
Training & Development 

Training: teach organizational members how to perform current jobs. 

 

Development: them to take on new duties. 

Training used more often at lower levels of firm, development is common 

with managers. 

A Needs Assessment should be taken first to determine who which needs 

program and what topics should be stressed. 

 

 

 

 

 

A training needs assessment identifies individuals' current level of 

competency, skill or knowledge in one or more areas and compares that 

competency level to the required competency standard established for 

their positions or other positions within the organization. The difference 

between the current and required competencies can help determine 

training needs. Rather than assume that all employees need training or 

even the same training, management can make informed decisions about 

the best ways to address competency gaps among individual employees, 

specific job categories or groups/teams  

 

 



Assessments can be conducted at any time but are often done after hiring, 

during performance reviews, when performance improvement is needed, 

for career development plans, for succession planning, or when changes 

in an organization also involve making necessary changes to employees' 

jobs. It is beneficial to perform these assessments periodically to 

determine the training needs of an organization, employees' knowledge 

and skills, and also training program effectiveness  

 

Step 1: Identify the Business Need 

Step 2: Perform a Gap Analysis 

Step 3: Assess Training Options 

Step 4: Report Training Needs and Recommend Training 
Plans 

 

 

 

 

 

 

 

 

 

 

 


