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This Self-Assessment Tool outlines the major areas of competence required to manage effective training programs. The areas of competency are sub-divided into the major functions a trainer can provide. This inventory can be used as a needs assessment tool in the design of a TOT program or for individuals to use in developing their own Trainer Development Plan.

To evaluate yourself using this form, put the number corresponding to your level of experience/competence (as indicated on the scale below) in the appropriate column next to each competency listed.

SCALE:   5 = Extremely competent (capable of performing and of training others)

                 4 = Very competent    (capable of performing and of helping others)

                 3 = Competent (capable of performing in job situation)

                 2 = Competency needs improvement (little experience performing)

                 1= No competence (no experience)

	Area of Competency
	     1  
	     2       
	     3
	     4
	    5                

	Conduct a Training Needs Assessment: Designing and conducting an appropriate needs assessment is a critical first step for  an effective training program.
	
	
	
	
	

	1.   Knowledge of various methods of needs assessment
	
	
	
	
	

	2.   Do a task analysis 
	
	
	
	
	

	3.   Develop a paper questionnaire that gets the data you need 
	
	
	
	
	

	4.   Conduct effective interviews
	
	
	
	
	

	5.   Facilitate focus groups to solicit information
	
	
	
	
	

	6.   Communicate effectively and listen well
	
	
	
	
	

	7.   Keep an open mind
	
	
	
	
	

	8.   Recognize the importance of organization and preparation
	
	
	
	
	

	9.   Interpret data using basic statistics 
	
	
	
	
	

	10. Understand the 3 kinds of leaning objectives: Knowledge, Skill

       and Attitude
	
	
	
	
	

	11. Develop clear learning objectives based on the data collected
	
	
	
	
	

	Design an Effective Training Program: Translating your learning

objectives into appropriate curricula and activities is the next step for a successful program 
	    1
	    2
	    3
	    4
	    5

	1.   Theoretical knowledge of the planning and design of training
	
	
	
	
	

	2.   Knowledge of criteria for writing behavioral objectives
	
	
	
	
	

	3.   Knowledge of principles of adult learning
	
	
	
	
	

	4.   Basic understanding of theory of experiential learning. 
	
	
	
	
	

	5.   Knowledge of a variety of techniques for experiential training
	
	
	
	
	

	6.   Understanding of different learning styles
	
	
	
	
	

	7.   Choose training strategies, techniques and tools
	
	
	
	
	

	8.   Create learning tools to achieve learning objectives
	
	
	
	
	

	9.   Plan training sessions
	
	
	
	
	

	10. Genuine interest in people’s learning and development 
	
	
	
	
	

	Coordinating a Training Program: Organizing the logistics of the program is as important as planning the content.
	    1    
	    2
	    3
	    4
	    5

	1.  General understanding of the logistical requirements of training
	
	
	
	
	

	2.  Arranging for appropriate space, transport, lodging and refreshment 
	
	
	
	
	

	3.  Communication with participants and their managers
	
	
	
	
	

	4.  Ensuring necessary equipment is available
	
	
	
	
	

	5.  Assembling learning materials and program packets
	
	
	
	
	

	6.  Providing a list of participant contact information


	
	
	
	
	

	Conducting an Effective Training Program: Conducting the training activities in a manner which results in learning is key to a successful program  
	    1
	    2
	    3
	    4
	    5

	1.  Knowledge of group dynamics
	
	
	
	
	

	2.  Knowledge of basic techniques of facilitation 
	
	
	
	
	

	3.  Give clear and effective lecturettes
	
	
	
	
	

	4.  Give clear and simple instruction for learning activities
	
	
	
	
	

	5.  Use various training techniques
	
	
	
	
	

	6.  Create and facilitate a structured experience
	
	
	
	
	

	7.  Communicate effectively and listen well
	
	
	
	
	

	8.  Give and receive feedback
	
	
	
	
	

	9.  Communicate effectively in conflict situations
	
	
	
	
	

	10.Facilitate a group achieving its goal
	
	
	
	
	

	11.Manage time according to the constraints of the situation
	
	
	
	
	

	12 Optimism when faced with challenges
	
	
	
	
	

	13. Value different points of view
	
	
	
	
	

	14.Respect for individual and cultural differences
	
	
	
	
	

	15.Value participatory and experiential learning 
	
	
	
	
	

	16.Knowledge of the learning process
	
	
	
	
	

	Evaluation of Training Programs: Evaluating training in process as well as at the conclusion is essential to improving your success factor 
	    1
	    2
	    3
	    4
	    5

	1.  Knowledge of the basic evaluation techniques
	
	
	
	
	

	2.  Develop evaluation tools
	
	
	
	
	

	3.  Conduct formative and summative evaluations
	
	
	
	
	

	4.  Analyze and interpret evaluation results
	
	
	
	
	

	5.  Apply results of evaluation to improving the program
	
	
	
	
	

	6.  Desire to learn how to improve the training program


	
	
	
	
	

	Strategic Planning/Organizational Development.  Developing a

Training Plan which contributes to the goals of the organization and supports management objectives is the ultimate goal of  Training in organizations.


	    1      
	    2
	    3
	    4
	    5

	1.  Knowledge of the basic steps in a strategic planning process
	
	
	
	
	

	2.  Knowledge of how to apply strategic planning to training and

     Human Resource Development 
	
	
	
	
	

	3.  Use training to promote teamwork and improve organizational

     Communication 
	
	
	
	
	

	4.  Include training in organization’s work plan
	
	
	
	
	

	5.  Provide leadership in linking learning/training objectives to the         priority goals of the organization.
	
	
	
	
	

	6.  Involve all levels of management
	
	
	
	
	

	Managing Training Programs:  Developing and managing external training resources is often the appropriate style.
	   1
	   2
	    3
	    4
	    5

	1.  Developing criteria for hiring suitable trainers
	
	
	
	
	

	2.  Developing terms for consultant trainers
	
	
	
	
	

	3.  Purchasing the services of local organizations 
	
	
	
	
	

	4.  Identifying an appropriate venue
	
	
	
	
	

	5.  Managing program logistics
	
	
	
	
	

	6.  Preparing course time lines and scope of work for sub-     contractors
	
	
	
	
	

	7.  Monitoring the Training Budget
	
	
	
	
	


Please continue on next page......
Individual Trainer Development Plan
Reflecting on the above assessment, summarize your strengths and weaknesses as a trainer below and develop a plan for improvement.  Your plan may include programs and opportunities inside or outside of your organization.   

1.  My strengths as a trainer:

2.  My weaknesses as a trainer:

3.   My individual objectives for the ______ months

4.  My plan to achieve objectives:
