
DISCLAIMER 

• This is a proprietary document of Integrated 
Institute of Professional Management thus should 
not be sold, reprinted, commercialized or used in 
ways that violate intellectual property rights.  

• You are having access to this document because 
you subscribed for training with Integrated 
Institute of professional management. 



INTEGRATED INSTITUTE OF PROFESSIONAL MANAGEMENT 

Our Accreditations Our Standards 



Training Needs Analysis 



Objectives 

• Explain the Training Cycle 

• Explain the What is meant by Training Needs Analysis 

• Explain Why Training Needs Analysis 

• Describe the Factors to consider in TNA 
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• Explain Various Training & Development Perspectives  

• List the Components of a Training Needs Analysis Report 

• Explain the Steps for Training Needs Analysis 

• Explain the Importance of Learning Styles for TNA 

• Explain the Factors for Design & Delivery Strategy  



Introduction 

Krypton 
Software Inc. 
is a leading 

software 
development 

company. 



Introduction 

It has several 
esteemed 

clients spread 
across the 

globe. 



Introduction 

Krypton 
develops 

customized 
software 

solutions for 
it's clients. 



Introduction 

Rebecca Smith 
has recently 

joined 
Krypton as a 

trainer. 



Introduction 

Rebecca will 
be responsible 
for developing 

the training 
material. 



Introduction 

She is also 
responsible for 

training the 
employees who 
directly interact 

with the  
clients. 



Introduction 

Most of the 
employees are 

native language 
speakers and 

English is their 
second   

language. 



Introduction 

The employees 
lack the soft 

skills to handle 
clients in a 
polite and 

professional 
manner. 



Introduction 

As a result of 
this, Krypton's 
employees are 
in a dire need 
for a thorough 

training on   
soft skills. 



Introduction 

Krypton's 
existing training 
program does 
not have any 

training 
catering to    
soft skills. 



Introduction 

Rebecca has to 
now develop 
the soft skills 

training 
program for 

Krypton's 
employees. 



Introduction 

So, how will 
Rebecca 

develop the 
training 

material? 



Introduction 

The answer to 
that lies in 

'Training Needs 
Analysis'. 



Introduction 

It is the first 
step that 

Rebecca has to 
complete to 
develop the 

training 
material. 



Introduction 

Rebecca has to 
carry out needs 

analysis to 
understand gap 

between 
present & final 

skill set. 



Introduction 

This will help 
her understand 

the skill sets 
required to be 
acquired as the 

objective of   
the training. 



Introduction 

Training Needs 
Analysis is a 

crucial step for 
any training 

program. 



Introduction 

It helps trainer      
to identify the 
requirements    
and design a 

successful   
training     

program. 



Introduction 

It also helps the 
trainer to be 
confident of 

delivering the 
objective of 

training      
program. 
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The Training Cycle 

The Training Cycle includes the following four phases: 

Let us look at each in detail. 

Training 
Cycle 



Identify 

Training 
Cycle 

• Identify and distinguish 
the problems or issues 
impacting the business 
operations and 
performance.  
 

• You must keep in mind 
that not every one of the 
recognized problems or 
issues can be solved by 
means of training.  

Identify 



Develop 

Training 
Cycle 

• Prioritize and organize 
the identified or 
distinguished needs and 
create training goals.  
 

• Develop and create the 
training content. 

Develop 



Implement 

Training 
Cycle 

• Implement and execute 
the training solution that 
is developed and use it to 
impart training. 

Implement 



Evaluate 

Training 
Cycle 

• Assess and evaluate to 
compare employee/team 
performance before and 
after training. 

Evaluate 



Today’s world is an 
era of knowledge 

where human beings 
are valued greatly as 

high-value assets 

In today’s competitive 
world, organizations 

should build and 
sustain competencies 

that provide 
competitive 
advantage 

Need for Training and Development 

Training plays a 
pivotal role in 

the 
development of 
any individual  

01 

02 

03 



It helps an individual 
to develop one’s 
personality, hone 

one’s skills and 
enhance efficiency 

Training and 
development plays a 

pivotal role in the 
continuous learning 

process that is 
required for human 

development 

Need for Training and Development 

In growing & evolving 
organizations, training 

and development 
helps provide the 

needed response to 
changing environment 

04 

05 

06 

Roll your mouse 
over the icon, 
to learn more. 



Did You Know? 

