
Training and Development Coordination Training Course.

Description

Introduction:

Training and development play a crucial role in equipping employees with the skills, knowledge, and
competencies required to perform effectively in their roles. This 5-day course is designed for office
administrators, HR professionals, and training coordinators who are responsible for organizing and
overseeing employee training programs. Participants will gain a comprehensive understanding of the
principles and practices of training and development, from identifying training needs to evaluating
program effectiveness. By the end of this course, attendees will be equipped to plan, coordinate, and
manage employee training programs that drive performance and organizational growth.

Objectives:

By the end of this course, participants will be able to:

1. Understand the role of training and development in organizational success.
2. Conduct a training needs analysis to identify skill gaps and learning opportunities.
3. Design and plan effective training programs tailored to employee needs and organizational goals.
4. Coordinate the logistics of training programs, including scheduling, materials, and trainers.
5. Implement different training methods and technologies to enhance learning.
6. Evaluate the effectiveness of training programs and make improvements based on feedback and

results.
7. Foster a culture of continuous learning and professional development within the organization.

Who Should Attend?

This course is ideal for:

HR professionals and training coordinators responsible for employee development
Office administrators who assist with training logistics
Supervisors and managers involved in employee development and coaching
Individuals who wish to expand their knowledge and skills in training coordination
Anyone interested in improving employee performance through structured training programs

Day 1: Introduction to Training and Development

Morning Session:
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Understanding Training and Development

Definition and importance of training and development in the workplace
The role of training in enhancing employee performance and organizational success
Key components of a successful training program

Training vs. Development: Whatâ??s the Difference?

Training as a tool for short-term skill development
Development as a long-term approach to employee growth and career progression
Aligning training programs with business objectives and employee needs

Afternoon Session:

The Training and Development Cycle

Steps in the training process: Needs assessment, design, delivery, and evaluation
Understanding the role of a training coordinator in each phase
Ensuring alignment with organizational goals and compliance requirements

Interactive Exercise:

Group discussion on challenges faced in training coordination and how to overcome them

Day 2: Conducting a Training Needs Analysis

Morning Session:

Identifying Training Needs

The importance of assessing training needs at both organizational and individual levels
Tools and techniques for conducting a training needs analysis (TNA)
Methods for collecting data: Surveys, interviews, performance reviews, and job analyses

Analyzing the Results

Identifying skill gaps and development areas
Prioritizing training needs based on organizational goals
Establishing measurable learning objectives

Afternoon Session:

Aligning Training with Business Goals

How to ensure training programs are aligned with strategic business objectives
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Understanding the connection between employee performance and organizational success
Communicating training needs and program goals to management and leadership

Interactive Exercise:

Participants will conduct a mini TNA using sample data and create a set of training
objectives

Day 3: Designing and Planning Effective Training Programs

Morning Session:

Designing Training Programs

The ADDIE model (Analyze, Design, Develop, Implement, Evaluate)
Developing clear, measurable training objectives
Designing training content: Curriculum, materials, and activities
Selecting appropriate training methods (classroom training, e-learning, workshops,
simulations)

Creating Training Materials and Resources

Developing effective training materials: Presentations, manuals, handouts, and videos
Incorporating multimedia and interactive tools to engage learners
Budgeting and resource allocation for training programs

Afternoon Session:

Training Program Logistics

Scheduling and coordinating training sessions
Selecting and preparing trainers/facilitators
Managing venue logistics and materials distribution
Handling participant registrations and communication

Interactive Exercise:

Participants will design a short training program plan, including objectives, methods, and
materials

Day 4: Delivering Training and Implementing Learning Methods

Morning Session:
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Effective Training Delivery

Best practices for engaging learners and creating a positive training environment
Adapting to different learning styles (visual, auditory, kinesthetic)
Facilitating group discussions and interactive learning activities
Overcoming common challenges in training delivery (e.g., disengaged learners, time
management)

Using Technology in Training

Leveraging e-learning and virtual classrooms for remote training
Utilizing learning management systems (LMS) for tracking and reporting progress
Incorporating gamification, simulations, and mobile learning tools to enhance learning

Afternoon Session:

Training Methods and Approaches

In-person vs. online training: Pros and cons
Blended learning: Combining online and face-to-face methods
Coaching, mentoring, and peer learning as development tools

Interactive Exercise:

Participants will conduct a mini training session, practicing different delivery techniques and
methods

Day 5: Evaluating Training Effectiveness and Continuous Improvement

Morning Session:

Evaluating Training Programs

The Kirkpatrick Model of Evaluation (Reaction, Learning, Behavior, Results)
Collecting feedback: Surveys, assessments, and focus groups
Measuring learning outcomes: Knowledge retention, behavior change, and ROI

Continuous Improvement in Training and Development

Using evaluation results to refine and improve training programs
Identifying areas for future development based on feedback
Creating a culture of continuous learning and professional development within the
organization

Afternoon Session:
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Reporting Training Results

Communicating training outcomes to stakeholders and management
Using data to demonstrate the value of training programs
Aligning future training plans with organizational needs and goals

Interactive Exercise:

Participants will design an evaluation plan for a sample training program and discuss how to
use the results for improvement

Wrap-Up and Certification

Final Review and Q&A Session

Recap of key concepts and lessons learned throughout the course
Open discussion for questions, feedback, and clarifications

Certification of Completion

Final assessment to test participantsâ?? understanding of training and development
coordination
Awarding certificates to participants who pass the assessment
Closing remarks and providing additional resources for further professional development
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