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[bookmark: _Toc534849419]Why is important to train and develop employees in the Workplace
It is very important to train your employees if the owners want the business to continue being successful. There are many kinds of training. It can be senior level managerial training such as an MBa or advanced courses for experience professionals, it can be training aimed at new employees or apprentices such as short training on safety or harassment at the workplace. Training can be manual things such as how to lift heavy weights properly or using protective clothing or it can on more office subjects such as project management. (Penfold, 2017)
Whatever the kind of training, it is very important to a company. The main reason for this is competition. Other companies will always keep finding ways to do things better and get your business instead. If the employees of a company are well trained they will be outperformed by their competitors and there will be losses to the business. 
In this first section I will list some of the benefits of training and developing employees. 
[bookmark: _Toc534849420]Improved Employee Performance
This one is not difficult to see. If an employee is trained better and this allows him to know his job better. He should be able to get it done faster and with less mistakes. Training on new ways of doing things using technology can also greatly improve productivity of employees. For example, employees can be trained on using new email management software that increases the amount of marketing emails they send out in one day. 
Training can also include teaching employees about the importance of their jobs and this could lead to them becoming more motivated and dedicated to their jobs. For example, a council worker to who deals with housing benefits and homelessness, if trained and taught the help his job provides to the community would likely enjoy being an useful person and take greater responsibility and ownership for his work. This would ultimately lead to better employee performance. (Lawler, 1986)
[bookmark: _Toc534849421]Employee satisfaction levels
Training can also help improve employee satisfaction. For example, say someone has been working at a company for many years and for the last two years they have been doing the same work daily. They are likely to bored or frustrated at their job and could consider leaving the company to do something more interesting. 
These are likely to experience and successful employees who if they leave will make a negative impact on the company. 
Training can be provided to them to teach them new skills that they can use to do more advanced things at their job and thus reduce the repetitiveness of it.  For example, a senior manager could be given training in the form of an MBa. This would give them useful management skills directly applicable to their work and given that at universities usually the most recent software tools and other analytic methods are taught they could bring this knowledge back and carry out their jobs much better. (Lake, 2013)
A busy and happy employee is less likely to leave and thus leave a gap in the capabilities of the company. 
[bookmark: _Toc534849422]Quality of service
Regularly providing training to employees also helps keep the quality and standard of a product or service similar with time. Training in this case would teach new employees how the policies, protocols, procedures, etc. in the company work and how and what they are supposed to do. (Lyon, 2010)
[bookmark: _Toc534849423]What vehicles does an organsiation have available to help its employees with Individualdevelopment?
Training and employee development is not only the responsibility of the employee himself, but the organisation also needs to make an active effort if the employee is to get the best and most cost efficient training. (Fouquet, 2014)
Now days given the tools and methodologies available, it is generally accepted that a development plan tailored to each individual team member is the best way to do it. 
A development plan made for the whole organisation could be easier to write down and everyone could also be put on the same training schedule. If development plans are devised in this way, it makes monitoring and managing and helping those who are having difficulties easier to find as the average across the organisation could be used as a measuring tool. A hidden benefit of using a mass approach like this is it would also clearly point the high performers and give them an opportunity to make their talents clearly visible to the management. 
However, this would be similar to the school system. Everyone agrees that a one size fit all curriculum is detrimental to many students who do not do well in that specific rigid environment. It is the same reasoning when it comes adult employees. (GOV, 2009)
Creating individual development plans puts an added stress on the management but it something more and organisations are moving towards. 
In the following subsections we will discuss what steps a manager can take to help his employees and the organisation by getting a better understanding of his staffs individual development needs and addressing them. 
[bookmark: _Toc534849424]Universal Training
Before moving further in this report, it should be clarified that there are some training that all employees will need to go through irrespective of their seniority or skill level. Examples of such training include:
· Health and safety training
· Workplace harassment and bullying training 
· Emergency exit training 
· Basic human resources policies such as holidays requests and sickness forms 
Some of these universal training topics are mandatory by law or are seen in almost every industry as practically mandatory. These do not create many problems for a manager. (Pina-Ramirez, 2018)
[bookmark: _Toc534849425]Business neeeds dictate the training for the employees
Before suggesting a development plan for anyone the manager should review their job description. This helps the manager remember what is they actually do. And as is often the case, once in a job at an organisation the employee is likely to get promotions and pick up more and more responsibilities and so his job description changes with time. 
The manager should analyse the skills the business currently needs or will need within the near future. Once this ahs been decided the manager should look at the employees working at the company and see how many of them have those skills. Special attention should be given to the gaps is skills. The gaps in skill is what the management should try to target with the training plan. (Jones, 2018)
To get the best results for this stage, managers should observe their company for a few weeks or use historical data of employees to get an average of their skills over a span of time. Otherwise they risk writing down a person that once managed to do fix a computer as an IT expert. Or someone who made a mistake on one accounts sheet as someone who is ill trained at accounting. 