The most frequent reason for trainings to fail 
is when trainers are not familiar with a topic 
and tend to read directly from a text book. 
This makes the training extremely 
monotonous and unappealing to the 
learners. They do not perceive any value 
addition through the training being imparted 
and hence tend to get disengaged which 
ultimately leads to greatly reduced retention 
of information. 
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Training Design and Delivery Principles 

The training program should be designed and delivered keeping the 
following learning principles in mind: 

Training should motivate 
the learner 

Training should invite 
active participation of 

the learner 

It should provide continuous and 
constructive feedback to learner 

It should fulfil the 
organization’s purpose of 

training the employees 
to meet organizational 

goals 

Training should provide 
opportunities for 
repetition of the 

learning 



Training Design and Delivery Principles 

The training program should be designed and delivered keeping the 
following learning principles in mind: 

Training should 
provide opportunities 

for application of 
learning 

The delivery of training 
should be done in an 
open, efficient and 
consistent manner. 

The training should try to include On-
the-Job Training (OJT) opportunities 

The training should try to 
include away-from-the-

job training 
opportunities 

The training should 
include a proper and 
effective Training & 

Development Plan and 
ways for its successful 

implementation 



Phases of a Training & Development Program 

The following are the phases of a training program: 

Phase I – Needs 
Assessment/Needs Analysis 

  

Phase II – Design and Delivery 
of Training  

  

Phase III – Evaluation 

  



Phases of a Training & Development Program 

Phase I – Needs Assessment 
/ Needs Analysis: 
 
The first phase of the training 
and development program 
involves a detailed needs 
assessment or needs analysis 
of the prospective 
participants of a training 
program. This phase involves 
carrying out a detailed 
analysis to determine the 
organization’s true actual 
needs and the training 
programs that will be 
required to meet those 
needs. 



Phases of a Training & Development Program 

Phase I – Needs 
Assessment / Needs 
Analysis: 
 
The first phase of the 
training and 
development program 
involves a detailed 
needs assessment or 
needs analysis of the 
prospective participants 
of a training program. 

The needs assessment or needs analysis has to be done at 
the following three levels: 
 
• Organizational Analysis: This involves analyzing the 

organizational strategies, organizational goals, mission etc. 
 

• Operations Analysis: This involves analyzing the 
operations in which the individual works. The gap 
between process and individual’s knowledge. 
 

• Individual Analysis: This involves analyzing the individual’s 
deficiencies and lack of skills, knowledge, abilities, and 
behaviors required to meet his goals. 



Phases of a Training & Development Program 

The information for the 
needs analysis can be 
gathered from any of the 
following: 
• Advisory Committees 
• Assessment Centers 
• Attitude Survey 
• Group Discussions 
• Questionnaires 
• Skills Test 
• Observations of Behavior 
• Performance Appraisals 
• Performance Documents 
• Exit Interviews 
• Employee Interviews 

The needs assessment or needs analysis has to be done at 
the following three levels: 
 
• Organizational Analysis: This involves analyzing the 

organizational strategies, organizational goals, mission etc. 
 

• Operations Analysis: This involves analyzing the 
operations in which the individual works. The gap 
between process and individual’s knowledge. 
 

• Individual Analysis: This involves analyzing the individual’s 
deficiencies and lack of skills, knowledge, abilities, and 
behaviors required to meet his goals. 



Phases of a Training & Development Program 

Phase II – Design and 
Delivery of Training:  
 
• The second phase of a 

training and development 
program involves the 
actual design of the 
training program keeping 
in mind the outcomes of 
the needs analysis phase.  



Phases of a Training & Development Program 

Phase II – Design and 
Delivery of Training  
 
• The second phase of a 

training and development 
program involves the 
actual design of the 
training program keeping 
in mind the outcomes of 
the needs analysis phase.  

• The training program should be designed keeping in mind 
the needs of the learners and also what should be 
achieved at the end of the training program.  
 

• This phase also includes the actual delivery of the training 
by the trainer to the trainees. 



Phases of a Training & Development Program 

Phase III – Evaluation: 
 
• The third and the final 

phase of a training and 
development program is 
‘evaluation’.  
 

• This is one of the most 
important phases in terms 
of measuring whether the 
trainer actually learned 
and objective of the 
training program was met 
or not. 



Phases of a Training & Development Program 

Phase III – Evaluation: 
 
• The third and the final 

phase of a training and 
development program is 
‘evaluation’.  
 

• This is one of the most 
important phases in terms 
of measuring whether the 
trainer actually learned 
and objective of the 
training program was met 
or not. 

The following considerations should be taken into account 
while evaluating the learners:  
• Evaluation of the learners should be done at different 

levels such as: knowledge, understanding, application etc. 
• The overall reaction of the participants should also be 

evaluated, whether they were happy, unhappy, and 
indifferent towards the training program. 

• Evaluate the manner in which the participants learned in 
the training. 

• Evaluate how the behavior of participants’ changed after 
the training. 

• Evaluate which of the organizational goals were affected 
and met at the end of the training. 

• Carry out the evaluation by applying various evaluation 
strategies. 



MCQ 

Q.  Which of the following is the last 
phase of a Training & Development 
Program? 

Click on the 
radio button 
to select the 

correct 
answer! 



MCQ 

Q.  Which of the following is the last 
phase of a Training & Development 
Program? 



MCQ 

Q.  Which of the following is the last 
phase of a Training & Development 
Program? 



What is meant by Training Needs Analysis? 

 

 

A Training Needs Analysis 
(TNA) is the technique for 

deciding whether a training 
need exists and, in the 

event, that it does, what 
preparation is required to 

fill the gap. 

A significant part of the 
Training Needs Analysis 

(TNA) procedure is tied-in 
with making inquiries and 

finding solutions. 



What is meant by Training Needs Analysis? 

 

Conducting a Training 
Needs Analysis (TNA) 

requires various stages, 
which correlate and 

expand on each other.  

 

Costing the training 
development and 

execution issue and 
looking at design costs is a 

critical piece of the 
Training Needs Analysis 

(TNA) report. 
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Why Training Needs Analysis? 

Following are some of 
the reasons that will 
help you understand 

why you should conduct 
a Training Needs 
Analysis (TNA): 

To abstain from 
training people just 

for the sake of 
conducting a training 

To create a cost-
effective and 

successful training 

To focus on areas 
that are in greatest 

need of being 
trained for 



Why Training Needs Analysis? 

Following are some of 
the reasons that will 
help you understand 

why you should conduct 
a Training Needs 
Analysis (TNA): 

To gather 
information and data 

on target audience 
as well as 

organization's 
environment 

To engage and seek 
commitment from 

Management, 
Managers, 

Employees and the 
organization as a 

whole 

To isolate the 
consequences from 

the causes 



How to Identify a Training Need? 

The following list gives you some of the aspects that can help you 
distinguish and identify a training need in an organization: 

Protests ,  
gr ievances  

and 
complaints  
f rom staff,  

c l ients  /  
customers   

Low qual i ty  
of  work  

Large staf f  
turnover   

Consistent  
errors ,  

b lunders ,  and 
defects  



How to Identify a Training Need? 

The following list gives you some of the aspects that can help you 
distinguish and identify a training need in an organization: 

Introduct ion 
of  new 

equipment,  
procedures,  

processes,  and 
systems in  an 
organizat ional  

f ramework  

Deadl ines  
not  being  

met  

Large 
customer 
attr i t ion  

Str i fe  
among staf f   
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Factors to consider in TNA 

World One Powerful Presentation Template 

• There are various factors 
that affect the success of a 
training program.  
 

• While conducting Training 
Needs Analysis, you must 
take these factors into 
consideration, which will 
help the training to achieve 
the end goal for which it is 
being conducted. 



Factors to consider in TNA 

The training program 
must provide 

opportunities to the 
learners to practice 

what they have 
learned 

min max min max min max 

The training program 
must be designed to 
encourage the active 
participation of the 

trainee or participants 
of the training 

program 

The training program 
must allow the 

transfer of learning to 
take place from a 

training to the actual 
job / academic 

excellence 

Some of the key factors to keep in mind while conducting the Training 
Needs Analysis are as follows: 



Factors to consider in TNA 

Keep in mind the 
intent of the 

participant of the 
training program to 

learn 

min max min max min max 

The kind of 
reinforcement 

provided to the 
learner to help 

reiterate the learning 
that took place during 

the training 

The training program 
must help to develop 
the potential from an 
individual’s point of 

view 

Some of the key factors to keep in mind while conducting the Training 
Needs Analysis are as follows: 



Purpose of a Training Program 

It is important for any trainer to 
know the purpose of a training 

program.  
 

