TRAINING
· the operative function of developing the employee’s ability to do the job

· No one is a perfect fit at the time of hiring, and some training and education must take place

· No organization has a choice of whether to develop employees or not; the only choice is that of method

· Includes both training to increase skill in performing a specific job, and education to increase general knowledge and understanding of our total environment; the third is attitudinal refocusing intended to shape up confidence and attitude of employees towards enhanced interpersonal and intergroup collaboration

OPERATIVE TRAINING

On-the-job training

· it is not located in the artificial situation of a classroom, rather the training is done in the job site/station itself

· usually involves jobs which can be learned in a relatively short period time

· suited for low level skill jobs

· the trainor is the job supervisor herself

Vestibule schools

· usually trains for the same type of job as OJT training

· when the amount training that has to be done exceeds the capacity of the line supervisor, a portion of this training is evolved from the line and assigned to staff (training staff/section of HRD) through a vestibule school

· it has the advantage of specialization

· typically a classroom type, avoids the confusion and pressure of the work situation and thus is able to concentrate on learning

· more individualized instruction can be given, and training activities do not interfere with the regular processes of production

Apprenticeship programs

· designed for higher level of skill jobs

· training duration typically takes a longer period of time

· tend toward more education than OJT training or vestibule schools

· combines OJT training and experience with classroom instruction in particular subjects

· “apprentices” are covered by some provisions of the labor code, i.e., compensation, benefits, etc.

Special courses

· any other methods not classified above

· may tend to be either educational or training

· typical forms are attendance in seminar workshops, conferences, scholarships, exposure trips, etc.

MANAGEMENT DEVELOPMENT

The executive job is typically open-ended, fragmented, interpersonal, verbal, and active.  Job descriptions, if they should exist, cannot possibly capture the nature of the job in its entirety.

Types of Executive Development Needs

Decision-making Skills:  the essence of the executive job is making decisions; some methods are

In-Basket – using the typical “in-tray” and “out-tray”, the trainee makes sense out of this mass of paper work and makes decision, prepare memo, make notes, delegate tasks, etc. within a limited time period.

Business games – use of enjoyable and yet analytical games exercises involving decision making.

Case studies – utilizes actual case examples of business organizations for diagnostic purposes.

Interpersonal Skills:  acceptance of the decision is just as important as its quality, thereby emphasizing the necessity for developing interpersonal competence; some methods are

Role playing – a simulation in which basic mental sets are stated for all participants, but no dialogue is provided.

Behavior modeling – a more structure approach to teaching specific supervisory skills; particular situations in handling problems are rehearsed until the trainees become adept in demonstrating the behavior.

Sensitivity training – development of awareness and sensitivity to behavioral patterns of oneself and others, i.e., openness, concern, tolerance, etc. for individual differences.

Transactional analysis – the emphasis is upon understanding the three (3) ego states possessed by all, and analyzing interpersonal transactions in terms of these states.

Structured insight – supplementing values of sensitivity training and role playing, any systematic device that furthers understanding of one’s actual behavior in comparison with preferred behavior can be labeled as such, i.e., comparison of espoused theory with the theory actually in use.

Job Knowledge:  knowledge concerning the actual job to which the  executive is assigned; some methods are

On-the-Job Experience – can be also used for executives are commonly seen as costly, wasteful, and time-consuming.

Coaching – OJT experience in conjunction with a skilled coach is deemed to be the single most effective training technique.

Understudy – a certain person is specifically designated as the heir apparent, such that the understudy’s suture depends upon what happens to his or her superior.

Organizational Knowledge:  designed to increase the trainee’s knowledge of the total organization involving exposure to information and events outside the confines of the immediate job; some methods are

Position rotation – broadening the background of the trainee in the business

Multiple management – trainees are assigned to higher level posts and encouraged to put their minds to work on the business as a whole, rather than to concentrate on their specialized areas.
General Knowledge:  acquisition of information largely educational in nature, adding to the general knowledge of the executive personnel; some methods are

Special courses

Special meetings

Selective readings

Specific Individual Needs:  addresses specific needs peculiar to the individual for which no standard developmental program is available; some methods are

Special projects/Special assignments

Committee assignments

