
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

  INTRODUCTION 

We have already discussed the training process and the four main phases, 
namely, the needs analysis, design, implementation and evaluation phases in the 
previous topic. It is not enough to only know and understand the training 
process and its significance. We have to be able to manage it well and effectively 
ensure that it can achieve the desired objectives or needs. 
 
Thus, this topic will discuss the activities that need to be carried out to ensure 
that the training programme takes place as planned. We will begin by discussing 
the different roles of a trainer in an organisation and the skills required. We will 
then focus on the activities that need to be carried out before, during and after 
the training programme. We will end the topic with a discussion on some 
common issues and trends in training. 
 
 
 

LEARNING OUTCOMES 

By the end of this topic, you should be able to:

1. Explain the different roles of a trainer in an organisation; 

2. Identify the five categories of a trainerÊs skills; 

3. Explain the activities involved before, during and after the training; 

4. Review the key issues and trends that would influence training and 
development programmes; and 

5. Discuss the best practices of training management. 
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ROLES OF A TRAINER 

A trainerÊs role in an organisation is not limited to managing a training 
programme. He needs to take on a variety of roles to ensure that the training and 
development activities of the organisation go on as planned. After implementing 
the training programme, he also has to evaluate training needs, design the 
programme, evaluate its effectiveness, organise the logistics and manage the 
programme. 
 
To create an effective programme, a trainer would usually work in a team, with 
each team member focusing on his role. Nevertheless, there have been cases 
where the trainer had to manage the programme by himself from start to finish. 
A small organisation usually has only one officer in charge of training. The 
success of a training programme depends a lot on the trainerÊs efficiency and 
expertise in handling the programme and its participants. 
 
According to DeSimone, Werner and Harris (2002) and Analoui (1993), a trainer 
can play many different roles as shown in Figure 4.1. 
 

 

Figure 4.1: Roles of a trainer in an organisation 

 
The following are the roles of a trainer: 
 

(a)   Needs Analyst is responsible for the activities or the training needs analysis 
phase. 

 

(b)  Programme Designer is responsible for the programme design phase, 
including preparing the materials and the equipment required. 

 

4.1 
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(c)  Trainer or Facilitator is responsible for the implementation or delivery of 
the programme to the participants. 

 

(d)  Programme Assessor is responsible for the evaluation phase and activities. 
In addition, he has to prepare a report on the effectiveness of the 
programme for the management. 

 

(e)  ProgrammeÊs Marketing Officer is responsible for promoting the 
programme. It is normal practice for him to be in contact with the manager 
and heads of departments or units to inform them of the training 
programme. He also has to recruit participants for the programme. 

 

(f)   Training Manager or Officer is responsible for all the activities in the 
training unit or department. All staff have to report on the development 
and problems to him so that he can solve them immediately. Usually, the 
manager will be involved in meetings with the management and report on 
the training activities to the latter. He will also apply for funds to run the 
programme. 
 

If we review the different roles, we could connect each role with the steps 
involved in the training process. Nevertheless, in an organisation, a trainer puts 
on many hats, according to the size of the training unit or department in the 
organisation. A large organisation usually has a few staff members in charge of 
training, with one staff member having probably one or two roles only. In a small 
organisation, however, one training staff will take on different roles to make sure 
that everything will run smoothly as planned. 
 
In order to take on different roles efficiently and effectively, a trainer has to be 
equipped with a variety of skills.  He requires five categories of skills, which are: 

 
(a) Training Skills 

This involves knowledge, ability and capability to carry out all the steps in 
the training process. For example, a trainer has to know the theories and 
principles of adult learning so that he can develop a programme that 
matches the level of the participants and do training needs analysis to 
identify the training gap. See Figure 4.2 to have an idea of how a trainer or 
facilitator who wishes to hide his weaknesses handles training. 
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Figure 4.2: An incompetent trainer or facilitator 

 

(b) Communication Skills 
 Both verbal and non-verbal communication skills are essential for a trainer. 

A trainer needs to ask questions, listen and be sensitive towards the needs 
of participants in order to motivate them to continue learning. Injecting 
humour and telling anecdotes will liven up the atmosphere. Writing skills 
are also important because the trainer has to prepare notes and training 
materials that are appropriate and relevant. 

