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Introduction to training.

Principles of Adult Learning.

Assess and Analyze needs .
Develop learning objective.
Design The Program .

Implementation.

Evaluation.
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Course goals
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Introduction to training
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What Is The Training?

Importance of training.

Training vs development .

Principles of Adult Learning.

* The 10,20,70 Model .

Problem-Based Learning Approach .
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What Is Training?

Training is a process designed to assist an individual to learn new skills, knowledge,

or attitudes, that improves or enhances their performance.
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What Is Training?

e Cognitive or mental abilities used to retain and process information.
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The Importance of Training
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Training vs. development
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Is There A difference between Adult
and Child?
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Malcolm

The Adult Learning Theory
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Andragogy is the art and science of adult learning
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Child-leading Man-leading

Knowles

o das] — Abgae Bohxl puax

aogalsl

y-o-<l

L ALY A AT Y



401 1 Fdol | rdol |

BIAVIPWIEL IR\ W)
Principles of Adult Learning
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Problem-Based Learning Approach
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PBL was developed as an alternative approach to the education

of physicians first implemented at McMaster School of

Medicine in 1969. This approach can be used since Adults care

more for practical approaches that helps solving problems.
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70 - 20 - 10 zdged
The 10-20 -70 Model

10-20-10 APPROACH TO LEARNING

On-the-job
70% Experience
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 ADDIE Model.
e Assess and Analyze needs .

e Develop learning objective.
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Assess
and Analyze needs
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ADDIE Model - Instructional Design

Develop learning Design

objective

The Program
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Case Study
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First step: Assess and Analyze needs

Gather the data
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First step: Assess and Analyze needs
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Audience Analysis
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Training Restrictions
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Establishing project constraints

Successful 360-Degree Feedback Program

m" Feedback Reciever

Peers Customers
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Establishing project constraints
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Blank form

From a template
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New folder

Upload files

Upload folder

Google Docs

Google Sheets
Google Slides
Google Forms

More

Google drive
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) Skills
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s Training Really The Solution?

Does the individual have the will
to do the job?
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Benefits of Training needs analysis
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ADDIE Model - Instructional Design
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Second step: Develop learning objective
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Bloom’s Taxonomy
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Bloom’s Taxonomy
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Training objective
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Designing a Dynamic Opening
Designing the Body to Ensure Learning Occurs
Designing a Finale That Brings Closure

Curriculum Production
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Third step: Design The Program
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Designing a Dynamic Opening
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Visual learners
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Accelerated Learning
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Accelerated Learning
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Accelerated Learning
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How to Apply Accelerated Learning?

The Big Picture

Connect to previous learning
Challenging questions

Plan the learning

Engage

Structured reflection
Meta-cognition Consolidate Demonstrate
Next Steps
Questions

Reflections

o das] — dbgame Bgaxll iz

Problem Solving
Studying independently
Peer learning
Collaborative Learning
Practice

Show understand
Listening to others
Feedback

Questioning

Self and Peer assessment
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How to Apply Accelerated Learning?

Activation Jacadsll
Ogalaiall 48 uze U OKGI g2 1
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Connection JuaY!
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How to Apply Accelerated Learning?

Consolidation 4gaily zred!
OMall U5 891 (40 B s dl> o)l S
Apdmoll daz el DS (e agales dubo g dpp,al

Demonstration (z,ly LYl
Oy Aoyl (padatall 48 Z U5 G O8I 9o 1
oMl (3 0I5 ogalad Lo 5agd U8 0l
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Events of Instruction9 Robert Gagne and the
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Training objective
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Design Training Outline (Enabling)

Al Al 30,k e Juand! Ol lost wdss &asS
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Design Training Outline (Enabling)

Training Outline coyuil alase 26
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Olaad) 8uxlg oy s @yl dzgo Ja
ColalsYlg wlylgallg
Are there single training methods
for knowledge, skills, and attitudes?
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Transferring Knowledge

Qg1 5 Asel
Questions & Group
Answers Reading Discussion
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Mix & Match
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Acronyms

