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Training

• The systematic process of altering the behavior 
of employees in a direction that will achieve 
organization goals

• Training is related to present job skills and 
abilities

• Training has a current orientation

• Helps employees master specific skills and 
abilities needed to be successful
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Why Training 
Is Booming

• NOT just technical training any more – over $19 
billion spent last year on outside training
– Team building

– Decision making

– Communication

– Customer service

– Technology and computer skills

• Training helps management meet strategic goals
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Goals of Training and Development

• Removing performance deficiencies

• increasing productivity

• enhancing work force flexibility

• increasing commitment

• lowering absenteeism and turnover
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Orientation Day

• Employee orientation provides new employees with 
basic background information

• Programs may range from brief, 
informal introductions to 
lengthy, formal courses

Sample orientation 

day checklist
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Reasons for Orientation

• Lower turnover

• increased productivity

• improve employee morale

• lower training costs and saves time

• facilitates learning

• reduce new employee’s anxiety and hazing

• develop realistic expectations



© 2003 Prentice Hall, Inc.7-6

Why Orientation Is Important

• Orientation explains basics – often provided in an 
employee handbook

• Rules and policies are often discussed

• Makes new employee feel at ease

• Describes the organization – the big picture

• Defines expected work behavior

• Socializes new employee in company’s ways
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Needs Assessment

Organizational Analysis

Person Analysis

Task Analysis
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Analyzing Training Needs

• Determine required training

– New employees 

– Current employees

• Task analysis and performance analysis are 
the two main ways to identify training needs
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Task Analysis

• Task analysis - a detailed study of a job to identify the 
specific skills required

• Job descriptions and job specifications are used

• A task analysis record form lists 6 
types of information used to 
determine training requirements
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Performance Analysis

• Performance analysis – verify that there is a 
deficiency and decide if it can be fixed 

• Sample performance deficiencies:

– Doesn’t meet sales quotas

– Too many plant accidents

• Set specific objectives
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Four Ways to Determine Employees’ 
Needs for Training:

1. Observe employees

2. Listen to employees

3. Ask supervisors about employees’ needs

4. Examine the problems employees have
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Traditional Training Methods

• On-the-job training

• Apprenticeship training

• Informal learning

• Job instruction training

• Lectures

• Programmed learning

• Audiovisual tools

• Simulated training
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Job Instruction Training

List each step in order with key steps

Start 

motor

Set cut

distance
Read scale

carefully

Place paper

on cutting table

Verify paper

is even

Push paper

to cutter

Verify paper

is tight

Grasp release

with left hand

Don’t release

to prevent

injury

Grasp release

with right hand

Don’t release

to prevent

injury

Pull cutter &

safety releases

Keep both

hands in place

Wait for cut

To finish

Maintain

grip

Retract

paper

Verify

cutter

is done

Shut off 

motor
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Managerial Off-the-job Training

• The case study method

• Games

• Seminars

• University programs

• Role playing

• Behavior modeling - 4 steps

• In house development
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Goals of Training (1 of 2)

• Training validity

– Did the trainees learn skills or acquire knowledge 
or abilities during the training?

• Transfer validity

– Did the knowledge, skills, and abilities learned in 
training lead to improved performance on the 
job?
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Goals of Training (2 of 2)

• Intraorganizational validity

– Is the job performance of a new group of 
trainees in the same organization that 
developed the program comparable to the job 
performance of the original training groups?

• Interorganizational validity

– Can a training program that has been validated 
in one organization be used successfully in 
another firm?


