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6.0 OBJECTIVES

After studying thisunit, youwill be ableto:

explainthe concept of training
describetheimportance of training
explainthe processof training

identify themethodsof training
definetheterm‘ devel opment’
discusstheimportance of development
examinethe stepsin development
evaluatethe methods of devel opment

6.1

INTRODUCTION

Employeetraining isashort term process utilizing asystematic and organi zed

procedure by which non-managerial personnel learn technical knowledgeand skills
for adefinite purpose. It refersto instructionsin technical and mechanical operations.

Training beginsthevery first day an employee startsto work. The main aim of
training programmeistofill in the gap between the existing and the desired pool of
knowledge, skillsand aptitudes. Executive development isalong term education

process utilizing asystematic and organized procedure by which managerial personnel
learn conceptua and theoretical knowledge. Inthisunit, youwill learn meaning and

importance of training and devel opment, difference between training and
development, steps of devel opment and methods of training and devel opment.



Training and

6.2 |IMPORTANCE OF TRAINING Development

Human Resources have one uniquefeature; it isthe only resourceamong all which
appreciatewithtimeif sufficient careistaken toimpart skill and knowledge. Human
Resourcesbecome an asset inthelong run. Intoday’s challenging and changing
scenario we cannot exist without training which can be updated with the latest
developmentsintheworldingeneral andretail Retail scenarioin particular.

Inretail scenario the peopleinvolved need to have peopleinteraction skillsin order to
create qualitative experiencesto the customers. If the employees of the Retail
Organizationsare not trained periodically on the changing profilesand expectations of
the consumers, there may be some performance deficiencies. Thus, training
employeesat theinduction level and also periodically on specific businesses
dimensionsareessentia for Companiesaiming at serving the customers better.

Toincrease the commitment level of employeesand growth in quality movement,
Retail Companiesrecognized theroleof trainingin building HR competencies. The
HRM policy of the Companiesemphasizes on employee devel opment and long-term
education. Training isthe most important tool of Human Resource M anagement to
control theattrition rate. It isan organized procedure by which peoplelearn
knowledge and skillsfor adefinite purpose. Training helpsin motivating employees,
achieving their professional and persona goalsand increasing thelevel of job
satisfaction. Therefore, trainingisgiven onavariety of areasfor skill development
and it coversamultitude of courses.

Theneed for training and devel opment isdetermined by the employee’s performance
deficienciesor deviationsin doing thework. It isvery well known that without
mistakes we cannot do thework or when we do thework invariably therewill be
mistakes. Purpose of training isto minimizethese mistakesto increase effectiveness
of thejob.

Importanceof Training

Theimportance of training and iswell recognized by Companies world over. The
importanceof trainingisasfollow:

Optimum utilization of human resources: Training and Development helpsin
optimizing the utilization of human resourcethat further hel psthe employeeto achieve
the organizationa goasaswell astheir individual goals.

Development of human resources: It hel psto provide an opportunity and broad
structurefor the devel opment of human resources’ technical and behaviora skillsin
an Organi zation. It a so helpsthe employeesin attaining persona growth.

Development of skillsof employees: It helpsinincreasing thejob knowledge and
skillsof employeesat each level. It hel psto expand the horizons of humanintellect
and an overall personality of theemployees.

Productivity: It helpsinincreasing the productivity of the employeesthat helpsthe
Organization further to achieveitslong-term goal.

Team spirit: It helpsinincul cating the sense of teamwork, team spirit, and inter-team
collaborations. It helpsinincul cating the zeal tolearn within the employees.

Organization Culture: It helpsto develop and improvethe organizational hedlth,
cultureand effectiveness. It helpsin creating thelearning culturewithinthe
Organization.
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Organization Climate: 1t helpsbuilding the positive perception and feeling about the
Organization. Theemployeesget thesefeglingsfrom leaders, subordinates, and
peers.

Quality: It helpsinimproving upon the quality of work and work-life.

Healthy work-environment: It helpsin creating the healthy working environment. It
hel psto build good employeerelationship so that theindividual goa alignswith
organizationd god.

Health and Safety: It helpsinimproving the health and safety of the Organization
thus preventing obsol escence.

Morale: It helpsinimproving the moral e of thework force.

Image: It helpsin creating abetter corporateimage.

Profitability: Itleadstoimproved profitability and more positive attitudestowards
profit orientation.

Organizational overall development: Employeesbecome more effectivein
decision-making and problem solving. It hel psin understanding and carrying out
organizetiond policies

Developing leadership skills. Training and devel opment helpsin developing
|eadership skillsamong employees.

