Training and
Development

Essential strategies for building employee capabilities and organizational

excellence
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What is Training?

Definition

Training is a systematic and planned effort
by an organization to enhance employees'
knowledge, skills, and abilities to perform

their current job role effectively.

Key Characteristics

e Job-focused and task-specific
e Short-term to achieve targeted results

e Improves immediate work

performance

e Targeted at specific, measurable

outcomes

e Usually instructor-led or technology-
enabled
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What is Development?

Long-term Focus Career Foundation
Development activities span Prepares employees for
months or years, building leadership positions, expanded
comprehensive capabilities for responsibilities, and

future organizational needs.

Personal Growth

Emphasises overall personality development, including interpersonal

skills, decision-making, and leadership capabilities.
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Training vs Development: Key

Distinctions

Primary Focus

Training: Job-oriented, improving skills for current assignment

Development: Career-oriented, building capabilities for future

organizational roles

Scope of Application

Training: Technical skills and job-specific competencies

Development: Managerial skills, leadership qualities, and

broad-based capabilities

Time Horizon

Training: Short-term intervention with immediate results

Development: Long-term investment for organizational

succession planning

Outcome Measurement

Training: Performance improvement on specific tasks

Development: Readiness for higher positions and

organizational leadership
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Why Invest in Training and

Development?

Enhanced Performance

Employees gain skills to meet performance targets and deliver

quality results in their roles.

Higher Morale

Professional development shows organizational commmitment,

boosting engagement and job satisfaction.

Succession Pipeline

Develops future leaders, ensuring continuity and stability as

Increased Productivity

Well-trained employees complete tasks efficiently, reducing

errors and maximizing output.

Change Readiness

Prepared workforce adapts swiftly to new technologies,

processes, and evolving business environments.

Reduced Supervision

Skilled employees work independently with minimal oversight,

freeing managers for strategic work.
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Training Methods: In

Action

On-the-Job
Approaches

¢ Job rotation for varied

experience

e Mentoring and coaching from

experienced staff

e Apprenticeships for hands-on

learning

* Job shadowing to learn by

observation

Practical Application

Off-the-Job
Techniques

e Classroom workshops and

seminars

e Role-playing exercises for

interpersonal skills

e (Case studies for analytical
thinking

o E-learning platforms for

flexible access

On-the-job methods allow immediate application, accelerating learning

through real work scenarios

Structured Learning

Off-the-job approaches provide systematic knowledge acquisition in

distraction-free environments
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The Training and Development Process

@Q Identify Training Needs

Analyze gaps between current skills and required capabilities through performance reviews, surveys, and skill assessments.

@o) Set Clear Objectives

Define specific, measurable learning outcomes aligned with organizational goals and individual development plans.

& Design Training Program

Select appropriate methods, create content, identify trainers, and schedule sessions to meet defined objectives.

o Implement Training
282

Deliver program through chosen methods, monitor participation, and facilitate active learning experiences.

@ Evaluate Effectiveness

Measure results through tests, observations, and feedback. Assess on-the-job application and return on investment.
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The Competitive Advantage

Strategic Impact

Organizations that invest in comprehensive training and development create sustainable competitive advantages through:

o A skilled, adaptable workforce ready for future challenges
e Higher engagement and retention of valuable talent
e Continuous improvement and innovation culture

e Strong leadership pipeline for organizational growth

"Employees who develop skills and confidence through training become assets who drive organizational success."

[J) Key Takeaway: Training and development are not expenses—they are strategic investments that build organizational
capability, enhance employee satisfaction, and position companies for long-term success in evolving business
environments.
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