W2- Tips to Understand the Needs Assessment Form
 Some of you may ask: “What’s the difference between a required function and a job/task on the needs assessment form?”
 
The best way for me to answer this question is to provide an example below.
	 
 
Department

 
	
 
Required Functions
 
(These are typical major functions within the HR Department)
 
	
 
Current Trainings

 (What training is currently available to help employees with that function?)
	
 
Jobs or Tasks
 
(These are the actions an employee needs to take to make the function work.)
 
 

 
	
 
Department or Employee Needs
(What training or development is NEEDED or PROPOSED to help employees with the job, task or function?)
 

	
 
Human Resources 

 
	
Function 1) Recruiting & Selection
Function 2) Compensation Management
Function 3) Benefits Management
Function 4) Training & Development
Function 5) Safety Management
Function 6) Payroll
Function 7) HRIS
Function 8) Employee Relations
 
	Function 1) 
Behavioral-Based Interviewing 101 (4 hours)

Function 2)
Effective Market Pricing
	Example Jobs for Function 1-Recruiting & Selection) 
-        Screen resumes
-        Post jobs
-        Interview candidates
-        Create advertisements
 
Example Jobs for Function 2- Compensation
-        Price jobs on the market
-        Conduct job analysis
-        Create job descriptions
 
Example jobs for Function 4 Training & Development
-        Create training classes
-        Establish mentoring programs
-        Evaluate education vendors
-        Promote certification programs
	Example Needs for Function 1)
· Training on how to use CareerBuilder LMS to screen resumes





