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6.0 OBJECTIVES

After studying this unit, you will be able to:

● explain the concept of training
● describe the importance of training
● explain the process of training
● identify the methods of training
● define the term ‘development’
● discuss the importance of development
● examine the steps in development
● evaluate the methods of development

6.1 INTRODUCTION

Employee training is a short term process utilizing a systematic and organized
procedure by which non-managerial personnel learn technical knowledge and skills
for a definite purpose. It refers to instructions in technical and mechanical operations.
Training begins the very first day an employee starts to work. The main aim of
training programme is to fill in the gap between the existing and the desired pool of
knowledge, skills and aptitudes. Executive development is a long term education
process utilizing a systematic and organized procedure by which managerial personnel
learn conceptual and theoretical knowledge. In this unit, you will learn meaning and
importance of training and development, difference between training and
development, steps of development and methods of training and development.
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Development6.2 IMPORTANCE OF TRAINING

Human Resources have one unique feature; it is the only resource among all which
appreciate with time if sufficient care is taken to impart skill and knowledge. Human
Resources become an asset in the long run. In today’s challenging and changing
scenario we cannot exist without training which can be updated with the latest
developments in the world in general and retail Retail scenario in particular.

In retail scenario the people involved need to have people interaction skills in order to
create qualitative experiences to the customers.  If the employees of the Retail
Organizations are not trained periodically on the changing profiles and expectations of
the consumers, there may be some performance deficiencies.  Thus, training
employees at the induction level and also periodically on specific businesses
dimensions are essential for Companies aiming at serving the customers better.

To increase the commitment level of employees and growth in quality movement,
Retail Companies recognized the role of training in building HR competencies. The
HRM policy of the Companies emphasizes on employee development and long-term
education. Training is the most important tool of Human Resource Management to
control the attrition rate. It is an organized procedure by which people learn
knowledge and skills for a definite purpose. Training helps in motivating employees,
achieving their professional and personal goals and increasing the level of job
satisfaction. Therefore, training is given on a variety of areas for skill development
and it covers a multitude of courses.

The need for training and development is determined by the employee’s performance
deficiencies or deviations in doing the work. It is very well known that without
mistakes we cannot do the work or when we do the work invariably there will be
mistakes. Purpose of training is to minimize these mistakes to increase effectiveness
of the job.

Importance of Training

The importance of training and is well recognized by Companies’ world over.  The
importance of training is as follow:

Optimum utilization of human resources: Training and Development helps in
optimizing the utilization of human resource that further helps the employee to achieve
the organizational goals as well as their individual goals.

Development of human resources: It helps to provide an opportunity and broad
structure for the development of human resources’ technical and behavioral skills in
an Organization. It also helps the employees in attaining personal growth.

Development of skills of employees: It helps in increasing the job knowledge and
skills of employees at each level. It helps to expand the horizons of human intellect
and an overall personality of the employees.

Productivity: It helps in increasing the productivity of the employees that helps the
Organization further to achieve its long-term goal.

Team spirit: It helps in inculcating the sense of teamwork, team spirit, and inter-team
collaborations. It helps in inculcating the zeal to learn within the employees.

Organization Culture: It helps to develop and improve the organizational health,
culture and effectiveness. It helps in creating the learning culture within the
Organization.
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Human Resources Organization Climate:  It helps building the positive perception and feeling about the
Organization. The employees get these feelings from leaders, subordinates, and
peers.

Quality: It helps in improving upon the quality of work and work-life.

Healthy work-environment:  It helps in creating the healthy working environment. It
helps to build good employee relationship so that the individual goal aligns with
organizational goal.

Health and Safety:  It helps in improving the health and safety of the Organization
thus preventing obsolescence.

Morale: It helps in improving the morale of the work force.

Image: It helps in creating a better corporate image.

Profitability: It leads to improved profitability and more positive attitudes towards
profit orientation.

Organizational overall development: Employees become more effective in
decision-making and problem solving. It helps in understanding and carrying out
organizational policies
Developing leadership skills:  Training and development helps in developing
leadership skills among employees.

6.3 METHODS OF TRAINING

1. On-the-job Training: In this method, the trainee is placed on a regular job and
taught the skills necessary to perform it. The trainee learns under the guidance and
supervision of the instructor. The trainee learns by observing and handling the job.
Therefore, it is called learning by doing. The following techniques are used for on the
job training of the employees.

