	
	Title
ABC/123 Version X
	1


	
	Training Needs Analysis
HRM/326 Version 5
	4



University of Phoenix Material


Training Needs Analysis

To understand the development needs throughout the business, COMPANY XYZ would like to have a meeting with you (the training manager) to discuss your department training requirements.  In order to provide some structure to the session, Company XYZ asks that you complete the attached training analysis form prior to the meeting. 

Some other items you might want to include in your meeting are:

· Organizational Chart

· Job Descriptions

· Training Goals for the department

· Training Goals for the employee’s

· Competency Reports

· Other relevant training data

Your perspective on training development opportunities, along with the data that you provide, will help Company XYZ better understand your goals and help close/support any competency needs your department.  

Notes: 

a) The attached form can be completed by clicking in the box below each question and inserting your text.

Training Needs Analysis

Complete the following in a total of 1,050-to 1,400 words.

1. What is your training problem statement or objective?  

2. What skills and knowledge are required to perform the work?

3. What are the measures of successful performance of the work?

The 
4. Are people performing at the levels required?

5. Is there under-performance for specific groups of employees?


6. What are the causes of under-performance?


7. What training will help bridge the gap between the standards of performance needed and the actual performance?


8. Is there specific training that is needed in the training triad categories below?  

a. Technical training


b. Business skills training

c. Human skills training

9. What is the expected return on the investment (ROI)?
10. What does success look like?

11. Do you have a budget for the training development/course?

12. Any other relevant information?  

Word Count: 1,228 words. 
The training problem in my organization is about low productivity. In the past two years, the company has been recording low productivity, especially in sales due to inefficiency in the employee involvement. Low productivity has resulted in poor economic growth recorded in the last two years due to low profitability. With such low profitability and poor record, the employee morale has also been affected. Therefore, employee training is urgently required to help improve the employees’ efficiency in production which can turn increase the firm’s productivity. 





Some of the skills required to do the work include analytical skills, adaptability, customer focus, problem solving, business knowledge, project management, teamwork, technology and communication skills. For employees to work effectively, they mainly require to have updated skills on project management and technology use. Today, technology is becoming an essential part of the business. However, technology does not operate itself, it requires human skills to operate it. Project management and teamwork skills will also assist to improve the company’s productivity because employees will have learnt new strategies and techniques that can help them work better and achieve efficiency. Customers are the base of business, learning the customer focus strategies will help the staff work towards improving the product quality; thus, satisfying customers’ desires. 





The measures for successful performance of work will include the customer likeness, time-to-fill reports, and quality of hire. The customer likeness will help us measure the how much out customers like out products and brand as whole. This will be achieved if the company sales increase, it will tell us that the customers still like our brand in the market. Also, through time-to-fill reports, we will be able to measure the morale and efficiency of employees in production. If the time spent in production is reduced, it will show that the productivity efficiency has been achieved. Regarding the quality of hire, we will be able to measure the employee engagement by tracking their performance and length of service. This method will further assist the company to align the employees’ objectives with both short and long-term organizational objectives. 





So far, people are not performing at the levels required. The poor performance recorded in the last two years is a clear indication of that. Employee efficiency has significantly reduced. Sometimes, it takes a lot to convince them to work to meet the deadline of projects. A lot of projects have been delaying, which have affected the firm’s productivity in general. Employees are important resources in our organization. However, when such critical resources produce a relative low products or sales compared to the money used in production, it is the company that suffers due to low profit margin. Therefore, based on the performance from the past two years, people are not performing up to the levels that they should be performing. 





Morale and commitment in the organization starts with the management and top leadership who can convince and influence the rest of employees to be engaged in their responsibilities. Therefore, in my organization, the managers in the local administration and supervisors have been underperforming below what they are expected to do. Therefore, when designing a training process, the primary target group needs to be the managers of local administration and the supervisors. Secondly, employees, especially those working at the production site are also underperforming. 


























Underperformance is caused by many factors in the organization. For example, in the case of employees working at the production site, their underperformance is caused by low morale at work and lack of efficient skills and technology to use in the production. Provision of enough resources that can facilitate their work like new machines can improve their productivity. In the case of managers and supervisors, lack of proper and adequate incentives like new knowledge and skills that can enable them get promoted to the next levels are some of the key reasons causing them to underperform. Working on these factors will help improve their engagement and commitment to work; thus, increasing the organization’s productivity. 


























For the managers, training on policy and local administration, decision making, and fiscal management training will help bridge the gap between the leadership standard of performance required and their current actual performance. Currently, they appear to lack effective administration skills that can help them engage employees and improve the firms’ output. 


For employees, customer focus, action orientation, innovation training will assist to reduce their level of disengagement at work. Through such training, employees will be equipped with the right skills will equip them with the right competitive advantage skills. 





Technical training is important for the management and administrators, who require the technical skills, especially for first-level managers, to improve their performance at work. For instance, someone who has been working in the sales department may require technical training to equip him or her for the sales management tasks. Such a person may have acquired some technical skills in sales through the experience as well as the education. 





Business skills will also be required, especially for the top management officers. Business training will equip them with the knowledge to facilitate their abstract thinking. As a leader, one needs to have knowledge on business environment to enhance his or her analysis and diagnosis of situations, which improves their ability to make the right and accurate predictions of the business’s future performance. 





Human skills are vital and essential in business environment. Therefore, in this training program, human skills training will be the core to achieving the training and also the organizational objectives. For example, in the case of the managers, human skills will equip them with the knowledge and skills to work with people. For employees, especially those at the sales department, human skills will equip them with interpersonal and human relations skills to enable them relate with the customers effectively. Human skills will be the core of training program because without people, there will not be the need for the business even to exist. 





The expected return on investment in training will include improved work efficiency, product quality, improved revenue income, and increased employee morale. Training will bridge the gap that exists now between the employee morale and the work efficiency and other problems that the company is facing now including low revenue income resulting from low productivity. When employees have the right technology and skills required in the production and other departments, the production is expected to increase, which will increase the revenue income. 





Success is defined and perceived differently, but for me, success is when the organization is working and making progress in terms of employee engagement, customer-relations and efficiency in the workplace. Success is defined by the ability of the employees to relate with the customers well and increase the company’s sales, which will translate to better revenue. Therefore, when training program is designed, it aims at improving the firm’s success. 





Since the training is needed for both management and the employees, the training budget will be expected to be high. The company will have to spend about $1,030 on every employee and $1,500 on every manager in training. With about 500 employees and 12 managers, the approximate budget estimate will be about $533,000 for the whole year of training.  





The budget estimated will cater for the training programs, but this may be different because some training service providers may change their stand. Therefore, the company will have to invest more than the above estimated budget. 
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