6.3 METHODS OF TRAINING

1. On-the-job Training: Inthismethod, thetraineeisplaced onaregular job and
taught the skillsnecessary to performit. Thetraineelearnsunder the guidance and
supervision of theinstructor. Thetraineelearns by observing and handling thejob.
Therefore, itiscalled learning by doing. Thefollowing techniquesare used for onthe
jobtraining of theemployees.

Coaching: Thistechniqueisused totrain generally the manager level employees. It
isalso applied to the other categories of employees. It isaperson to person
interaction. The superior or expert in aparticular areaobservethe performance of an
employeeclosaly and initiates corrective action. Thistechniquefocusesidentifying
weaknesses and finding the areas of improvement.

Mentoring: Thejunior employeesare attached to seniorsfor training. . The seniors
will provide guidance and understanding of variousissuesrelated to the organization,
job performance techniques, culture and traditions, vision and mission, team work and
group behavior, etctothejuniors..

Committee assignments: The employeesare nominated asamember of committee
tofacilitatelearning under thismethod. Thismethod providesan opportunity for the
employeeto participatein decision making process, observetheactivities of other
membersand investigate organi zational problems.

2. Vestibule Training: Inthismethod, atraining centre called vestibuleis set up and
actual job conditionsaresmulated init. Expert trainersare employed to provide
training with the hel p of equipment and machineswhich areidentical withthoseinuse
at theworkplace.

3. Apprenticeship Training: Inthismethod, theoretical instruction and practical
training learning are provided to traineesintraining institutes. In India, the
Government has established Industrial Training Institutesfor thispurpose. Themain



aimistodevelopal round craftsmen. Generaly, astipendispaid during thetraining Training and
period. Thusitisalso known as“earnwhenyou learn” scheme. Development

4. Classroom Training: Under thismethod, training is provided in company
classroomsor in educationa institutions. Lectures, Case studies, group discussions
and audio visual aidsare used to explain knowledge and skillsto thetrainees.. Some
Companiesmaintain their owntraining institutesor schools. Classroomtrainingis
suitablefor teaching concepts and problem solving skills.

5. Internship Training: Itisbasically ajoint programme of training inwhich
educational institutionsand businessfirms cooperate. Sel ected candidatescarry on
regular studiesfor the prescribed period. They al so work in somefactory to acquire
practical knowledgeand skills. Thismethod hel psto provide agood bal ance between
theory and practice. Thismethod isused in professional work, i.e. MBBS, CA,
ICWA, etc.

Check Your ProgressA
1. Whatismeant by training?

2. Writethreeimportanceof training.

4. Statethemethodsof training.

6.4 DEVELOPMENT

Sofar you havelearnt about the concept, purpose, importance, and methods of

training whichisbasically ashort term process utilizing asystematic and organized

procedureto learntechnical knowledge and skillsfor adefinite purpose. Let usnow

switch over to another aspect of enhancing the skill i.e. executive development. The

successand growth of an Organi zation dependslargely upon the caliber and

performance of itsexecutives. Thereforeit isquite essential totrain and develop

executiveswho can succeed asthe managers of today. Executive developmentisa

long term education process utilizing asystematic and organized procedure by which

manageria personnel learn conceptual and theoretical knowledge. Itisasystematic

process of learning and growth by which manageria personnel gain and apply 55
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knowledge, skills, attitudesand insightsto managethework effectively and
efficiently. Themainaim of executive development isto improve the performance of
managersat al levelsintheir present jobsand to ensurethe avail ability of required
number of managerswith the needed skills so asto meet the present and anticipated
future needs of the Organization.

Executivesarethe most val uabl e assets of any Organization. Executive development
consistsof all themeans by which executives|earn to improvetheir behaviour and
performance. The purpose of executive development isto ensure that the manageria
resources of the Organization are utilized optimally. With theincreasing complexities
inthe business, managers need to be devel oped to handle the Organizationintheface
of increasing competition. Therapid rate of technological and social changein society
requirestraining of managers so that they are ableto cope up with these changes.

L abour management rel ations are becoming increasingly complex. Executivesrequire
new and better skillsin union negotiations, collective bargaining, grievanceredressal,
etc. They also need education and training to understand and adjust to changesin
socio-economic forces. Changesin public policy, concept of socid justice, industrial
democracy, ecology, ekistics, ergonomics, cultural, anthropol ogy arethemain socio-
economic changes. Executive personnel will not beableto survivein future unless
they keep pace with modern management education, research principlesand
practices. No Organi zation can be successful in thelong run without aplanned
approach to the development of itsmanagerial persons.

6.5 STEPSIN DEVELOPMENT

The Essentials stepsin executive devel opment programme are asfollow:

1. Analysisof Development Needs: First of all, the present and future
development needs of the organi zation are ascertained. It isnecessary to determine
how many and what type of executives arerequired to meet the present and future
needsof theenterprise. A critical analysisof the Organization structurein thelight of
future planswill reveal what the organization needsin termsof departments,
functionsand key executive positions. Then job descriptionsand specificationsare
prepared for al executive positionsto know thetype of knowledge, skills, training and
experiencerequired for each position.