Coaching: This technique is used to train generally the manager level employees. It
is also applied to the other categories of employees. It is a person to person
interaction. The superior or expert in a particular area observe the performance of an
employee closely and initiates corrective action. This technique focuses identifying
weaknesses and finding the areas of improvement.

Mentoring: The junior employees are attached to seniors for training. . The seniors
will provide guidance and understanding of various issues related to the organization,
job performance techniques, culture and traditions, vision and mission, team work and
group behavior, etc to the juniors..

Committee assignments: The employees are nominated as a member of committee
to facilitate learning under this method. This method provides an opportunity for the
employee to participate in decision making process, observe the activities of other
members and investigate organizational problems.

2. Vestibule Training: In this method, a training centre called vestibule is set up and
actual job conditions are simulated in it. Expert trainers are employed to provide
training with the help of equipment and machines which are identical with those in use
at the workplace.

3. Apprenticeship Training: In this method, theoretical instruction and practical
training learning are provided to trainees in training institutes. In India, the
Government has established Industrial Training Institutes for this purpose. The main
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aim is to develop all round craftsmen. Generally, a stipend is paid during the training
period. Thus it is also known as “earn when you learn” scheme.

4.  Classroom Training: Under this method, training is provided in company
classrooms or in educational institutions. Lectures, Case studies, group discussions
and audio visual aids are used to explain knowledge and skills to the trainees.. Some
Companies maintain their own training institutes or schools. Classroom training is
suitable for teaching concepts and problem solving skills.

5.  Internship Training: It is basically a joint programme of training in which
educational institutions and business firms cooperate. Selected candidates carry on
regular studies for the prescribed period. They also work in some factory to acquire
practical knowledge and skills. This method helps to provide a good balance between
theory and practice. This method is used in professional work, i.e. MBBS, CA,
ICWA, etc.

Check Your Progress A

1. What is meant by training?

..................................................................................................................

..................................................................................................................

..................................................................................................................

2. Write three importance of training.

..................................................................................................................

..................................................................................................................

..................................................................................................................

3. What is the purpose of training?

..................................................................................................................

..................................................................................................................

..................................................................................................................

4. State the methods of training.

..................................................................................................................

..................................................................................................................

..................................................................................................................

6.4 DEVELOPMENT

So far you have learnt about the concept, purpose, importance, and methods of
training which is basically a short term process utilizing a systematic and organized
procedure to learn technical knowledge and skills for a definite purpose. Let us now
switch over to another aspect of enhancing the skill i.e. executive development. The
success and growth of an Organization depends largely upon the caliber and
performance of its executives. Therefore it is quite essential to train and develop
executives who can succeed as the managers of today. Executive development is a
long term education process utilizing a systematic and organized procedure by which
managerial personnel learn conceptual and theoretical knowledge. It is a systematic
process of learning and growth by which managerial personnel gain and apply
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Human Resources knowledge, skills, attitudes and insights to manage the work effectively and
efficiently.  The main aim of executive development is to improve the performance of
managers at all levels in their present jobs and to ensure the availability of required
number of managers with the needed skills so as to meet the present and anticipated
future needs of the Organization.

Executives are the most valuable assets of any Organization. Executive development
consists of all the means by which executives learn to improve their behaviour and
performance. The purpose of executive development is to ensure that the managerial
resources of the Organization are utilized optimally. With the increasing complexities
in the business, managers need to be developed to handle the Organization in the face
of increasing competition. The rapid rate of technological and social change in society
requires training of managers so that they are able to cope up with these changes.
Labour management relations are becoming increasingly complex. Executives require
new and better skills in union negotiations, collective bargaining, grievance redressal,
etc. They also need education and training to understand and adjust to changes in
socio-economic forces. Changes in public policy, concept of social justice, industrial
democracy, ecology, ekistics, ergonomics, cultural, anthropology are the main socio-
economic changes. Executive personnel will not be able to survive in future unless
they keep pace with modern management education, research principles and
practices. No Organization can be successful in the long run without a planned
approach to the development of its managerial persons.

6.5 STEPS IN DEVELOPMENT

The Essentials steps in executive development programme are as follow:

1. Analysis of Development Needs: First of all, the present and future
development needs of the organization are ascertained. It is necessary to determine
how many and what type of executives are required to meet the present and future
needs of the enterprise. A critical analysis of the Organization structure in the light of
future plans will reveal what the organization needs in terms of departments,
functions and key executive positions. Then job descriptions and specifications are
prepared for all executive positions to know the type of knowledge, skills, training and
experience required for each position.