By knowing the purpose of a 
training program, a trainer 
knows what he is aiming to 
achieve at the end of every 

training program. 



Purpose of a Training Program 

The following are the key purposes of any training 
program: 

Learners should acquire knowledge 

01 

02 

03 

There should be  a change in the attitudes of 
the learners 

The training should help the learners to put 
theory into practice 



Purpose of a Training Program 

The following are the key purposes of any training 
program: 

The training should help to evaluate abilities 
and competencies of the learners 

04 

05 

06 

It should enhance problem solving and 
decision making ability 

The training program should improve the 
performance of learner 

Roll your mouse 
over the icon, to 

learn more. 



It is very important that before designing and delivering of any training, a 
trainer should assess the diversity of the group.  You should be well aware 
of information regarding the people you are about to train. This is because 

each individual is different in terms of their Language, Literacy and 
Numeracy (LLN) skills, learning style (visual, auditory or kinaesthetic) and 
possible disabilities. Hence, as a trainer you should know these factors to 

enable you to ensure that everyone can learn in the environment you 
provide them. 

Tip 
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Knowledge, Skills & Abilities (KSAs) 

Knowledge' is information or 
data particular and specific to a 
subject, empowering a man to 
comprehend a subject to a 
satisfactory level. 



Knowledge, Skills & Abilities (KSAs) 

Skill' is a developed or created 
inclination or capacity in a 
specific intellectual or physical 
domain. 



Knowledge, Skills & Abilities (KSAs) 

Abilities' is the inherent 
internal talent, skill, or 
proficiency in a particular 
area. 



MCQ 

Q.  The acronym ‘KSA’ stands for: 

Click on the 
radio button 
to select the 

correct 
answer! 



MCQ 

Q.  The acronym KSA stands for: 



MCQ 

Q.  The acronym KSA stands for: 
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Training & Development Perspectives 

Following are the different Training & Development Perspectives: 

The Fragmented Approach 

The Formalized Approach 

The Focused Approach 

Let’s look at each in detail. 



The Fragmented Approach 

The Fragmented Approach 

Training is not 
linked or 

connected to 
organizational or 

hierarchical 
objectives  

Training is seen as 
an unnecessary 

extravagance  



The Fragmented Approach 

The Fragmented Approach 

Training is 
instructional and 

conveyed 
through trainers 

or instructors  

Non-systematic 
way to deal with 

training  



The Fragmented Approach 

The Fragmented Approach 

Concentrates on 
training and not 

improvement 

Knowledge or 
theory-based 

courses 



The Formalized Approach 

The Formalized Approach 

Training is directly 
and 

straightforwardly 
connected to 

human resource 
needs  

Precise and 
systematic 

formative training 
linked and 

connected to 
appraisals  



The Formalized Approach 

The Formalized Approach 

Line Managers and 
Superiors are involved 

in development and 
contribute in the 

improvement of the 
course content 

Knowledge or 
theory-based 

courses expanded 
to aptitude-based 



The Formalized Approach 

The Formalized Approach 

Training is still 
conducted by trainers, 
however, the scope of 

aptitudes required 
increases 

Increased pre-and 
post-course 

activities and 
exercises 



The Focused Approach 

The Focused Approach 

Training becomes a 
strategy and source of 
competitiveness and 
survival in the market  

Training helps to 
provide on-the-job 

advancement  



The Focused Approach 

The Focused Approach 

Individual is provided 
self-choice for specific 
instructional classes  

Training is non-
directive except for 
knowledge-based 

instructional 
classes  



The Focused Approach 

The Focused Approach 

New types of training 
implementation 
techniques are 

investigated, for 
example, open courses 

and e-learning 

Measuring and 
estimation of 

training results is 
critical to the 
association 



Questions to Consider in Training Needs Analysis 

Does the employee need any training? 

What strategic goals of the organization should the 
employee meet? 

What tasks should the employee complete to 
achieve goals? 

What behaviors are necessary to achieve goals? 

What deficiencies, if any, does the employee have 
in terms of skills, knowledge, abilities, and 
behaviors? 

Roll your 
mouse over 
the icon, to 
learn more. 



Retention of learners is: 
• 10% of what they read 
• 20% of what they hear 
• 30% of what they see 
• 50% of what they both hear and use 
• 70% of what they say 
• 90% of what they say and do 

Did You Know? 



