
 
 
 
 
 
 

 

OVERVIEW OF TRAINING & DEVELOPMENT (SESSION 1) 

 

 

 Topics for discussion 

o Organizational competitiveness and Human Resource Management. 

o Training & Development and organizational competitiveness 

o Objectives and importance 

 

 Learning outcome – Better Understanding and appreciation of role of Training 

& Development in organizational competitiveness. 

 

 Training & Development – The Objectives 

o Required competencies for employees to achieve organizational goals. 

o Continuously upgrading competencies to keep pace with change. 

o Enable employees to perform at the optimum level. 

o Developing, optimizing and maximizing employee potential. 

o Attracting and retaining talent. 

o Strategic human resource management. 

 

 Meaning: 

o Training is about initiative or program that helps employees learn 

specific knowledge or skill to improve performance in their current 

roles. Development is more expansive and focuses on employee growth 

and future performance, rather than an immediate job role. 

o Processes that enable human resource development in a systematic 

manner and does it proactively. 

 

 

 



 
 
 
 
 
 

SYSTEMATIC APPROACH TO TRAINING & DEVELOPMENT 

(Session 2) 

 

 Topics for discussion 

o Importance of Training & Development in organizations 

o Development Stages 

o Steps and processes in Training and Development 

 Learning outcome – Better understanding and appreciation of Training and 

Development as a concept and function. 

 

 Development stages 

o Unconscious incompetence 

o Conscious incompetence 

o Conscious competence 

o Unconscious competence 

 

 Steps and processes in Training and Development 

o Identifying training needs – Training Need Analysis. 

o Preparing Training and Development Plan. 

o Designing Training Program 

o Implementing Training Plan and conducting training programs 

o Measuring effectiveness of training. 

 

 

 

 

 



 
 
 
 
 
 

TRAINING NEED ASSESSMENT AND ANALYSISN(SESSION 3) 

 

 Topics for discussion 

o How to identify training needs of employees. 

o Tools and techniques for identifying training needs. 

o Training Need Analysis. 

 Learning outcome: gaining practical understanding as how to identify 

training needs and carry out training need analysis. 

 

 Identifying training needs – Summary 

 

• Understand organizational requirements, Role requirements, and 

individual employee requirements. This is known as – organizational 

analysis, role analysis, and individual analysis. 

• Get views and feedback from following sources through – written 

questionnaire, FGD, Interviews 

– Self (employee herself/himself) 

– Direct Boss(es) 

– Managers of other departments 

– Senior leaders and top management 

– Subordinates 

– External stake holders & Experts 

• Other secondary data from 

– Performance appraisal 

– 360-degree feedback conducted by organization 

• Assessment & Development Center 

 

o Training Aid and learning resources – Case Discussion 

 



 
 
 
 
 
 

 

 

TRAINING NEED IDENTIFICATION: INDIVIDUAL ANALYSIS 

(SESSION 4) 

 

• Discussion Points 

o Individual analysis for an aspiring HR & Training Executive 

o Tools and techniques for individual analysis 

• Learning outcome: Gaining practical understanding as how to carry out 

individual analysis in general and for an aspiring HR-Training Executive in 

particular. 

• Steps and processes for individual analysis. 

o understand organizational requirements. 

o Understand role requirements. 

o Understand competencies required for the role. 

o Understand the existing level of competencies for the individual role holder 

o Find the gaps 

• Tools and techniques 

o Self-assessment 

o Feedback from Superior{s) and other stakeholders 

 Performance appraisal 

 Questionnaire 

 FGD 

 Expert panel 

o Assessment & Development Center 

• Preparing training need analysis report 

 

 



 
 
 
 
 
 

 

INDIVIDUAL ANALYSIS (SESSION 5) 

 

• Discussion points 

o Tools for individual analysis. 

o Required competencies for an aspiring HR executive (Based on Research) 

• Learning outcome: Gaining insight into individual analysis and assessment 

tools 

 

• Global HR Competences (based on research) for aspiring HR Executive. 

 

 Has good understanding of the business.* 

 Understands her job well, and possess good domain knowledge.** 

 Is digital friendly and can make good use of information technology. 

 Has good networking skill. In other words, knows and connects with 

large number of people, resource persons across locations.    

 Is alert and alive to  her surroundings and  micro - macro 

environment*** 

 Is a quick learner. Shows keenness to learn things and can grasp 

things or information easily. 

 Has drive and passion for what she does. Shows perseverance and 

does not quit in the face of difficulties and setbacks. 

 Can plan well and execute the plan with speed. ** 

 Get along well with large and different types of people across 

different levels and geographies. 

 Communicates well. In other words, communicate with clarity, 

timeliness, and precision. 

 Can think out of box, and comes up with creative ideas. 

 

 



 
 
 
 
 
 

 

 

THE LEARNING ENVIRONMENT: LEARNING THEORIES (SESSION 6) 

 

 Discussion Points 

o Adult learning process 

o Learning theories 

 

 Learning outcome 

o Gaining understanding as how adults learn and  

o Concepts (learning theories) which explain the adult learning process 

 

 LEARNING THEORIES 

The Operant Conditioning theory states that people are likely to emit responses 

that are rewarded and will not emit any responses that are neither followed by 

any reward nor punishment. Thus, an individual tries to establish an association 

between a particular behaviour and consequence. 