When managers observe the company and staff over time, not only they get more reliable data but also find small but important details about the company. Details that can make them help more informed decisions on what skills the company needs to develop.
[bookmark: _Toc534849426]Starting point for an individual development plan
Once the decision on what the overall aim of the development / training agenda is for a whole company. The manager should sit down and have meetings with the employees in small groups or one by one when possible. 
Having observed the employees and the how the day to of the company is during the initial decision making stages, the managers would be able to better understand what each employee or department needs. This is the key aspect of individualized development plans, being able to tailor it to the unique needs of each person or in some cases for small departments usually no more than two or three people in size. (Cully, 1999)
During their meeting the managers can and should take the opportunity to discuss further details about the development plan with the individual employees. Questions such as: 
-what are the main problems that you feel that you are not knowledgeable or well trained enough? 
-is there any particular part of your work or any single task that you find boring or maybe a bit frustrating?
-in your job duties is there any particular area such as new IT technologies or interpersonal skills that you particularly enjoy and think could be even better with some training? 
Aside from getting more information on what the employees need, it can also help build a better relationship between the management and the staff. By allowing employees to voice their concerns it helps build confidence in the management, a sense of being cared for and listened to. 
Asking these questions aside form the moral good they do, can also help the management help make a more comprehensive strategy for how the actual development plan will be implemented, this is setting up all the deadlines and milestones that will then be used to evaluate how well the training is progressing. It will be specially helpful for the those employees who have other work or outside commitments such as family or a hobbies. (Sageer, 2012)
When setting the time line for a good a development plan it should be made sure that the training does eat into the employees personal off work hours. It is a common trend now days to ask employees to attend unpaid training in off work hours or in the worst cases during the weekend. Managers should make an effort to fit in the development plan within work hours and do so in a way that doesn’t overload the employee, which can lead to the employee being stressed out. 
[bookmark: _Toc534849427]Monitoring the Development Plan 
Once the previous stages are complete and the employee has moved on with the development plan, the employee should not be left alone with doing everything. Often the employee might have conflicting pressures at work such as his direct line manager having other more time sensitive work for him and in such situations it is possible that he might put aside the training plan for a few days and this could lead the training plan not being seen with as much priority as it should. 
Monitoring should ideally not be uncomfortable, the ideal way to monitor someone is to see how much time they are spending on the development plan and observe this from their public log books or get the information from them through casual conversations. (Chinn, 2018)
The benefit of regular monitoring is that it lets managers have a good idea of how well their development plans are being received by the employees and when necessary make changes to the ongoing development plan. This might be a bit more work for the managers but if during the training it becomes obvious to the employee or manager that a particular topic needs more attention and time, then that topics should be given the appropriate attention. 
[bookmark: _Toc534849428]Actual Training Methods
There are a few ways in which organisations can provide training to their employees. The important thing about choosing which method to use for training is the cost of that method and how well it will be received by the employees of that organisation. (Reddy, 2017)
[bookmark: _Toc534849429]Training on the Job
This is the most common type of training that many organisation use. It makes use of the knowledge and experience of the older staff at the organisation and passes it trough to newer staff. (Reddy, 2017)
On the job training can involve following around a senior member of staff and assisting them when possible and in the process the new employee gets a good all round understanding of how things are done. This is often the preferred way to training apprentices on vocational jobs such as carpentry or masonry. 
It is perhaps the cheapest option to provide training give than no external resources are needed. It is also training that often managers can provide directly to employees by having the employees simply shadow a manager for a day.  
Another advantage of shadowing a manager is that it can help build interpersonal bonds and this on the long run will help the employee participate more comfortably in meetings or groups discussions.
[bookmark: _Toc534849430]Lesson Based Training
This kind of training is a bit more formal than shadowing a senior staff. It involves having a formal class room type environment. The lecturer can be a senior staff member or an external consultant or be provided a group of people hired by the organisation. (Reddy, 2017)
This kind of training is more direct and the change in environment can help employees be more focused during the classes and absorb the training faster. It also opens the possibility of giving the employees tests to check how well they are learning the content. If written tests are employed, it makes the process of monitoring development progress much easier and clearer. It is much easier to put a numerical value on the development progress when a marked test is available instead of relying on judgment. 
However, the time spent in the training class sessions although not completely wasted time are not as productive for the organisation in an economic point of view. The time all the employees are in the class instead they could at their desks being productive and doing billable tasks. 
Furthermore, if the classes are being done by teachers from outside the company than they need to be paid. Specialist training companies often charge a lot of money for such activities.
The hidden benefit for some managers is that, by paying an external company for the training, the managers can shift the responsibility and all the effort of training to someone else while they focus on more direct business development problems. 