Methods for Data Collection for TNA 

Following are a few methods that can be used to collect data and 
information for conducting the Training Needs Analysis:  

Meetings / 
Interviews 

01 

02 

03 

Study Polls / Surveys  

Critical Events / 
Incidents 



Methods for Data Collection for TNA 

Following are a few methods that can be used to collect data and 
information for conducting the Training Needs Analysis:  

Industry 
Seminars 

04 

05 

06 

Supervisor’s / 
Manager's Reports 

Log Books and Other 
Organization Records 
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Components of Training Needs Analysis Report  

As you have seen, the last step of the Training 
Needs Analysis is to report the findings of the 

needs analysis conducted by you. Following 
are the crucial components that you must 

include in your report:  

Cover/Title Page 

Executive Summary / 
Synopsis 



Components of Training Needs Analysis Report  

As you have seen, the last step of the Training 
Needs Analysis is to report the findings of the 

needs analysis conducted by you. Following 
are the crucial components that you must 

include in your report:  

Table of Contents 

Introduction 



Components of Training Needs Analysis Report  

As you have seen, the last step of the Training 
Needs Analysis is to report the findings of the 

needs analysis conducted by you. Following 
are the crucial components that you must 

include in your report:  

Suggestions / 
Recommendations 

Training Plan 



Components of Training Needs Analysis Report  

As you have seen, the last step of the Training 
Needs Analysis is to report the findings of the 

needs analysis conducted by you. Following 
are the crucial components that you must 

include in your report:  

Data / Information Collection 
Methods, Techniques and 

Analysis Strategies 

Cost Investigation, 
Proposed Costs of 

Recommended Training 
Solutions 



Engagement & Motivation in Training 

• One must know his fellow trainee 
well.  
 

• You can’t work in a group and 
learn with someone you don’t 
know.  
 

• Include a lot of exercises which 
help the participants to know 
each other well and break the ice 
between them.  



Engagement & Motivation in Training 

Some of the engagement and 
motivation activities are as follows: 
• Make pairs and ask them to write 

whatever they know about their 
partner and vice versa. You can 
ask anyone to write his partner’s 
favorite color, favorite outfit, 
preferred hangout place and so 
on. Ask his partner to correct him 
if he is wrong in his answers. 
People know a lot about each 
other this way and also find out 
some unknown facts about their 
partner. Ask the trainees to give 
their introduction one by one 
once the team has completed 
this activity. 



Some of the engagement and 
motivation activities are as follows: 
 
• Always celebrate  and appreciate 

any achievements. Celebrations 
are significant as they are a 
means of demonstrating that as a 
trainer you are concerned about 
the learners’ success and 
achievement. Such appreciations 
help boost morale and create a 
feeling of unity among the 
trainees. They motivate the 
trainees to work harder and 
experiment new things. 

Engagement & Motivation in Training 
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Steps for Training Needs Analysis 

Following are 
the steps 

which is the 
most effective 

method to 
complete a 

Training Needs 
Analysis 
Process: 

Step 1: 
 

Document the 
issue  



Steps for Training Needs Analysis 

Step 3: 
 

Plan the needs 
analysis  

Step 2: 
 

Explore and 
Investigate the 

issue  



Steps for Training Needs Analysis 

Step 5: 
 

Conduct the 
needs analysis 

Step 4: 
 

Select the 
procedure or 

technique 



Steps for Training Needs Analysis 

Step 7: 
 

Report the 
findings of the 

analysis  

Step 6: 
 

Analyze the 
data or 

collected 
information  



Let us now look at a 
real life example to 

understand the 
significance of Training 

Needs Analysis. 

Real Life Example 



Real Life Example 

As you have seen in the 
scenario at the beginning of 
this course, Rebecca has to 
develop a soft skills training 

program for Krypton's 
employees. 



Real Life Example 

First of all, the Learning & 
Development (L&D) 

department at Krypton 
identified the need for a soft 

skills training program. 



Real Life Example 

The cause for identifying the 
need for a soft skills training 
program arouse due to the 
large number of complaints 

from clients. 



Real Life Example 

Many of Krypton's clients 
had complained that 
Krypton's employees 

including Project Managers 
fail to communicate properly. 



Real Life Example 

The lack of proper 
communication leads to 

the failure of 
understanding the client's 

requirements. 



Real Life Example 

Also, most clients 
complained of the 

unprofessional way in 
which Krypton's 

employees handled calls. 