2. Appraisal of Present Managerial Talent: A qualitative assessment of the
existing executives is made to determine the type of executives’ talent available
within the Organization. The performance of every executive is compared with the
standard expected of him. His personal traits are also analyzed to estimate his
potential for development.

3. Inventory of Executive Manpower. This inventory is prepared to obtain
complete information about each executive. Data on the age, education, experience,
health, test results and performance appraisal results are collected. This information is
maintained on cards or replacement tables for each executive. An analysis of this
information will show the strengths as well as deficiencies of executives in certain
functions related 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 identifies development needs and may launch specific courses in the
areas of leadership, decision-making, human relations, etc. It also recommends
specific executive development programmes organized by well known Institutes. On
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the basis of recommendations, the top management nominates the executives to
participate in these programmes at the cost of the Company.

5. Evaluating Development Programmes: Considerable money, time and efforts
are spent on executive development programmes. It is therefore; natural to find out to
what extent the programmes objectives have been achieved. Programme evaluation
will reveal the relevance of the development programmes and the changes that should
be made to make these more useful to the Organization. Observation of the trainee’s
behaviour, rating of the training elements, opinion surveys, interviews, and changes in
productivity, quality, cost, etc. can be used to evaluate development programmes.

6.6 METHODS OF DEVELOPMENT

Several methods are used to enhance the skill and competencies of the employees.
The most popular among them are: When training is provided to employees outside
the work premises it is called off-the-job training. This training is used to prepare the
employee well before the actual job is assigned. This method reduces significantly the
initial failures in the job performance and increases employee confidence in job
performance.  Several

Lecture: It is one of the oldest methods of training. It is used to provide conceptual
understanding on various issues related to business organizations and jobs. The
behaviour and attitudes of the people can be influenced significantly through lecture
method. It provides face to face interaction between trainer and trainee and
therefore, helps in understanding the trainees’ specific needs and provides
instantaneous feedback on learning. This method is less expensive and facilitates
reaching larger number of people simultaneously. When lecture method is used along
with demonstrations, discussions and questioning it becomes much more effective in
training employees.

Case Study: Case studies are useful to simulate decision making situation that
resembles the work place. This approach is properly used for management
development.

Harward Graduate School of business is popular in this training technique. Trainees
study cases to identify and define problems, analyze root causes for the problem,
develop alternatives in the light of organizational internal, external and environmental
challenges and select one alternative as solution. It is a written description of an
actual situation and trainer is supposed to analyze and give his conclusions in writing.
The cases are generally based on organizational situations. This method develops
decision making skills as well as procedural and strategic knowledge. Case study
method provides for decision making among participants and excellent opportunity for
the trainee to exhibit the analytical and judgmental abilities.

Seminars: Seminars provide ample opportunity to the trainee to study extensively a
particular aspect and prepare a presentation and place it comprehensively to the other
members of the group. Seminars improve knowledge base, develop analytical and
presentation abilities and provides an opportunity to interact with a group of people
emphasizing the trainee’s point of view on theme.

Sensitivity Training: This method is used basically to change the behaviour of the
trainees through group process. The objective is to create increased understanding of
the trainees about their own behaviour. This training develops the ability of individuals
to sense what others feel and think from their own point of view. Sensitivity training
follows three steps.
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Human Resources ● Unfreezing old values: In this stage, the trainee will be in a position to organize
the inadequacy of old values and beliefs. Required support and guidance will be
provided at this stage.

● Development of new values: The training environment, interactions with fellow
trainees and participation in formal and informal discussions, trainers’ guidance
and advices help the trainee to develop new values. The trainees are
encouraged to experiment a range of new values and behaviours. The feedback
is collected and discussed to modify the behavior of the trainee.

● Refreezing the new values: It involves allowing the trainee to practice their new
behaviour and values at their work place. The success of this stage depends
upon the opportunity one gets at the work place to practice the changed
behaviour.

Simulation exercises

These exercises are intended to provide an artificial environment to the trainee
wherein he/ she will be put in the role of a decision maker for sorting out the
managerial problems. Simulation is nothing but creating a real life situation for
decision-making and understanding the actual job conditions. The popularly used
simulation exercises are role play, and business/ management games.

i) Role play: In role play the participant is given a role to play. The trainee is provided
with some information on the role, objectives, responsibilities, emotions, etc. The
trainee will also be briefed on the likely problems in handling the role.

