Read the situation given below and use the information given in the table that follows to write a progress report (300-400 words) in memo format in the space provided.   [20 pts.]

You are a fresh associate degree holder in an engineering subject. You have recently been selected through campus recruitment to work in one of the departments (electrical and electronics / mechanical / information technology / chemical etc.) of MARAFIQ company in Yanbu. The Human Resources Department of MARAFIQ has then decided to provide training for its new hires, including you, for eighteen weeks. Now that you have completed this training for two months, you are asked to submit a Progress Report to the Manager of the HR Department highlighting training completed so far, problems faced, and other details related to your training.
	                              Details
	                                Information

	Start /Finish of Training 
	1 May, 2019    /    4 September, 2019

	Objective
	Help new employees - fresh graduates – learn skills - improve

	Strategy (plan)
	Aligning (arranging) resources to training goals

	Place
	MARAFIQ Training Center, workshops and labs

	Person(s) Involved
	Newly recruited employees including you

	
Training Completed
	
Off-the-job training (in classroom) – familiarized tasks – attended lectures with audio-visuals – demonstrations – simulations to learn production, maintenance, and process skills – e-learning – field work – knowledge useful for work

	Lessons Learned
	Soft skills – safety lessons

	Highlights of the Training
	Focus on learning rather than performing – job-specific

	
Problems Encountered
	
Too many things to learn – sometimes confusing – difficult lectures – transportation problem for field trip – 


	
Training to be Completed
	
On-the-job training (at workplace) – learn by doing – step by step training – machinery, equipment, tools, and materials to be used – job rotation (do different tasks) –     

	Expectations
	Motivation – full participation –  best trainee award

	
Conclusion
	
Activity-rich training – creative – expert trainers – learning and earning .        (Give two/three recommendations too)
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