Sloslanll Ji5 3,

Transferring Knowledge

‘ ‘

Bj\,bl}w.” 5.:4:.;..9_}\
Lecturing Videos
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Guess
Activities
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"FLIP CHART

SN
Training Toolkits

Sloslanll Ji5 3,

Transferring Knowledge

Mind Map

Q_. 2|

Analogies

LS ol

Visuals
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QUIZZES

G fWESY
Quizzes

Measuring Knowledge

Competitions
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Active
Summaries

Self-search
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Application Methods

Watch g;
listan e

s - Al

58 >0
Simulations

. be)’\ o
Group games Role - plays

Case Study -

Demonstrations o
Clinic
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Oblgall Gluis) b
Measuring Skills Acquire

T0 DO LIST

Follow Op
Follow Op
Follow Op . . .

Getbtl bl el Action Plan Jes]! das

Assessing

R
The Application Methods el Uz b
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ot o Behavior Group Conce.pt
Story Telling : . , , Revealing
Modeling (Video) Discussions Activiti
ctivities
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Observation

Gergilly b gall dlye 225
How To Observe Attitude?

& . 10 DO LIST
) » Follow Op
FEEDBACK Eloe O .

daslinllg Joall ddas
Action plan&
Follow up

=)
Feedback
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Lesson Plan & design Map
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Lesson Plan & design Map

Table 5-1 Design Guide

Module Time

Learning Objectives:

-

-

-

Time Knowledge Activity or Learning Support Matenials
or Skill Method and Media
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Designing the Closure
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Curriculum Production

Create a slideshow.
Create facilitator guides.
Create learner workbooks and hand-outs.

Create in-class activities and assessments.
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Design Professional PowerPoint presentation?
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| 223 Vg 23|
Do and don’t!

o090l o 39 Lraize 1ol Jax
Keep it short and to the point

¥

THIS TITLE IS WAY TOO LONG FOR A REGULAR TITLE
PRESENTATION PRESENTATION
*  Too much text. This is 100 meth text, which * Keyword 1
causes the tides 1o be dull )
* Keyword 2
¢ Too much toxt, Thes s wiay 100 mach text - 3
*  Too much text This i way 100 much text W
*  Too much text. This is wary too much text " Keyword 4
* Keyword §

*  Too much text. This S way 1o much text
DON’T * Too much text. TR IS wiy 100 much text
S o Too mwch text, Thes i sy 100 Mauch text

¢ Too muth text. This & 100 mach text, which

CIUIES YOUr AuCence 10 read this instead of
listening 1o you

aogalsl
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| 223 Vg 23|

Do and don’t!

@ma.“ Ja.é:_l\JX}\

Choose the right font

W USE FOR EXAMPLE
aﬁ(ﬂggf 4 CALIBRI OR VERDANA

N TIMAY B THAT [T ALMOST THIS IS A LOT EASIER TO READ,

IMPOSSIBLE TO READ. ISN'T IT? “

ISR AUBIENGE L TNk e
DON'Ts ' DO
S
aogalsl
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DON’Ts

THE RIGHT FONT SIZE

Some people use text that are

TOO big

Sore are 1035 ynall bs eves read

| 223 Vg 23|
Do and don’t!

Picking the right font size

THE RIGHT FONT SIZE

Presentations are for an audience that
have ordinary eyesight

oW Jesl — dbgaxe @9axdl junx
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| Jxa5 Vg ol
Do and don’t!

bl ] 4]
Contrast

LEGIBLE TEXT

LEGIBLE TEXT

g e

Text on an image are usually not
legible. Keep this in mind!
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DON’Ts

| 223 Vg 23|
Do and don’t!

