
PERFORMANCE
ANALYSIS: ANALYZING
TRAINING NEEDS

Step 1

Won't do

source:Adopted from Donald Micholok and EdwinYoger (1979),YakingtheTraining ProcessWork (NewYork:Horper ond Ro'

Step 3: Is it a "can't do" or "won't do" situation? It iS impOrtant to determine if *-,:
employee could do the expected job if he or she wanted to. Three questions neec::

be answered: (1) Does thi person know what to do in terms of performance? -

Could the person do the job if he or she wanted to? and (3) Does the person rvr-;
to do the lob? Ans*ering these questions requires skillful observation, listening. ;:-':

asking on the pafr of the person conducting the performance analysis.

Step 4: Set standards A secretary who doesn't know what the standard is mar- '::-

derperform. Establishing a standard and clearly communicating it can impror-e r::-
formance.

Step 5: Remove obstacles Not being able to complete budgets on time may be c2Lr-l

bv i..q.r..rt breakdowns of the equipment (the COMPAQ system) or by not reci-i -