 

(c) Interpersonal Skills 
 The skills to understand the needs and requirements of an organisation and 

individuals are essential to ensure that all the needs are identified and 
addressed. The ability to reach out to problematic employees, for example, 
can help in relieving their problems. 

 

(d) Computer Skills 
 TodayÊs trainer needs to have computer skills. This is because most of the 

materials can easily be prepared using the computer. Materials such as 
participantsÊ notes, slides and transparencies look more professional when 
they are produced by computers. The information gathered during the 
evaluation phase can be easily analysed using the computer. 

 

(e) General Skills 
 To ensure the accuracy of the needs analysis, a broad knowledge, other 

skills and abilities such as knowledge about the organisation and industry 
involved as well as the market, are essential. 

 
All the five skills are summed up in Figure 4.3. 
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Figure 4.3: Five categories of a trainerÊs skills 

 

 
 

 
 

 
TRAINING MANAGEMENT 

Normally, after a programme has been developed, it has to be promoted to make 
people aware of it and in doing so, recruit participants. Announcements or notices 
on the aims, date, venue, conditions for participation and deadline for application 
have to be made. The usual practice is to send memos or letters to all managers 
and supervisors, informing them of the programme and asking them to nominate 
employees under their supervision. Some organisations put up memos on the 
bulletin board while some send out training calendars periodically for every 
employeeÊs reference. Application forms from the supervisor or employees will 
then be collected. The selected participants will be notified through a letter of 
confirmation or memo and a copy will be given to their supervisor. 
 

4.2 

ACTIVITY 4.2 

Think of the steps involved in the training process and list other 
roles and the skills required from a trainer. 

ACTIVITY 4.1 

What are the roles of a trainer in your organisation? What are the 
skills required to be a good trainer? Discuss your answers in the 
myVLE forum. 
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Table 4.1 shows some activities that have to be considered in the implementation 
phase. 

 
Table 4.1: Management Activities Before, During and After Training 

Before During After 

Confirmation Confidence Monitoring 

Collecting Friendly Programme evaluation 

Checking Communication Action plan 

Trainer Punctual Assignments 

Alternative trainer Attendance Report 

Announcement of participation Time factor Guidance 

Confirmation letter Environment ParticipantÊs feedback 

Prepare materials Support Transfer of training 

Handle logistics Administration TrainerÊs feedback 

Suitably qualified trainer?   

 

 
 
To ensure that the training programme proceeds smoothly, the teaching and 
learning materials have to be prepared and the equipment checked to ensure that 
it works. A good trainer would normally join in the preparation to prevent any 

ACTIVITY 4.4 

In addition to the activities listed above, think of other activities that 
have to be implemented before, during and after the programme 
has started.  

ACTIVITY 4.3 

Discuss with your coursemates in the myVLE forum the activities 
involved in running a training programme. 
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unfavourable event from happening. Refer to Table 4.2 for a sample of a trainerÊs 
checklist. 
 

Table 4.2: Sample of a TrainerÊs Checklist 

Teaching 

Materials 

Learning 

Materials 

Activities 

Before/During/After 

   Slide diskettes    ParticipantsÊ notes    Announcements 

   Transparencies    ParticipantsÊ files    Confirmation letters 

   A4 papers    A4 papers    Attendance form 

   Stationery    Pens and pencils  

   TrainerÊs manual   

   Training plan   

   Mah-jong paper   

   Evaluation forms   

   Computer   

   LCD   

   OHP   

 
The trainer has to arrive early at the training venue on the day concerned and has 
to make sure that everything is ready. He can have a chat with the participants 
before starting the programme. Participants have to register by signing 
attendance forms. This is essential to make sure that all participants are present 
and take part in the programme from start to finish. Remember that the 
programme has to start on time. 
 
If you are the trainer, try to have a good start for the training programme and 
speak with confidence. You should create a positive learning atmosphere and 
motivate participants to be actively involved throughout the programme. Be 
prepared to use different techniques to suit the conditions or environment at that 
time. Remind participants to be punctual so that the programme can proceed 
according to schedule. 
 
