[bookmark: _GoBack]To                           : Instructor  
From                       :   students 
Subject                    : Capstone needs assessment 
Re                            : Customer services representative training program
This memo has accompanied the customer services representative training program which  is aimed at using the best training methods .The training techniques in this program are lecture method, demonstration, briefing and discussion methods. The problem and issue in this program is that, there are inadequate specialists to train the customer service representatives. I have suggested the use of demonstration method to be used by trainers to measure the extent at which the learners acquire and apply what they have learned in the real world. The debriefing is another method that I have viewed by considering how the participants in the needs assessment training program will acquire and retain information as well as the experiences. 
 The discussion method will involve students and their peer and also trainers. The consideration for the use of a debate of this method will focus on the role of both participants and trainers. However, in this training program all the methods cannot be applied and it is not possible to determine which methods fit where. I recommend having additional specialist in training and experts who will influence training program in specific training method. In other words, the participants will undergo the best training by interacting with professionals who will approach their issues by use of definite techniques. In addition, since this is how I have planned to approach this training program, I would ask for agreement and moral support for the process to be successful. Otherwise, any other approaches better than this will be acceptable.

To 


        


                  


:


 


I


nstructor  


 


From 


                      


:   


students


 


 


Subject                    : C


apstone


 


needs assessment 


 


Re


                   


         


:


 


Customer services representative training program


 


This 


memo has


 


accompanied the customer services 


representative


 


training program


 


which 


 


is aimed at using the best training methods 


.


The training techniques in this program are lecture 


method, 


demonstration,


 


briefing and discussion methods


.


 


The problem and issue in this


 


program 


is that, there 


are inadequate specialists


 


to train 


the customer service representa


tives.


 


I have 


suggested the use of 


demonstration


 


method to be used 


by trainers


 


to measure


 


the extent 


at 


which


 


the learners acquire and apply what they have learned in the real world. The debriefing is another 


method that 


I have viewed by 


considering 


how


 


the participants in the needs assessment training 


program


 


will 


acquire


 


and retain information as well as the ex


periences. 


 


 


The discussion 


method will involve


 


students and their peer and also trainers. The 


consideration for the use of 


a debate of this method 


will 


focus


 


on the role of 


both participants and 


trainers. However, in this training program all the methods 


cannot be applied and it is not possible 


to determine which 


methods fit


 


where.


 


I recommend 


having


 


additional specialist in training and 


experts who will influence 


training program


 


in specific training method. In other words, the 


participants will 


undergo


 


the best training by interacting with professionals who will approach 


their issues by use of definite 


techniques


. 


In addition, since this is how 


I have


 


planned


 


to approach 


this training program, I would ask for agreement 


and moral


 


support for the process 


to be successful. 


Otherwise, any other 


approaches


 


better than this will be acceptable.


 




To                              :   I nstructor     From                         :    students     Subject                    : C apstone   needs assessment    Re                               :   Customer services representative training program   This  memo has   accompanied the customer services  representative   training program   which    is aimed at using the best training methods  . The training techniques in this program are lecture  method,  demonstration,   briefing and discussion methods .   The problem and issue in this   program  is that, there  are inadequate specialists   to train  the customer service representa tives.   I have  suggested the use of  demonstration   method to be used  by trainers   to measure   the extent  at  which   the learners acquire and apply what they have learned in the real world. The debriefing is another  method that  I have viewed by  considering  how   the participants in the needs assessment training  program   will  acquire   and retain information as well as the ex periences.      The discussion  method will involve   students and their peer and also trainers. The  consideration for the use of  a debate of this method  will  focus   on the role of  both participants and  trainers. However, in this training program all the methods  cannot be applied and it is not possible  to determine which  methods fit   where.   I recommend  having   additional specialist in training and  experts who will influence  training program   in specific training method. In other words, the  participants will  undergo   the best training by interacting with professionals who will approach  their issues by use of definite  techniques .  In addition, since this is how  I have   planned   to approach  this training program, I would ask for agreement  and moral   support for the process  to be successful.  Otherwise, any other  approaches   better than this will be acceptable.  