Real Life Example 

These increasing client 
complaints led to 

identification of a need 
for a soft skills training 

program. 



Real Life Example 

Now, Rebecca has to 
understand the gaps in 
the soft skills which has 

led to complaints. 



Real Life Example 

So, she develops a feedback 
questionnaire that she asks 
the employees who directly 

interact with clients to 
complete. 



Real Life Example 

She also gets a different 
questionnaire filled 

from some of Krypton's 
long-standing loyal 

clients. 



Real Life Example 

These loyal clients share a 
rapport with Krypton and 

are happy to help in 
improving the client 

interaction with employees. 



Real Life Example 

Next, Rebecca analyzes the 
collected data, and identifies 

Key Knowledge, Skills, and 
Abilities (KSAs) that have to 
be met by training program. 



Real Life Example 

She further decides on the 
content to be covered in the 

training, the mode of 
instruction to be used, goals 

to be met. 



Real Life Example 

She also decides the training 
plan, duration of the 
sessions and other 

recommendations for the 
training program. 



Real Life Example 

After the training needs 
analysis is complete, Rebecca 
collates the information in a 
report and submits it to L&D 

Head for approval. 



Real Life Example 

After the approval, Rebecca 
is sure that she can now 

design and develop a 
successful training program. 



Real Life Example 

Rebecca is confident of the 
success of training program 
as she has invested the right 
amount of time and effort in 

training needs analysis 
phase. 



Real Life Example 

She knows that the time 
spent and invested in the 

first stage of Training Needs 
Analysis will greatly help to 

reduce failures and 
iterations. 



Real Life Example 

It will also help to greatly 
improve the training 

program's chance of success 
and deliver the necessary 

results. 



Objectives 

• Explain the Training Cycle 

• Explain the What is meant by Training Needs Analysis 

• Explain Why Training Needs Analysis 

• Describe the Factors to consider in TNA 

• Explain Knowledge, Skills & Abilities (KSAs) 

• Explain Various Training & Development Perspectives  

• List the Components of a Training Needs Analysis Report 

• Explain the Steps for Training Needs Analysis 

• Explain the Importance of Learning Styles for TNA 

• Explain the Factors for Design & Delivery Strategy  



It is very important to 
understand the various 
learning styles used by 

individuals to learn while 
conducting the Training 

Needs Analysis.  
 

Learning styles have a 
major influence on the 

way an individual learns.  

Importance of Learning Styles for TNA 



A learners’ preferred 
learning style guides the 

manner in which he 
internally represents 

experiences, manner in 
which he recalls 

information, and the 
words he chooses.  

 

Importance of Learning Styles for TNA 



It has been proven by 
research findings that each 
learning style uses different 

parts of the brain. 
Thus, if you analyze and 

incorporate teaching 
methods that involve 

different parts of the brain, 
you will help your trainees 

remember more of what they 
learn. 

Importance of Learning Styles for TNA 



Importance of Learning Styles for TNA 

There are 
Seven 
Learning 
Styles as 
follows: 

Visual 

Aural 

Verbal 

Physical 

Logical 

Social 

Solitary 



Importance of Learning Styles for TNA 

Visual (Spatial): 
 
• Learners use pictures, images, 

& spatial understanding.  
 

• Visual sense is managed by the 
occipital lobes at the back of 
the brain.  
 

• Spatial orientation is managed 
by both the occipital and 
parietal lobes. 



Importance of Learning Styles for TNA 

Aural (Auditory-Musical): 
 
• Learners use sound and music.  

 
• Aural or auditory-musical 

content is handled by the 
temporal lobes.  
 

• The right temporal lobe is 
especially important for music. 



Importance of Learning Styles for TNA 

Verbal (Linguistic): 
 
• Learners use words, both in 

speech and writing.  
 

• The temporal and frontal lobes, 
handle linguistic-related 
content. 



Importance of Learning Styles for TNA 

Physical (Kinaesthetic): 
 
• Learners use their body, hands, 

and sense of touch.  
 

• Much of physical movement is 
handled by the cerebellum and 
the motor cortex found at the 
back of the frontal lobe. 



Importance of Learning Styles for TNA 

Logical (Mathematical): 
 
• Learners use logic, reasoning, 

and systems.  
 

• Logical thinking is driven by the 
parietal lobes, especially the 
left side. 



