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TRAINING
Training is a process of learning a sequence of programmed behaviour. It improves the employee's
performance on the current job and prepares them for an intended job.
Purpose of Training:
e To improve Productivity: Training leads to increased operational productivity and increased company
profit.
e To improve Quality: Better trained workers are less likely to make operational mistakes.
e To improve Organizational Climate: Training leads to improved production and product quality which
enhances financial incentives. This in turn increases the overall morale of the organization.
e To increase Health and Safety: Proper training prevents industrial accidents.
e Personal Growth: Training gives employees a wider awareness, an enlarged skill base and that leads
to enhanced personal growth.

Steps in Training Process:
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1) Identifying Training needs: A training program is designed to assist in providing solutions for specific
operational problems or to improve performance of a trainee.

« Organizational determination and Analysis: Allocation of resources that relate to organizational goal.

» Operational Analysis: Determination of a specific employee behaviour required for a particular task.

« Man Analysis: Knowledge, attitude and skill one must possess for attainment of organizational

objectives.
2) Getting ready for the job: The trainer has to be prepared for the job. And also who needs to be trained -
the newcomer or the existing employee or the supervisory staff.
Preparation of the learner:

 Putting the learner at ease

« Stating the importance and ingredients ofthe job

« Creating interest

» Placing the learner as close to his normalworking position

« Familiarizing him with the equipment,materials and trade terms

3) Presentation of Operation and Knowledge: The trainer should clearly tell, show, illustrate and question
in order to convey the new knowledge and operations. The trainee should be encouraged to ask questions in
order to indicate that he really knows and understands the job.

4) Performance Try out: The trainee is asked to go through the job several times. This gradually builds up
his skill, speed and confidence.

5) Follow-up: This evaluates the effectiveness of the entire training effort
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TRAINING METHODS

Training methods can be broadly classified as on-the-job training and off-the-job training

a) On-the-job training: On the job training occurs when workers pick up skills whilst working alongside
experienced workers at their place of work. For example this could be the actual assembly line or offices
where the employee works. New workers may simply “shadow” or observe fellow employees to begin with
and are often given instruction manuals or interactive training programmes to work through.

1.

Coaching: Coaching is a one-to-one training. It helps in quickly identifying the weak areas andtries
to focus on them. It also offers the benefit of transferring theory learning to practice. The biggest
problem is that it perpetrates the existing practices and styles. In India most of the scooter mechanics
are trained only through this method.

Mentoring: The focus in this training is on the development of attitude. It is used for managerial
employees. Mentoring is always done by a senior inside person. It is also one-to- one interaction, like
coaching.

Job Rotation: It is the process of training employees by rotating them through a series of related
jobs. Rotation not only makes a person well acquainted with different jobs, but it also alleviates
boredom and allows to develop rapport with a number of people. Rotation must be logical.

Job Instruction: This method is also known as training through step by step. Under this method,
trainer explains the trainee the way of doing the jobs, job knowledge and skills and allows him to do
the job. The trainer appraises the performance of the trainee, provides feedback information and
corrects the trainee.

Committee Assignments: Under the committee assignment, group of trainees are given and asked
to solve an actual organisational problem. The trainees solve the problem jointly. It develops team
work.

Apprenticeship: Apprenticeship is a formalized method of training curriculum program that
combines classroom education with on-the-job work under close supervision. The training curriculum
is planned in advance and conducted in careful steps from day to day. Most trade apprenticeship
programs have a duration of three to four years before an apprentice is considered completely
accomplished in that trade or profession. This method is appropriate for training in crafts, trades and
technical areas, especially when proficiency in a job is the result of a relatively long training or
apprenticeship period, e.g., job of a craftsman, a machinist, a printer, a tool maker,a pattern designer,
a mechanic, etc.

Understudy: In this method, a superior gives training to a subordinate as his understudy like an
assistant to a manager or director (in a film). The subordinate learns through experience and
observation by participating in handling day to day problems. Basic purpose is to prepare subordinate
for assuming the full responsibilities and duties.

Advantages of On-the-Job Training:
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It is directly in the context of job
It is often informal

It is most effective because it is learning by experiencelt is least expensive
Trainees are highly motivated
It is free from artificial classroom situations

Disadvantages of On-the-Job Training:

1.
2.
3.

Trainer may not be experienced enough to train or he may not be so inclined.
It is not systematically organized
Poorly conducted programs may create safety hazards.

b) Off-the-job training: This occurs when workers are taken away from their place of work to be trained.
This may take place at training agency or local college, although many larger firms also have their own
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training centres. Training can take the form of lectures or self-study and can be used to develop more general
skills and knowledge that can be used in a variety of situations. The various types of off-the-job training are
1. Instructor presentation: The trainer orally presents new information to the trainees, usuallythrough
lecture. Instructor presentation may include classroom lecture, seminar, and workshop.
2. Group discussion: The trainer leads the group of trainees in discussing a topic.
3. Demonstration: The trainer shows the correct steps for completing a task, or shows an example of
a correctly completed task.
4. Assigned reading: The trainer gives the trainees reading assignments that provide new
information.
5. Exercise: The trainer assigns problems to be solved either on paper or in real situations related to
the topic of the training activity.
6. Case study: The trainer gives the trainees information about a situation and directs them to come to
a decision or solve a problem concerning the situation.
Role play: Trainees act out a real-life situation in an instructional setting.
8. Field visit and study tour: Trainees are given the opportunity to observe and interact with the
problem being solved or skill being learned.
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Advantages of Off-the-Job Training
o Trainers are usually experienced enough to train
o Itis systematically organized
o Efficiently created programs may add lot of value

Disadvantages of Off-the-Job Training:
o Itis not directly in the context of job o Trainees may not be much motivated
e ltis often formal o Itisartificial in nature.
« It may not be based on experience.
o Itisexpensive.



ROHINI COLLEGE OF ENGINEERING AND TECHNOLOGY