Cognitive Learning Theory. According to this theory, individuals not only responds 

to stimuli but also act on beliefs, thoughts, attitudes, feelings and strive towards 

goals. 

Classical Conditioning Theory was proposed by a Russian Physiologist Ivan Pavlov. 

According to this theory, behaviour is learnt by a repetitive association between 

the response and the stimulus. 

Social Learning Theory is given by Albert Bandura, who believed that individual 

learns behaviour by observing the others or role models. Simply, by observing the 

other person’s behaviour, attitude, and the outcome of that behaviour, an 

individual learns how to behave in a given situation, depending on the 

consequences observed. 



 
 
 
 
 
 

The influence of models is central to the social learning view point. Four processes 

have been found to determine influence that a model will have on an individual 

 Attentional process 

 Retention process 

 Motor reproduction process – watching must be converted to doing 

 Reinforcement processes 

 

 

 

 

 

LEARNING ENVIRONMENT: LEARNING STYLE (SESSION 7) 

 

 Discussion Points 

o Adult learning styles 

o Training methods suiting to different learning styles 

 

 Learning outcome 

o Understanding different learning styles and its relation to different 

training methods. 

o Insight into own learning styles 

 

 LEARNING STYLE 

Learning style describe how learners gather, sift through, interpret, organize, 

come to conclusions about, and store information for further use. 



 
 
 
 
 
 

Learning styles are often categorized by sensory approaches: visual, aural, verbal 

(reading & writing) and kinesthetic. 

Each individual has a specific learning style or learning preference, and we learn 

best when information is presented to us in this style. For example, visual learner 

would learn any subject matter best if given graphically or through other kind of 

visual images. 

Another approach of categorizing learning styles is – Feelers, Observers, Thinkers, 

and Doers. 

FEELERS : Feelers are very people oriented.  They are expressive and focus on 

feelings and emotions. They enjoy affective learning and gravitate towards 

learning experiences to explore people’s attitude and emotions. Feelers thrive in 

an open, unstructured learning environment and appreciate the opportunity to 

work in groups and like activities in which they can share opinions and 

experiences. 

OBSERVERS : Observers like to watch and listen. They tend to be reserved and 

quiet and will take their time before acting or participating in class. When they do 

decide to offer an opinion or answer a question, they are generally right on 

target. They enjoy learning and experiences that allow them to consider various 

ideas and opinions, and they seems to thrive on learning through discovery. 

THINKER: Thinkers rely on logic and reason. They like the opportunity to share 

ideas and concept. They prefer activities that require them to analyze and 

evaluate. They will question the rationale behind activities and will challenges 

statement that they perceive to be general or without substance. The thinkers 

prefer to work independently and question the relevance of role plays and 

simulations. 

DOERS: Doers like to be actively involved in the learning process. They will take 

charge in group activities and tend to dominate discussions. They like 

opportunities to practice what they learned, and they are particularly interested 

in knowing how they are going to apply what they learn in the real world. They 



 
 
 
 
 
 

like information presented clearly and concisely and became impatient with 

drawn-out discussion. 

 

LEARNING ENVIRONMENT: LEARNING PRINCIPLES (SESSION 8) 

 

 Discussion points 

o Learning principles which expedite adult learning 

o Application of learning principles in organizations 

 Learning outcome:  

o Understanding various learning principles which enable a person to 

develop quickly and effectively. 

o Gaining clarity as how to effectively and quickly develop employees in 

an organization context. 

 

 LEARNING PRINCIPLES – LEARNING EFFECTIVELY & QUICKLY 

• Learner’s drive, desire and ability to learn is critical. 

• On the job learning through practice supported by timely coaching-

feedback followed by class room training is the most effective way to 

develop managerial skill. It is about 70 -20 – 10 principles. 

• Supportive environment and culture does matter. For example, 

developing innovation abilities should be backed by encouragement for 

experimentation and new ideas. 

• Stretch backed by support and timely feedback simultaneously lead to 

quick development. 

• A person develops faster and quickly in her areas of strengths and 

passion. 

• RIGHT strategy, tools-techniques for development and RIGOR in them is 

essential. 



 
 
 
 
 
 

 

INSTRUCTION METHODS (SESSION 9) 

 

 Discussion point 

o Different instruction and training methods relating to different learning 

styles 

o Advantages and disadvantages of different instruction methods 

 

 Learning outcome: Gaining understanding as how to deploy different training 

methods in training programs 

 

 Instruction methods: 

• Role playing – Acting out real life situations in a protected, low risk 

environment. 

• Game – An activity governed by rules entailing a competitive situation. 

• Simulation – Activity designed to reflect reality. 

• Observations – Watching others without directly participating. 

• Instruments – Paper pencil device used to gather information. 

• Mental imagery – Visualize situations, mentally rehearse putting skills into 

action. 

• Writing tasks – Worksheets in conjunction with materials, list and evaluate 

information. 