Importance of Learning Styles for TNA 

Social (Interpersonal): 
 
• Learners prefer to learn in groups.  

 
• Social activities are handled by the 

frontal and temporal lobes.  
 

• This style is influenced by the 
limbic system.  
 

• The limbic system deals with 
emotions, moods, and aggression. 



Importance of Learning Styles for TNA 

Solitary (Intrapersonal): 
 
• Learners prefer to work alone 

and use self-study.  
 

• This styles is also influenced by 
the limbic system.  
 

• In this style, the frontal and 
parietal lobes, and the limbic 
system are active. 



MCQ 

Q.  Learners of which of the following 
learning styles prefer using their 
body, hands and sense of touch? 

Click on the 
radio button 
to select the 

correct 
answer! 



MCQ 

Q.  Learners of which of the following 
learning styles prefer using their 
body, hands and sense of touch? 



MCQ 

Q.  Learners of which of the following 
learning styles prefer using their 
body, hands and sense of touch? 



Objectives 

• Explain the Training Cycle 

• Explain the What is meant by Training Needs Analysis 

• Explain Why Training Needs Analysis 

• Describe the Factors to consider in TNA 

• Explain Knowledge, Skills & Abilities (KSAs) 

• Explain Various Training & Development Perspectives  

• List the Components of a Training Needs Analysis Report 

• Explain the Steps for Training Needs Analysis 

• Explain the Importance of Learning Styles for TNA 

• Explain the Factors for Design & Delivery Strategy  



Factors for Content Design & Delivery Strategy in TNA 

Let’s look at each in detail. 

Training Day 

After the Training 

Practice the Training 

Visual Aids 

Content 

Preparation 

Following are some of the crucial factors and learning principles that you 
should keep in mind while deciding how the training program should be 
designed and delivered during Training Needs Analysis: 



Factors for Content Design & Delivery Strategy in TNA 

• How much does the learner know about the subject prior to training? 
• Do you have enough knowledge about the topic of the training?  
• Does the training room have all the resources required such as electrical 

supply, Internet access, projector screen etc.? 
• What do you want to achieve at the end of the training? 

Preparation 



• Does your introduction grab your learners’ attention? 
• Do you have the objectives clearly stated in your training content? 
• Are the main points in a logical sequence? 
• Does the conclusion summarize the training clearly and concisely? 
• Have you tried to avoid using jargons in your training? 

Factors for Content Design & Delivery Strategy in TNA 

Content 



• Are the visual aids easy to read/view and easy to understand? 
• Is all the training material consistent in looks? 
• Does all the training material use the same fonts? Are they easy to read? 
• Does each training material have optimum amount of text?  
• Do you have a contingency plan in case your visual aids fail? 

Factors for Content Design & Delivery Strategy in TNA 

Visual Aids 



• Have you practiced your training material standing or sitting, paying close 
attention to your body language and posture? 

• Have you rehearsed often enough to be able to speak smoothly and 
fluently? 

• Have you practiced your training material in front of others? 

Factors for Content Design & Delivery Strategy in TNA 

Practice the Training 



• Are you dressed and groomed appropriately?  
• Have you left enough time for travel and setting up? 
• Have you checked your visual aids to ensure that they're working? 
• Are your visual aids ordered in correct order? 
• During training, make and maintain eye contact with learner? 

Factors for Content Design & Delivery Strategy in TNA 

Training Day 



• Have you ensured that your learner understands everything that  was 
covered in the training?  

• Do you need to follow up with any of your learners? 
• Have you asked for feedback from your learners? 
• How can you improve your next training? 

Factors for Content Design & Delivery Strategy in TNA 

After the Training 



Hierarchy for Training Need Analysis 

Analysis of 
Business 

Performance 
Areas 

Organizational 
Performance  

- Gap Analysis 

Employee / 
Team 

Performance  
- Gap Analysis 

Prioritize Your 
Training 
Needs 

Roll your mouse 
over the icon, to 

learn more. 



You should use the following flow of training stages to teach any concept: 
• Explain the idea/concept/information to the learners. 
• Demonstrate the idea/concept/information through examples, case 

studies, role plays etc. 
• Work through a process together with the learners. 
• Allow the learners to work through the same process independently. 
 

Tip 



Why Games and Activities in Design Strategy? 

Activities and games help 
to make the 

communication effective 
between co-participants 

in a training.  Every 
individual is very clear 

about his goals and 
objectives and what 

exactly is expected from 
him. 



