TRAINING NEEDS ANALYSIS

BRIEF FOR TEAM LEADERS
TEAM LEADER NAME:  ……………………………………………………………..……

DATE OF DISCUSSION: ………………………        TIME: …………..…………………

We need your help over the next few days in evaluating the impact of the services provided by the Training Department, and analysing what further training needs exist. This will give us invaluable information to help us devise the year 2000 training plan.

To help you to plan your thoughts, the main points I would like to cover are:-

· the training initiatives provided by the Training Department over the last 6 months, and the extent to which it has helped you perform in your job.   

· the course administration provided by Training (e.g. joining course information, telephone contact with the Training Dept).

· the further knowledge/skill gaps you (or your staff) have, which would help you to perform even better in your job. You may find it useful to think about actual situations at work in which you feel you need some help in tackling ( e.g. giving negative feedback to team members, dealing with irate customers).

· how Training can help in preparing you (or your staff) for either promotion to a higher role, or perhaps a ‘sideways’ move into another role / department, if you/they were interested.

I look forward to our discussion, and thanks, in advance, for your time!

……………………………………………………

TRAINING NEEDS ANALYSIS

SHOWROOM MANAGER / TEAM LEADER

FOCUSED INTERVIEWS

NAME:  …………………………………………………………………

UNIT/DEPT: ………………………………………………………..

DATE OF INTERVIEW: ………………………………………………

THE LAST 6 MONTHS:

1. Based on the training initiatives undertaken by the Training Department over the last 6 months, please rate the extent to which the training has helped you perform better in your job:-
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Any Comments/Improvements:

2. How have you been able to use the knowledge / skills you have learnt on the training initiatives in your day to day performance in your job? (Be very specific)

COURSE ADMINISTRATION IN LAST 6 MONTHS:

3. Rate the course administration provided by the Training Department over the last 6 months (e.g. joining information, flight/hotel bookings, telephone contact with Training Department)
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Any Comments/Improvements:

FUTURE TRAINING NEEDS:

4. What further skill/knowledge GAPS do you feel you or any of your colleagues performing a similar managerial role, may have, which the Training Department may be able to help with? Be as specific as possible.

5. Explain how you feel this skill / knowledge will help you perform better

6. Tell me about any work situations you encounter which you need some help with tackling e.g. giving negative feedback to a team member who is sensitive to feedback or dealing with demanding colleagues

7. What further skill/knowledge gaps do you feel your staff have, which the Training Department may be able to help with? Be as specific as possible.

8. Explain how you feel this skill / knowledge will help them perform better

9. Tell me about any work situations your staff encounter which they need some help with tackling e.g. dealing with irate customers

CAREER DEVELOPMENT:

In order to satisfy our aim of providing development opportunities for our staff to develop from within, STRESS that the next question is designed to help us establish a development plan. It is not meant to imply that you or your staff will achieve different job roles by stating it here. As part of the Year 2000Training Plan, we would like to provide opportunities for people to develop.

10. How do you feel the Training department can help you with:-

a) Developing you into the next promotion role (if you were interested)

b) Developing you into another job role (if interested), but not necessarily a promotion e.g. a sideways move into a different department, that you were keen to work in 

c) Developing a member of your team so that they could gain promotion in the future (if they were interested)

www.abctrainingsolutions.biz - now uploaded with loads of freebie trainer resources!
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