Figure 4.4 shows a list of things that you should do at the start of the programme. 
Starting off with a warm welcome will give participants a sense of comfort being 
in the room. There should be an ice-breaking session where participants can get 
to know one another. This will also enable the trainer to identify the participantsÊ 
background, work experience and level of knowledge of the programme 
contents. 
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Figure 4.4: Things you should do at the start of the programme 

 
In addition, the trainer has to explain the learning aims, objectives and activities 
of the training programme so that the participants understand what is expected 
of them. The regulations which are drawn up together have to be explained too. 
Participants also have to be informed of matters related to logistics, 
administration and support services available. Name tags have to be worn at all  
times for easy identification. Finally, the role of the trainer has to be explained. 
 
Before you end the programme, make sure you have re-evaluated its contents 
and the training plan, assessed the learning and motivated participants to 
continue learning and apply whatever they have learned at the workplace. Ask 
participants to review what they have learned from the programme and share it 
with other participants. Make sure participants complete the programme 
evaluation forms. 
 
After the programme has ended, the completed evaluation forms have to be 
analysed. The feedback received has to be given due attention and all training 
records of participants have to be updated. The final action is to prepare a report 
on the training programme and implement the monitoring process. 
 

 
 
 
 

ACTIVITY 4.5 

Involve yourself as a trainer in a training programme organised by 
your company. Discuss with your friends about the activities you 
have done. Are you practising what you have learned in class? 
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ISSUES AND TRENDS IN TRAINING 

There are many issues and trends that influence training in an organisation. As 
we briefly discussed in the first lesson, changes that occur outside and inside an 
organisation can influence training and development. Many external changes 
such as rapid technological advancements, globalisation, government policies, 
economic situations of a country and the legal system or needs may force the 
organisation to make certain changes. These changes may be reflected by the 
work policy or system which may force the organisation to conduct training that 
is relevant.  
 
Let us now see what happened when the country was gripped with the economic 
crisis of late 1997. The government and Bank Negara Malaysia agreed to 
implement the merging process in the financial industry in order to stabilise the 
countryÊs financial situation. All the financial institutions were requested to 
merge to form eight main banks. As a result of the merger, workers from two or 
three banks merged. One significant effect of this move was the computer system 
used to handle customersÊ transactions. Workers from other banks who joined 
the main banks needed special training on the use of the system to prevent 
problems later. All workers also needed a reorientation training to introduce 
them to the new management as well as the bankÊs new mission and vision. This 
was important in order to get unified support from all the workers to achieve the 
bankÊs objectives. 
 
Internal changes, on the other hand, may result in customersÊ demands that are 
increasingly challenging, restructuring, changes in policies and regulations, new 
management, implementation of quality management system, use of new 
equipment, etc. CustomersÊ demands that are increasingly more challenging are 
among the changes that may require the bankÊs services and work system to be 
faster and more efficient. An organisation may therefore have to re-evaluate and 
adjust its current services and work system to cater to customersÊ demands. 
When there are changes in the work system and structure, the employees 
involved have to be retrained so that they understand what their duties are and 
can carry them out according to the new work systems and procedures. 
 

 
 
 
 

4.3 

ACTIVITY 4.6 

What are the issues in a training programme that are constantly raised 
in an organisation? What are the trends that usually influence a 
training programme? Discuss the questions in the myVLE forum. 
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  We have completed discussion on the four phases of the training process.  

  We need to have certain skills to implement all the necessary steps of the 
training process.  

  A trainer in an organisation does not only conduct training programmes. He 
has to take on many roles to ensure that the activities and development of the 
organisation go on as planned.  

  Among the roles he may play are needs analyst, programme designer, trainer 
or facilitator, assessor, marketing officer and programme manager or officer. 

  The success of a training programme depends a lot on the skills and expertise 
of a trainer in handling not only the programme but also the participants.  

  The trainer not only has to conduct the training programme but also evaluate 
training needs, design programmes, evaluate the effectiveness of a 
programme, handle logistics and manage the programme.  

  An organisation needs employees who have the qualifications, knowledge, 
skills and certain abilities to help it achieve its objectives and give it a 
competitive edge. Training and development play an important role in 
helping the organisation increase its competitiveness. 

 

 

Facilitator 

Marketing officer 

Needs analyst 

Programme assessor 

Programme designer 

TrainerÊs skills 

Training management 

 
 

ACTIVITY 4.7 

Think of how other changes can influence training in your 
organisation. Discuss with your friends. 

How can globalisation influence training? 