Once the participant understands the role with the help of the description material
supplied, he/ she acts the roles in his/her own style. This method helps in developing
communication skills, interpersonal skills, and ability to resolve conflicts. The trainees
may be asked to perform different types of roles such as multiple roles, single role,
role rotation and spontaneous role play.

ii) Business / Management games: This method becomes popular in recent years.
It is used to sharpen managerial skills, leadership skills, and problem solving abilities
and provide an opportunity to the trainee to apply the principles learned in a situation.
Business games are based on a set of rules, procedures, plans, relationships and
principles.

Under this method, the trainees are given a hypothetical situation described on a
paper and they will be asked to make decisions that benefit the Organization and
contribute for the achievement of the organizational goals. The trainee provides some
options, and based on the feedback of the result the trainee modifies the decision until
the expected result is achieved. Only limited number of trails is given to work out for
effective result. Business games stimulate the entire Organization and provide better
perspective to the trainees than any other training method. It is the only method that
allows the trainee to visualize how do his / her decisions and actions impact the other
related areas in the Organization.

Check Your Progress B

1. What is meant by development?

..................................................................................................................

..................................................................................................................

..................................................................................................................
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..................................................................................................................

..................................................................................................................

..................................................................................................................

3. What is simulation method of executive development?

..................................................................................................................

..................................................................................................................

..................................................................................................................

4. Distinguish between on-the job training methods and off-the-job training methods.

..................................................................................................................

..................................................................................................................

..................................................................................................................

5. Which of the following statements are True or False?

i) Training refers to instructions in technical and mechanical operations.

ii) Executive Development is a systematic process of learning and growth
by which managerial personnel gain and apply knowledge, skills, attitudes
and insights to manage the work effectively and efficiently.

iii) Apprenticeship Training is also known as “earn when you learn” scheme.

iv) Off-the-job training methods are directly in the context of the job.

v) On-the-job training methods are more costlier than Off-the-job training
methods.

6.7 LET US SUM UP

Training is the process of increasing the knowledge and skills for doing a particular
job. It is an organized procedure by which people learn knowledge and skills for a
definite purpose. The purpose of training is basically to bridge the gap between job
requirements and present competence of an employee. Methods used to provide the
training to the employees are: vestibule training, apprenticeship training, classroom
training and internship training. Development is a systematic process of learning and
growth by which managerial personnel gain and apply knowledge, skills, attitudes and
insights to manage the work effectively and efficiently.  The main aim of executive
development is to improve the performance of managers at all levels in their present
jobs and to ensure the availability of required number of managers with the needed
skills so as to meet the present and anticipated future needs of the Organization.
Retail organizations basically depend upon performance of human resources to face
the ever changing business challenges. No Organization can survive in long run unless
the ingredients required for executive development are of high quality.  Essential
ingredients of an executive development programme are:  analysis of developmental
needs, appraisal of present managerial talent, inventory of executive manpower,
establishing training and development programmes and evaluating the development
programmes. Development can be made through various methods which are:
lectures, case studies, group discussion role playing management games, in basket
exercise and sensitivity training.
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Training: is the acquisition of technology, which permits employees to perform their
present job to standards. It improves human performance on the job the employee is
presently doing or is being hired to do.

Development: is any learning activity directed towards future needs of employees
rather than present needs.

Performance variance: is the difference between standard performance and actual
performance of an employee.

 Trainers: who actually conducts the training program are trainers

Trainees: People to whom training has been given are trainees.

Competence: Ability to apply available knowledge, skill, education & training into
practice to achieve the goals 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. Which on- the- job training method do you think effective? Why?
2. Describe the steps to be taken while making the programme for the

development of executives.
3. What do you understand by training? Distinguish between training, and

development.
4. What do you understand by executive development? Explain its objectives.
5. Explain off-the-job techniques of training executives.

6.11   FURTHER READINGS

1. John M. Ivancevich, Human Resource Management, Tata McGraw- Hill, 2004
2. Wayne F. Cascio, Managing Human Resources, Tata McGraw-Hill Publishing

Company Limited, New Delhi, 2005.
3. K Ashwathappa, Human Resource and Personnel Management, Tata McGraw-

Hill India,1997
4. Biswajeet Pattanayak, Human Resource Management, New Delhi, Prentice-

Hall of India, 2006.
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