[bookmark: _Toc534849431]Online Training
This method of training is new compared to the ones considered so far. However, it has some key advantages compared to the other methods. (Reddy, 2017)
It consists of employees receiving their training via web based platforms. These platforms can be based on video lessons or have written content similar to a schools teaching systems, or a combination of both. An employee would log into his account go through the lesson plan as and when he has spare time. The freedom of choosing when and where to do the training is probably the best advantage of this system. It can also allow an employee to have much better tracking of his own progress, many online training platforms provide nice and clear graphs showing how much a person has done an how much he has left to do, as well showing the quality of his progress so far. This makes the job monitoring much easier for the manager. 
Cost wise, when purchasing the accounts on the training platform the first time investment can be very high. This can demotivate smaller companies from going fully online, but due economies of scale the pricing usually works in the favour of larger organisations.
Once possible disadvantage of using online training platforms is that they often don’t have good anti cheat features. As stated earlier in the report, organisations value trained employees a lot, and the employees know this. To seem to be better trained, some employees are likely to cheat and present themselves as better trained with having actually undergone training. 
If training is done online without direct supervision, it is not too difficult for the employees to help each other get the correct answers or get help from outside and as a result appear to be doing very well in their development. 
[bookmark: _Toc534849432]Active learning
This method combines parts from “on the job training, or shadowing” and “lesson based training”. This kind of training involves lots of group activities that are relevant to their jobs. The very notable benefit of this method of training is that it involves people sharing their knowledge and experience, thus the similarity with shadowing. And the activities are usually supervised a senior staff member thus the aspect of class environment. (Reddy, 2017)
Active learning aside from helping employees develop particular skills can also help develop team cohesion at the organisation. This is an added bonus of training employees in groups. 
[bookmark: _Toc534849433]The monetary cost of training
Despite the benefits of well trained employees described in this report, there are managers who are reluctant to invest money in training employees. 
As shown in the last section, training is not free. Some forms of training do not have an upfront monetary cost however they do indirectly reduce the total income of the organisation while training is ongoing. This is due to staff being redirected from their normal task schedules to learning something or helping others learn something new. 
Another reason that managers often give for refusing to train employees or provide reduced training is because they fear that once the employees get their skills developed through the company provided training, they might leave the company and then all the resources invested in them is handed to the companies competitors. 
However, many studies have shown that the long term benefit of having well trained employees is very important for any organisation and outweighs the risk of investing money. A phrase that has become a common folk saying in corporate circles regarding employee training is “What if we train employees and they leave? But what if we don’t train them and they stay?”. It shows the current climate where training is being seen more and more as a strategic business option rather than an a potential risk. (Newman, 2011)
[bookmark: _Toc534849434]Development Plan for myself
In this last section I will give an example of what a development plan could look like. I will take the example of myself working in a restaurant and the beneficial skills that training could help develop the business. 
[bookmark: _Toc534849435]Skills needed at the restaurant
To work successfully at a restaurant, some of the skills an employee needs are being well aware of food health and safety laws and procedures, having good costumer management skills, being able to work well in a high stress environment where stress is created both by the pressure to work faster and the often hot and noisy environment of a kitchen. 
If the employee has duties other than food preparation, he should also be well trained in using the payment systems, managing online orders.
I would look at how the restaurant has been doing and it might do in the future and try to find out what would be the best skills for me develop so that they are directly and within the near future, useful to the resultant.
[bookmark: _Toc534849436]discussion to find the missing skill gap
Once I had a list of what skills the restaurant needs, I would cross check them against my own skills and which ones I was lacking the most. For this example, say I was part of the front desk employees responsible for taking peoples orders both within the restaurant on the phone. For this job I would need to develop good communication and language skills. 
Language skills is an area where I struggle, specially I if have to talk on the spot without the aid of any google translator or automatic correction services. 
If I am given training to help me develop my face to face communication skills in English, that would do a really good job in helping me communicate better with costumers. 
I then look at the training options available to the restaurant that I work for and see which would be the best suited for me. After having chosen the type of training to undergo, be it online, lesson based, on the job, etc, I would set some measurable and observable milestones for me and set reasonable deadlines for each milestone. This would be sufficient for me to start the development plan.
[bookmark: _Toc534849437]Monitoring my development
Once I start my development plan, I would check against my deadlines calendar and see if I was on track to meet each of the milestones within the given time. 
At this in a real world situation, I would most likely have my boss also helping monitor the progress because, ultimately it is his money that is being used on the training so he benefits if everything goes to plan. 
[bookmark: _Toc534849438]Dificulties in making my own development plan
The main difficulty in making your own development plan is implementing the monitoring stage. It is much easier to be monitored by a manager rather than keeping an eye on your own progress and doing so in strict way. 
In this report however, I did learn in detail the preparation that should go into making a good training plan. and this will be useful for me in the future. 
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