2. Appraisal of Present Managerial Talent: A qualitative assessment of the
existing executivesismade to determinethetype of executives' talent available
within the Organization. The performance of every executiveiscompared withthe
standard expected of him. Hispersonal traitsare also analyzed to estimate his
potentia for development.

3. Inventory of Executive M anpower. Thisinventory is prepared to obtain
completeinformation about each executive. Dataon the age, education, experience,
health, test resultsand performance appraisal resultsare collected. Thisinformationis
maintained on cards or replacement tablesfor each executive. An analysisof this
information will show the strengths aswell asdeficiencies of executivesin certain
functionsrelated to the future needs of the Organization.

4. Establishing Training and Development programmes. The human resource
department prepares comprehensive and well conceived programmes. The
department i dentifies devel opment needs and may launch specific coursesin the
areas of |eadership, decision-making, human relations, etc. It also recommends
specific executive devel opment programmes organized by well known Ingtitutes. On



the basi s of recommendations, the top management nominatesthe executivesto Training and
P ; Development
participatein these programmes at the cost of the Company.

5. Evaluating Development Programmes. Considerable money, timeand efforts
are spent on executive devel opment programmes. It istherefore; natural to find out to
what extent the programmes objectives have been achieved. Programme evaluation
will reveal therelevance of the devel opment programmes and the changesthat should
be made to make these more useful to the Organization. Observation of thetrainee’s
behaviour, rating of thetraining elements, opinion surveys, interviews, and changesin
productivity, quality, cost, etc. can be used to eval uate devel opment programmes.

6.6 METHODS OF DEVELOPMENT

Severa methods are used to enhance the skill and competencies of the employees.
Themost popular among them are: When training isprovided to employees outside
thework premisesitiscalled off-the-job training. Thistraining isused to prepare the
employeewell beforethe actual job isassigned. Thismethod reducessignificantly the
initial failuresin thejob performance and increases empl oyee confidencein job
performance. Severd

Lecture: Itisoneof the oldest methods of training. It isused to provide conceptual
understanding on variousissuesrel ated to business organizationsand jobs. The
behaviour and attitudes of the people can be influenced significantly through lecture
method. It providesfaceto faceinteraction between trainer and trainee and
therefore, helpsin understanding thetrainees’ specific needsand provides
instantaneous feedback on learning. Thismethod islessexpensiveand facilitates
reaching larger number of people simultaneoudy. When lecture method isused aong
with demonstrations, discussionsand questioning it becomes much more effectivein
training employees.

Case Study: Case studiesare useful to ssimulate decision making Situation that
resemblesthework place. Thisapproachisproperly used for management
development.

Harward Graduate School of businessispopular in thistraining technique. Trainees
study casesto identify and define problems, analyzeroot causesfor the problem,
develop aternativesin thelight of organizationa internal, external and environmental
challengesand select one alternative as solution. It isawritten description of an
actual situation and trainer is supposed to analyze and give hisconclusionsinwriting.
The casesare generally based on organizational situations. Thismethod develops
decision making skillsaswell asprocedural and strategic knowledge. Case study
method providesfor decision making among participantsand excellent opportunity for
thetraineeto exhibit theanalytical and judgmental abilities.

Seminars. Seminarsprovide ample opportunity to thetraineeto study extensively a
particular aspect and prepare apresentation and placeit comprehensively to the other
members of the group. Seminarsimprove knowledge base, devel op analytical and
presentation abilitiesand providesan opportunity to interact with agroup of people
emphasizing thetrainee' spoint of view ontheme.

Sengitivity Training: Thismethod isused basically to changethe behaviour of the
traineesthrough group process. The objectiveisto createincreased understanding of
thetraineesabout their own behaviour. Thistraining devel opstheability of individuas
to sensewhat othersfeel and think fromtheir own point of view. Sensitivity training

followsthree steps.
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e Unfreezingold values: Inthisstage, thetraineewill beinaposition to organize
theinadequacy of old valuesand beliefs. Required support and guidance will be
provided at thisstage.

e  Deveopment of new values: Thetraining environment, interactionswith fellow
traineesand participationinformal and informa discussions, trainers guidance
and advices help thetraineeto develop new values. Thetraineesare
encouraged to experiment arange of new values and behaviours. The feedback
iscollected and discussed to modify the behavior of thetrainee.

e Refreezingthenew values: Itinvolvesallowing thetraineeto practicetheir new
behaviour and valuesat their work place. The success of this stage depends
upon the opportunity one gets at thework placeto practice the changed
behaviour.

