 
The Training Administrator
Introduction

An effective training administrator coordinates the administrative activities of the training function, maintaining and developing information systems to enable the department to operate proactively in employee development and training. This program contains the latest methodologies and advances in training best practice and will show delegates how greater efficiency can be achieved by using best practice procedures.

Objectives

This seminar is designed to ensure that delegates are:
· Fully equipped with the essential skills to confidently give expert support in the planning and preparation and delivery of training events 

· Able to undertake training needs analysis and be aware of what software is available
· Master the concepts of training evaluation

· Understand and be able to prioritise all training using a coding system

· Use a system to categorise all training by type, cost and delivery method

· Provided with a full process understanding of training systems, latest practice, recommended software and the interpersonal skills necessary to build positive relationships. 

 Competencies Emphasised

By the end of this seminar you will be able to:
· Identify the role and principal activities within the training department. 

· Establish and develop a comprehensive administration system for internal and external training courses. 

· Develop and maintain an efficient information system on training courses, conferences, exhibitions and equipment and use a unique coding system for ensuring efficiency

· Design quality documents: joining instructions, course programmes, and the necessary documentation to run successful courses. 

· Write clear and concise letters and e mails. 

· Communicate effectively with all contacts and maintain a professional image. 

· Organise work systematically on the basis of priorities. 

· Identify how different computer packages and systems can assist the administration function. 

· Master how TNA can be actioned  by using a competency matrix

Training methodology

This is a very practical program, use of case studies, group work and interactive sessions will make the learning experience very relaxed and productive. Appropriate illustrative DVD’s will be used to illustrate specific topics.
Personal impact
Delegates who attend this program will:

· Gain a useful complete overview of how training departments function
· Delegates will get the very latest in innovation and practices that will add value to the training function

· Gain confidence by getting of thorough understand of how things work and why things need to be done in a certain way

· Be able to cet personal certification from GLOMAS in the for od a certificate with CPE points AND know that the program is endorsed by the Institute of Leadership Management.

Organisational Impact

The significant benefit the organisation will get by supporting this program is

· Professionally qualified staff

· A certified program which is for achievement not just attendance, the issue of the ILM accreditation is subject to an optional follow up project by the delegate –thus ensuring full understanding of the program
· A common approach using the latest methods and supporting soft ware

· Methodologies taught are well documented and will be easy to audit for efficiency.
· The delegates will be able to prioritise training using a new process and also to cost training by category. 

· This course represents a high ROI 
Session to session topic title

· The Successful Training Administrator – what’s needed to be really successful
· Establishing training needs –all about TNA
· Keeping record- how to organises and improve on administration – useful software
· Managing training events and dealing with training suppliers
· Personal effectiveness –how you can add value

Who Should Attend

· Training administrators, training managers' secretaries, training assistants and course secretaries who need to learn more about the position 

· Individuals who are looking to build their confidence and contribution. 

SEMINAR OUTLINE 

Session One - The Successful Training Administrator 
· Course introduction and objectives

· Is there an alternative to training administration? – DVD Johnsonville foods - discussion

· Defining the role, skills, qualities and attributes which lead to success 

· Maximising your support to your manager - defining their needs, what information is necessary?

· Training policy , formation of a training schema, linking training to  your organisation's strategy 

· Keeping up to date with training issues – sources and useful information

· End of session review

Session two - Establishing Training Needs 
· Identifying training needs at individual,  team, departmental and organisational levels – exercise

· Using competency software to automate 90% of training needs

· Who is your customer? - exercise

· The structure of training plans and how to administer them 

· Understanding the training cycle and supporting system – performance appraisal

· Awareness of different learning styles and how to provide for them – delegates to use the Honey and Munford Learning styles questionnaire

· How personality plays such an important role in training – delegates will have the opportunity to complete the NEO personality profile

Session Three - Training Records and Information Organisation and Administration
· Maintaining records, - individual records, competency, performance

· Assessing training records software - data protection implications 

· Budget information, understanding training costs – appropriate soft wear needed

· Identifying effective routines and administrative systems - simplifying procedures and utilising check lists 

· Storing information, books, DVD’s etc - administering access 

· Use of training DVD,s example “who moved my cheese?”

· Use of other media - demonstrations

Session four - Managing Training Events and Dealing with Suppliers
· Identifying training needs and possible solutions – 45 solutions which may not be a training course

· Negotiating the best deal for your needs  - whats reasonable in a contract – writing output objectives

· Organising travel and accommodation 

· Checklists for training rooms. How to calculate room size and screen size needed for training activities –group exercise

· Pre- and post-course administration/document design - joining instructions and course handouts 

· Training evaluation - internal and external 

Session five - Effective Face-to-face Communication Personal Effectiveness and Time Management
· Analysing assertive, aggressive and passive behaviour 

· Dealing with difficult or unreliable people - building relationships 

· Getting information and cooperation from others 

· Listening and questioning effectively - becoming a better communicator – DVD and exercise

· Planning, prioritising and organising - the basic principles 

· Identifying and controlling time wasters 

· How to increase others' confidence in you 

· Meeting the expectations of your internal customers 

Personal Development 
· Formulating an action plan 

