|80 | 75| 7060|5040 30|20 0

(*)  Source: IBM Company.
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The Instructor /Trainer

Very

Good Good | Average |Below average

Evaluation Points Excellent

Objectives have been
clarified at the beginning of
the course by instructor
ftrainer

100{95|90|85|80|75|70(60|50({40(30|20| 0

Efficiency of instructor
ftrainer in explaining
course's topics and
delivering information

100{95|90|85|80|75|70(60|50({40(30|20| 0

Instructor /trainer
adherence to scheduled
time plan for the course &
session time management

100{95|90|85|80|75|70(60|50({40(30|20| 0

Instructor /trainer
encouragement to trainees
4 | for participation in 100(95 |90 | 85|80 | 75| 70| 60|50 40(30{ 20 0
exercises & activities
during course
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The Training Location & Facilities

Very

Good Good | Average |Below average

Evaluation Points Excellent

Cooperation level of

1 | management and staff at 1100/ 95|90 |85 (80 |75 |70 |60 |50 |40 (30|20 | 0
the training location

The training rooms

2 | arrangementand 100{95 |90 | 85|80 | 75| 70|60|50|40{30{20| 0
equipment suitability

3 General facilities (toilets,

break area and cafeteria) |10 95|90 |86 |80|75(70/60|50|40| 30|20 | 0

Responsiveness of training

ser- 100{95|90|85|80|75|70(60|50({40(30|20| 0

Vice provider to trainees

requests 100{95|90|85|80|75|70(60|50({40(30|20| 0

Overall Course Evaluation

Very

Good Good | Average |Below average

Evaluation Points Excellent

Inclusive assessment to

the whole training period |10/ 95 |90 8580 75{70{ 60|50 |40 30|20 | 0

e Your opinion, comments and suggestions are important to help us to improve
our services, please write below any comments you may have.
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