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Training Program Topic

We chose our training program topic to be “effective communication skills”, which go around how to develop effective communication skills and the different types of communication. Communication is the process of one or more people exchanging information, thoughts, opinions and emotions through the use of signs and symbols. Communication is very important because it is the only way that people can work and understand each other.
The reasons behind choosing this topic are as follow. First, communication skills are very vital in order to understand information more accurately and quickly. Second, avoidance of any misunderstanding and any mess up between people. Finally, we believe that it is very important in the workplace to deliver work correctly in addition to its importance in our personal life to have healthy and fruitful relationships with others.
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Training needs analysis is the first phase of the ADDIE Model which we are going to use to develop our own training program, the mode; is briefly described in the figure one below. The first stage of the model is needs analysis which is “the process of identifying the needs for employee training”. This stage is so important because it will give us an idea if the training is needed and helpful to solve an existing problem whether it is a gap in performance or lack KSAs. (Noe, 2017).
In our effective communication skills training program, the needs analysis will be the introduction to our program. We have observed that our target audience lack effective communication skills in their performance, therefore a performance gap was identified and due to that we planned to carry a training program specifically for effective communication skills. Here, we will start the program by a game named” chinses whistle” and the “Broken Phone”, where we will ask two group of four trainees to play the game and transfer the same word or movement from trainee one to trainee four. Then, we will observe and analyze the distractions in the transformation process between the trainees and how and which communication skills were used. This will give as an idea of the specific skills that we need to focus on and improve it.Figure 1: ADDIE Model
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After completing this training, trainees will be able to: 
· Recognize and use different types of communication skills to convey messages to receiver effectively.
· Understand the importance of effective communication skills in order to improve their skills for a successful career path.
· Apply and implement what they learnt from the training directly at their work place and in their everyday routine.
· Develop confidence to communicate openly when surrounded by a group of people and at the same time evaluate communication skills of others.
·  Carry out communication more efficiently and effectively with people around them.
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The training program will be for one hour long and it will be conduct in our classroom, the schedule will be as the table below. 
			Commination skills Training Program Schedule

	Topic
	Content
	Time

	Welcoming
Introduction 

	Giving a brief about our training program
	5 min

	Activity 1
Chinese whisper
	 Trainer will ask a team of at least 8 students to join to conduct the Chinese whisper game.
	15 min

	Activity2
Broken Phone game 

	Trainer will ask a team to join made of 8 members, a message will be given to the first person and he has to pass it to next person.
	

	Lecture on different types of communication
	Identify and use different types of communication skill Determine their own communication style.
	10 min

	Communication etiquette principles
Activity3
Flash Game

	Learn techniques which would help them enhance their communication skills in everyday routine and in their respective workplace.
	10 min

	Common barriers
	Discussing barriers that are common to communication.
Online Quiz “Kahoot” 
	10 min

	Activity 4
Improving communication
And Role Play
	Trainer will ask 2 team members made of 5 to come out with Role play script. One team member will show poor communication scene and others will come out with an effective communication scene to show the audience the significant differences. 

	5 min

	On spot evaluation
	Online Survey
	5 min


Table 1: Commination skills Training Program Schedule
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The table below summarize the roles of each trainer in the delivery of the training program in the preparation of the training program and materials, during the itself all of the members will participate together. 
	Assigned Roles

	Role
	Trainer Name

	Welcoming & Introduction
	

	Chinese Whisper 
Broken phone
	

	Lecture Method on Communication types
	

	Communication etiquette principles
Flash Game
	

	Common communication barriers

	

	Improving communication
Role play game
	

	On spot evaluation
	



Table 2: Member Assigned Roles




Handouts and Materials of the Training
We will be holding our training program about ‘communication skills’ in a U-shaped classroom provided by Abu Dhabi University – Al Ain building. All participant will be provided with hard copies of the training presentations, pens, and notepads. We will have three activities without using any material. 
Online quiz during the program and online survey at the end will be connected through participants personal phones, tablets or laptops.
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The table below shows all materials and sources we will use during the presentation.
	Materials Sources

	Materials
	Source

	H.H Mohammed Bin Zayed Speech
	https://www.youtube.com/watch?v=Fp_MvRjxPkc

	Types of communication
	https://www.youtube.com/watch?v=7BlYJVr7M2U&t=96s


	Communication etiquette principles
	https://www.inc.com/diane-gottsman/communication-etiquette-that-works-in-the-workplace.html

	Common communication barriers
(Used in presentation)
	2011-2020, (c) C. skillsyouneed.com. (n.d.). Barriers to Effective Communication. Retrieved from https://www.skillsyouneed.com/ips/barriers-communication.html 

	Kahoot
	www.Kahoot.it 

	Improving Communication Video
	YouTube: https://www.youtube.com/watch?v=rxKT4Yo1oP8

	Evaluation online Survey
	Survey Monkey:
https://www.surveymonkey.com/r/ZH8QXM6

	Pens, notepads and handouts 
	Trainers

	Images 
	Google Image: www.google.ae

	Internet
	Abu Dhabi University student’s internet

	Classroom 
	Abu Dhabi University


Table 3: Materials Sources
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The evaluation plan will provide feedback from the trainees on how well the training was conducted and if they learned the training objectives as the outcome of the program and assess the overall effectiveness of the training program. We will follow the Kirkpatrick’s framework of Training evaluation that include the below four points:
· Reaction: to assess whether the trainees were satisfied with the deliverables of the training program.
· learning: to assess whether they learned the intended KSAs from the training.
· Transfer of Learning/Training: to assess whether the trainees apply will those skills at their workplace.
· Results/KPI: to assess whether there are positive results/impact in individual’s and/or organizational performance.
Needs Analysis Phase


Design Phase


Development Phase


Implementation Phase


Evaluation Phase