• Lecture – Short, structured, one way communication from trainer to 

participants. 

• Small Group Discussion – Small groups formed from larger group. 

Composed of five to seven individuals, assigned to discuss a certain topic 

within certain time limit. 



 
 
 
 
 
 

• Case study – Written description of a problem os situation trainees might 

be faced with on the job. Working in small groups, trainees read and 

discuss the case to determine the pertinent facts, identify problem, suggest 

alternative solutions, and agree on final solution. 

• Task Exercise or Activity – Participants are divided into small groups of five 

to seven and work on a specific activity or task, often present results to the 

total group. 

 

MATCHING TRAINING METHODS WITH TRAINING OBJECTIVES 

• Knowledge -   Textbook, Lecture, Small Group Discussion, Games, 

Computer assisted instructions 

• Attitude/ values – Guided discussion, Small group discussion, Role play, 

Business games... 

• Skill development – On the job performance, Role play, Buisness games, 

Skill practice, Simulation, In-basket exercise   

 

 

 

 

 

LEARNER READINESS AND MOTIVATION TO LEARN (SESSION 10) 

 

 Discussion points 

o Motivation theories 

o Learner’s readiness and motivation to learn 



 
 
 
 
 
 

 Learning outcome: understanding how to create conditions that will instill 

readiness and motivation to learn in an organizational context 

• Adult learner is self-directed. Adult learners want to take responsibility for 

their own lives, including the planning, implementing, and evaluating of 

their learning activities. 

• Experience of the adult learner play a big role for adult learner as what and 

how he is going to learn. 

• Adults are ready to learn when they perceive a need to know or do 

something in order to perform more effectively in some aspects of their 

lives. 

• Adult learners want the learning experience to be practical and realistic, 

problem cantered rather than subject cantered. 

• Adults want immediate, real world applications. They want the skills and 

knowledge to help them solve problems or complete tasks. 

• Adults are motivated to learn because of internal factors such as self-

esteem, desire for recognition, natural curiosity, innate love of learning, or 

opportunity to self-actualize. 

• Adults learn by following different learning styles, not one specific learning 

style. 

 

DESIGNING TRAINING PROGRAM (SESSION 11) 

 

• Discussion point 

o How to design a training program 

• Learning outcome 

o Learning to design a training program 

o Learning to develop training aids and instruction methods. 



 
 
 
 
 
 

 

• How to design a training program: Guidelines 

• Identify the training needs of participants 

• Select the needs that can be best met by training 

• Based on identified training needs, write training objectives for the training 

program. 

• Depending on training needs and training objectives, decide the 

contents(topics) and trainingmethods. 

 

 

OFF THE JOB & ON THE JOB DEVELOPMENT METHODS (SESSION 12) 

 

• Discussion point 

o Different off the job and on the job development opportunities 

o Learning by doing & 70-20-10 principles 

 

• Learning outcome 

o Gaining knowledge about various development opportunities. 

o Understanding importance of on the job development and 70-20-10 

principles. 

 

• On the job development opportunities (planned) 

• Structured Feedback 

• New Projects 

• Job Rotation 

• Job Enrichment 

• Special Assignments 



 
 
 
 
 
 

• Cross functional projects 

• Mentoring by a senior 

• On the job – spontaneous 

• Observing seniors 

• Attending meetings 

• Making Presentations on behalf of others 

Off the job - planned 

• Attending workshops/ training programmes 

• Distance Learning Courses 

• Reading 

Off the job  - spontaneous 

• Networking 

• Joining Professional bodies 

• Watching T.V. 

 

 

 

LEARNING BY DOING: PRACTICE (SESSION 13) 

 

• Discussion point 

o Skill development through practice 

o 70-20-10 principles 

 

• Learning outcome 



 
 
 
 
 
 

o Understanding how to develop on the job through practice. 

o Practicing target skill. 

 

• Josh Kaufman – The First 20 hours – How to learn anything 

• Define clearly what you want (what excite you or what you would be 

interested to learn) to learn. Which specific skill? 

• Deconstruct. Break the target skill to major sub skills 

• Learn enough to self correct (DVD-Book..) 

• Remove barriers and distractions to practice.Major barrier to skill 

acquisition is not intellectual, but emotional. 

• Practice (Focused and Deliberate)at least 20 hours  

 

 

 

 

 

 

Principles of Adult Learning 

• Adult must recognize the need to learn 

• Adults want to apply new learning back on the job. 

• Adults need to integrate past experience with new material.adults p[refer 

the concrete to abstract. 

• Adults need a variety of training methods 

• Adults learn better in informal, comfortable environment. 

• Adults want to solve realistic problems. 



 
 
 
 
 
 

• Adults prefer the handson method of learning. 

 

 

 

 

•  

TRAINING EVALUATION 

• Evaluating Reaction of Employees/Participants. 

• Evaluating Knowledge of Employees/Participants. 

• Evaluating Behavior/Skill of Employees/Participants. 

• Evaluating Results of Training. 

– Has productivity improved. 

– Has there been a change in culture? 

– Has it lead to better customer satisfaction? 
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