Zliaa)l Laa 839219 duanYl
Relevance and quality are key

NICE CAR

¢ [ have a nice car and it was not expensive. | Could
pick it up after two weeks,

*  The car is fast and has nice yellow rims

* He drives one of 15 and is therefore very
economical

NICE CAR

* Keyword 1
* Keyword 2
* Keyword 3
* Keyword 4
* Keyword 5

aogalsl
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Google

Time management icon

Dol szl 4aS
Picture Picking

Go gle time management vector

L} \/‘ clock @ icon 1@ design a

Vector

ondie Jos] — dbgao Bsaxl paz
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Realistic
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Picture Background

Blad Ogl (s
Set transparent color
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8)guall dxals- £33
Picture Background

HOME  INSERT  DESIGN  TRANSITIONS  ANIMATIONS  SLDESHOW  REVIEW  VIEW  ADD-INS FORMAT
E;] ! Eg & Compress Pictures L# picture Border-
= ¢ TR ; E‘g Change Picture &2 Picture Effects
Remove Corrections Color Artistic
Background = ~  FEffects~ Y] Reset Picture ~ E—;‘z Picture Layout
Color Saturation
[+]

e C A o l I
D v Set Transparent Color

| Make a color in the current picture
(% transparent.

k

| 1 When you click a pixel in the
i ] current graphic, all pixels of that I

' ' 23
@ More Variations ‘ specific color become transparent.

¥ %4 Set Transparent Color
% Picture Color Options...

T asogalsl
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DON'Ts

Choose the suitable colors

COLOUR USAGE

When you use

many different colours
in your presentation

this easily comes off

as amateurish

and MEEILV I T
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aogalsl

y-o-<l

L ALY A AT Y



401 1 Fdol | rdol |

Ologlanll (o,
Showing data on your slide
Visualize these as much as possible!

WHAT SMARTPHONE DO YOU USE?

* 59% Of our website visitors use an
Android smartphone

* 41% Of our website visitors use an
Apple smartphone

WHAT AGES OPERATE THE PHONE?

What ages operate the phone?
Age 18- 25~ 3% '
Age 26-35 ~ 16% o N F o . -
Age 35-45~ 38% aF N P N tos J—§ % k5
Ape 4655 19% Uiy e :
Age 56-65- 19% Age 1825 Agh 2635 B - &5 Age £5.55, Ao - Cide
Older than age 65— 5%

v the
" L5

L
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PowerPoint Templates

Last charts, & diagrams

8-FUrt Plus Pie Chart — Slide Template Male / Female Fraction Chart — Slide
Template

o “

i

*i*iii

0’

;

~ presentationgo ﬂ presentationgo « o n

8-Part Plus Pie Chart for PowerPoint and Google Slides Male - Female Fraction Chart for PowerPoint and Google
Slides

https://www.presentationgo.com/

o das] — Abgae Bohxl puax
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Cbgygb g8
PowerPoint Templates

Small Nest Golden Egg PowerPoint Financial Crisis PowerPoint
Templates Templates

https://www.free-powerpoint-templates-design.com/

aogalsl
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I8 iy (§ bloYI o
PowerPoint Animations

HOME  INSERT  DESIGN  TRANSITIONS  ANIMATIONS  SLIDESHOW  REVIEW  VIEW  ADD-INS
LR W |
x l’ G | G
None Appear Fly In Float In Split Wipe Shape

o das] — dbgame Bgaxll iz
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INSTRUCTOR GUIDE

Create facilitator guides

sl el sl Agllaall oliall apazm da3ls s
A=zl e Buglg i wiuw Lo e Laxle pu3
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Facilitator guide template

(SW5VI g pudl) 2 Al
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Sticky Motes or small pieces of papers ,Participant manual
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Facilitator guide template

b JS 315 g pwl lo oy 15
i pe bl P S1 of dylie JS e wilbly
il o wilblg d818> pe agie 512lg lce break 4810

dinis pell dhiaill gesxi ol dcgazall

1gWoUly uill pu ol Lo Gly paill g 3yl g i o3
(s JS) dpuilly agall il (o) el "
gl o el Gle cpall )35 Gubwl b 2lyall

et J3 alidims e Blaine sy !—bj'-":} hitps://business tutsplus.com/tutonials/wha

log s Lo 3150 U| 36 JSJ ,nLhJ]| lid ubg t-are-personal-values--cms-31561

Wl pazib go puall aliznig .93y ol gusis

= Ny .