Simulation exer cises

These exercisesareintended to provide an artificial environment tothetrainee
wherein he/ shewill be put in therole of adecision maker for sorting out the
managerial problems. Simulationisnothing but creating aredl lifesituation for
decision-making and understanding the actual job conditions. The popularly used
simulation exercisesarerole play, and business’ management games.

i) Roleplay: Inroleplay the participantisgiven aroleto play. Thetraineeisprovided
with someinformation ontherole, objectives, responsibilities, emotions, etc. The
traineewill also bebriefed onthelikely problemsin handling therole.

Oncethe participant understands the role with the hel p of the description material
supplied, he/ sheactstherolesin his’/her own style. Thismethod helpsin developing
communication skills, interpersonal skills, and ability toresolve conflicts. Thetrainees
maly be asked to perform different typesof rolessuch asmultipleroles, singlerole,
rolerotation and spontaneousroleplay.

ii) Business/ Management games: This method becomes popular in recent years.
Itisused to sharpen manageria skills, leadership skills, and problem solving abilities
and provide an opportunity to thetraineeto apply the principleslearned in asituation.
Businessgamesare based on aset of rules, procedures, plans, relationshipsand
principles.

Under thismethod, thetraineesare given ahypothetical situation described ona
paper and they will be asked to make decisionsthat benefit the Organization and
contributefor the achievement of the organizational goals. Thetrainee providessome
options, and based on the feedback of the result the trainee modifiesthe decision until
the expected result isachieved. Only limited number of trailsisgiven to work out for
effectiveresult. Business games stimulate the entire Organization and provide better
perspectiveto thetraineesthan any other training method. It isthe only method that
allowsthetraineeto visualize how do his/ her decisionsand actionsimpact the other
related areasin the Organization.

Check Your Progress B
1. Whatismeant by development?




2. Writethreeimportance of executive development.

5. Whichof thefollowing statementsare True or False?
i)  Training referstoinstructionsin technical and mechanical operations.

i) Executive Development isasystematic process of learning and growth
by which manageria personne gain and apply knowledge, skills, attitudes
and insightsto managethework effectively and efficiently.

ii)  Apprenticeship Training isalso known as*“earn whenyou learn” scheme.
iv) Off-the-job training methodsare directly in the context of thejob.

V) On-the-jobtraining methodsare more costlier than Off-the-job training
methods.

6.7 LET USSUM UP

Training isthe processof increasing the knowledge and skillsfor doing aparticular
job. Itisan organized procedure by which peoplelearn knowledge and skillsfor a
definite purpose. The purpose of training isbasicaly to bridge the gap between job
reguirements and present competence of an employee. M ethods used to providethe
training to the employeesare: vestibuletraining, apprenticeship training, classroom
training and internship training. Devel opment isasystematic process of learning and
growth by which manageria personnel gain and apply knowledge, skills, attitudesand
insightsto manage thework effectively and efficiently. Themainaim of executive
development isto improvethe performance of managersat all levelsintheir present
jobsandto ensurethe availability of required number of managerswith the needed
skills so asto meet the present and antici pated future needs of the Organization.
Retail organizationsbasically depend upon performance of human resourcestoface
the ever changing business challenges. No Organization can surviveinlong run unless
theingredientsrequired for executive development are of high quality. Essential
ingredients of an executive development programmeare: anaysisof developmental
needs, appraisa of present managerial talent, inventory of executive manpower,
establishing training and devel opment programmes and eval uating the devel opment
programmes. Devel opment can be made through various methodswhich are:
lectures, case studies, group discussion rol e playing management games, in basket
exerciseand sengtivity training.

Training and
Development
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6.8 KEY WORDS

Training: istheacquisition of technology, which permitsemployeesto performtheir
present job to standards. It improves human performance on thejob theemployeeis
presently doing or isbeing hired to do.

Development: isany learning activity directed towardsfuture needs of employees
rather than present needs.

Performancevariance: isthe difference between standard performance and actual
performance of an employee.

Trainers: who actually conductsthetraining program aretrainers
Trainees. Peopleto whom training hasbeen given aretrainees.

Competence: Ability to apply availableknowledge, skill, education & traininginto
practiceto achievethe goal s of the organization.

6.9 ANSWERS TO CHECK YOUR PROGRESS

(B) 5) i) True ii) True iii) True iv) False v) False

6.10 TERMINAL QUESTIONS

1.  Whichon- the- job training method do you think effective? Why?

Describethe stepsto be taken while making the programmefor the
development of executives.

3. What doyou understand by training? Distinguish between training, and
development.

4.  What do you understand by executive development? Explainitsobjectives.
5. Explainoff-the-job techniquesof training executives.

6.11 FURTHER READINGS
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