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Introduction to Training and Development
Key concepts, purposes, and basic processes for building a skilled, motivated workforce.

1. What Is Training & Development?

Term Definition

o Short?term activities that equip employees with specific skills or knowledge
Training ) ) )
needed to perform their current jobs effectively.

Long?term, growth?oriented initiatives that broaden an employee’s capabilities,
Development .
preparing them for future roles and career advancement.

] ) The underlying process—acquisition, retention, and application of
earnin
g knowledge—that both training and development support.

2. Why Organizations Invest in Training & Development

1. Performance Improvement — Reduces errors, speeds up task completion, and raises
quality.

2. Employee Engagement & Retention — Demonstrates investment in people, boosting
morale and lowering turnover.

3. Adaptability to Change — Keeps the workforce current with new technologies, regulations,
and market trends.

4. Talent Pipeline — Prepares internal candidates for leadership and critical?skill positions,
reducing external hiring costs.

5. Competitive Advantage — A skilled workforce drives innovation and superior customer
service.

3. Core Components of a Training & Development System

1. Needs Assessment — Identify gaps between required and existing competencies.
2. Learning Objectives — Clear, measurable statements of what participants should know or
be able to do.
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3. Design & Development — Choose delivery methods (e.g., classroom, e?learning, on?the?
job) and create content.

4. Implementation — Schedule, communicate, and execute the learning activities.

5. Evaluation — Measure effectiveness (Kirkpatrick’s 4 levels: Reaction, Learning, Behavior,
Results).

6. Continuous Improvement — Use feedback and data to refine future programs.

4. Training & Development Process (Step?by?Step)

1. Identify Business Goals

o Align learning initiatives with strategic objectives (e.g., launch a new product, improve
safety compliance).

2. Conduct a Skills Gap Analysis

o Use surveys, performance appraisals, job?task analysis, and stakeholder interviews.
3. Set Learning Outcomes

o SMART format: Specific, Measurable, Achievable, Relevant, Time?bound.
4. Select Delivery Methods

o Instructor?led (classroom, virtual live) — high interaction.
o Self?paced (e?learning modules, micro?learning) — flexible.
o On?the?Job (coaching, mentoring, job rotation) — contextual.

5. Develop Content & Materials

o Slides, videos, simulations, case studies, job aids, assessments.
6. Pilot & Refine

o Test with a small group, gather feedback, adjust content or logistics.
7. Roll Out

o Communicate schedule, prerequisites, and expected outcomes.
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8. Assess Learning

o Knowledge tests, practical demonstrations, simulations.
9. Measure Impact

o Track behavior change on the job and business results (e.g., sales lift, error reduction).
10. Report & lterate

o Share findings with leadership and use data to improve future cycles.

5. Common Training Methods

Method Ideal Use Pros Cons
Classroom / Virtual Complex concepts, group Immediate Q&A, social Scheduling
Instructor?Led discussion learning constraints,
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