- T -3 A= https-//www.iaa. govt.nz/for-

- : : i = visers/adviser-tools/ethics-
waizall drwill dagall bl i) U5V advisers/advi Is/ethi

. R . (Jss toolkit/personal-beliefs-values-attitndes-

Jal alsdsl saz=r Slbhlingls g\l Josi and-behaviour/

555 ol pSes il lg) jazmaS @iall Jamig oyall
Dlaall 46 . pozill dablell @l (e 6o
220 Jac )l glils 38l GUSUI ol
bsaize lgle Gaie ggsi GU=Vlg

Slginani Loy duazill aiill b Lo

s lagi il ;b_..ipll“ sl audll
d>gig bjasy il OlSgludly jailazlly
Ll e

aogalsl

J-o<l|

e Jos] — A gazme Gedxll guax Um}gj



401 1 Fdol | rdol |

Create facilitator guides

The Power of Body Language

Understanding body language does more than improve relationships. You will
get insight into the thoughts and feelings of those around you. Because it is not a
conscious form of communication, people betray themselves in their body
language. Body language is powerful in several ways.

Power of Body Language:
e |tis honest: Body language conveys truth, even when words do not.

e Creates self-awareness: Understanding body language helps you identify your own actions that
hinder success.

e Understand feelings: Body language shows feelings and motive such as aggression, submission,
deception, etc. Use these as cues to your communication.

e Enhance listening and communication skills: Paying attention to body language makes someone
a better listener. Hear between the words spoken to what is being said.

aogalsl
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Create facilitator guides

_ Explore the power of body language.

The Power of Body Language

Discuss how body language gives power and prevents problems.
Flipchart/Marker

None

Have participants discuss personal experiences related to body language,
either personal or observed. For example, ignoring aggressive body
language of a coworker who later made threats. List some on the flip chart

and highlight body language signs.

_ Share any relevant personal experiences that relate to body language.
_ Encourage everyone to participate.
_ What is not a conscious form of communication?

o das] — dbgame Bgaxll iz
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Create learner workbooks and hand-outs

Table of Contents wbgizosll Jgd=
Introduction deJds.l!

Session Objectives dul=l Calual
Core content (gelwdl (S gixall
Practice «yadl

Where to go? Sewads ol JI
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Table of Contents

TABLE 'OF CONTENTS
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doddall
Introduction

Module One: Getting Started

The ability to interpret body language is a skill that will enhance
anyone's career, Body language is a form of communication, and
it needs to be practiced like any other form of communication.
Whether in sales or management, it is essential to understand
the body language of others and exactly what your own body is
communicating.
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Session Objectives

Workshop Objectives

Research has consistently demonstrated that when clear goals are associa

@ with learning, it occurs more easily and rapidly.
“'@

Define body language.

Understand the benefits and purpose of interpreting body language.
Learn to interpret basic body language movements.

Recognize common mistakes when interpreting body language.
Understand your own body language and what you are communicating.

Practice your body language skills.
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Core content

The Power of Body Language

Understanding body language does more than improve relationships. You will
get insight into the thoughts and feelings of those around you. Because it is not a
conscious form of communication, people betray themselves in their body
language. Body language is powerful in several ways.

Power of Body Language:

It is honest: Body language conveys truth, even when words do not.

Creates self-awareness: Understanding body language helps you identify your own actions that
hinder success.

Understand feelings: Body language shows feelings and motive such as aggression, submission,
deception, etc. Use these as cues to your communication.
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Practice

Case Study

Jim had to hire a new personal assistant. He needed someone organized and
c:l personable. len answered all of the interview questions perfectly. She had the
necessary training and education, so lim hired her. After a few weeks, some of Jim's
coworkers complained about her behavior. They accused her of being aggressive
and insubordinate, but she never said anything specifically rude or hostile. Her tone
and body language, however, were extremely aggressive. For example, she rolled
her eyes when people asked her questions. lim had to coach Jen on her nonverbal

communication, and he added a body language evaluation to his interview process.

1 blay

closs ddymal JaS O 038 saziwl ad. dliwll oia e SLY o (s ,S6
PR |

oy Jas] — dbgae Fohxl g

Module Tow: Review Questions

1.

Goals should be ?

a) Concurrent
b) Compatible
c) Revised
d) Realistic

How often should body language be practiced?

a) Hourly
b) Weekly
c) Daily

d) Monthly|
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