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Crucial Competencies for Successful Training
Management

A Comprehensive Handbook for All Personnel in Training, Education, and Development

| ntroduction

In order to enable the department to work proactively in employee development and
training, an effective training administrator maintains and develops information systems
and supervises the administrative activities of the training function. This is a crucial
position that requires a variety of skills and aids in managing a complicated function.
The "How to do it" method is presented in this lecture on Course N Carry Crucial
Competencies for Successful Training Management in a rational and useful
manner.

o Workable fixes for regular situations
e Methods for setting priorities for training requests
¢ Possibility of learning new skills in a comfortable setting

Objectives
Following this Course N Carry training session, participants will be able to:

To efficiently design and carry out training, use a training schema.

Establish a prioritization system for all training requests.

The ability to professionally set up training facilities

Possess the ability to use a competency framework method to specify external training
master training materials

Possessing the necessary abilities to assist training event planning and preparation with
assurance and expertise

Training M ethodology

This Course N Carry Crucial Competencies for Successful Training Management
training conference is very practical; case studies, group projects, and interactive
sessions will all contribute to a fun and effective learning environment.

Organizational impacts



The following are some major advantages that the organization will get by
funding this Course N Carry training course:

Personnel with professional qualifications

Common sense used with the newest techniques

The techniques used are thoroughly defined and will be simple to check for effectiveness.
The delegates will be able to price training by category and prioritize training using a new
process.

Most current training activities will gain structure and a procedure from this training session.
This course offers a substantial return on investment.

Per sonal | mapct
Attendees of this Course N Carry training session will:

¢ Learn the fundamentals of how training departments operate.

¢ Learn about the newest innovations and best practices that will enhance the training
function.

¢ Gain confidence by learning the ins and outs of how things operate and why certain things
must be done a specific way.

e Become more proficient in this crucial area

Who should attend?

e Administrators of Training

e Coordinators of training companies, secretaries of training managers, training assistants, and
course secretaries who would like additional information about the role

e People who want to increase their self-assurance and contribution

Course Outline

Day 1

Overview and Goals of The Successful Training Administrator Course

¢ Defining the Attributes, Skills, and Roles That Lead to Success

e Using the Correct Skillset Training Policy and Your Organization's Strategy to Maximise Your
Support

e Recognising Terminologies Used in Training and Applying a Process: The Training Schema

e Keeping up to date with Training Issues

Day 2
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Determining the Need for Training

Determining the Need for Training, Particularly Competencies

Analysis of Training Needs for Competencies

How to Measure Competencies: TNA Exercise: Additional TNA at the Corporate,
Departmental, Team, and Individual Levels

The Composition of Training Plans and Their Administration

Recognizing Different Learning Styles

How to Provide Them Awareness of the Training Cycle and Supporting System

Day 3

Training Documents, Assessments, and Data

e What is required for training that is performance-based? - from assessment to TNA
Assessing Training Based on Competencies
Keeping Libraries, Systems, and Records Up to Date
Using the Training Software System and Coding Training to Make Your Work Easier
Optimizing Your Time by Connecting Instruction to the Instructional Plan

Daily Documents That Must Be Maintained

Day 4

Management of Training Resource Libraries

¢ Organization and Administration of Manuals, Tutor Manuals, and Visual Aids
Recognising Copyright in Relation to Educational Resources

What are the limitations when it comes to copying DVDs?

The usage of DVDs in training and demonstration

Organising Training Sessions: What is the ideal room size?

Practical Guide to Screen Size and Sound Requirement Calculation

Day 5

Overseeing Training Sessions and Managing Vendors
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Securing the Best Agreement for Your Requirements - encouraging educational initiatives
Planning Your Travel and Lodging

Room Checklists for Training

Coordinating instructions and course handouts with pre- and post-course administration and
document design

Assessment of Training: Both Internal and External

How to Indicate Training If You Work with Outside Vendors

Creating an Individual Action Plan
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