Why Games and Activities in Design Strategy? 

Such games must be 
flexible enough and take 

into consideration the fact 
that learners come from 
different backgrounds, 
have different mental 

levels, different potential, 
different patience rate 

and an amalgamation of 
other differences. Such 
games assist in learner 

motivation also. 



Know Different Learners for Designing Training 

Mediocre 
People 

Brilliant People 

Difficult 
People 

01 

02 

03 

There are different kinds of people and they possess different traits and 
characteristics. It is important to understand the different types of 
personalities in order to understand how to develop training for them. 



Know Different Learners for Designing Training 

Mediocre 
People 

01 

Mediocre People: 
 
Mediocre people are extremely ordinary, average, second rate, middle of the 
road employees with a very minimal contribution coming out from them. Such 
learners will need to be motivated in order to engage them and get them 
interested in the training. Including engaging activities and attention grabbing 
content can motivate such learners to learn. 



Know Different Learners for Designing Training 

To design for Mediocre People, 
keep the following points in mind: 
  
• Understand them and their 

limitations.  
• Avoid disengagement and get 

the best out of them. 
• Keep an open communication 

channel.  
• Give feedback to these learners 

to help them progress. 
• Respect them as an important 

individual. 
• Give positive feedback in 

public, but give reprimands in 
private. 

• Bring the best out of them. 



Know Different Learners for Designing Training 

Difficult 
People 

02 

Difficult People: 
 
These are the kinds of people with a wide range of personality types, including 
some who are inconsiderate, inane, incorrigible, inappeasable, intransigent, 
indecent or even downright sleazy. Such people thrive on achievements and 
like to prove their efficiency and superiority over others. Your training should 
give these people a sense of achievement and prove to them how it will make 
them better than their counterparts. 



Know Different Learners for Designing Training 

To design for Difficult People, 
keep the following points in mind: 
 
• Engage difficult people in 

training 
• Celebrate the accomplishment 

of short-term goals of training, 
repeat process until holistic 
goals of the training have been 
achieved. 

• Use constructive feedback.  
• Be as diplomatic as possible. 
• Respect them as an important 

individual.  
• Remain level-headed and 

strong. 



Know Different Learners for Designing Training 

Brilliant People 03 

Brilliant People: 
 
Brilliant people are those who are considered to be luminous, radiant, 
dazzling, sparkling, gleaming, shining, and bright. These are the kinds of 
people who are termed to be gifted / talented and take a great pride in their 
accomplishments. Such people like to get trained for continuously keeping 
their skills and aptitudes updated and to stay ahead of all others and excel in 
their work. 



Know Different Learners for Designing Training 

To design for Brilliant People, 
keep the following points in mind: 
 
• Tap in on the Brilliant people’s 

belief that efficiency x 
effectiveness = results. 

• Tap in on the Brilliant people’s 
energy, enthusiasm, initiative, 
drive and inspiration to 
influence and engage them.  

• Training should display similar 
aspects as them because they 
identify with things that 
exhibit the same attributes, 
characteristics, and traits. 

  



Know Different Learners for Designing Training 

To design for Brilliant People, 
keep the following points in mind: 
 
• Tap in on the Brilliant people’s 

belief that efficiency x 
effectiveness = results. 

• Tap in on the Brilliant people’s 
energy, enthusiasm, initiative, 
drive and inspiration to 
influence and engage them.  

• Training should display similar 
aspects as them because they 
identify with things that 
exhibit the same attributes, 
characteristics, and traits. 

To design for Brilliant People, keep 
the following points in mind: 
 
• Influence them by your ability to 

think out of box as they also do 
not dwell on the problems but 
come out with solutions. 

• Understand what makes a 
brilliant person tick.  

• Tap in on their need for upgrading 
their skills, knowledge and 
attitude.  

• Cater to their demands in terms 
of learning and gaining new 
information to handle and drive 
them. 

• Do not involve them in any 
routine / mundane activities 



Effective Training Needs Analysis 

The following are some of aspects that make for effective Training Needs 
Analysis: 

Is proactive 
and takes 
responsibilit
y 

Aims for Win/Win 
and seeks 
solutions so 
everyone wins Seeks to first 

analyze and 
understand 

Puts first things first as 
prioritizing is important in 

the preparation of the 
training 

Constantly 
improves 

training needs 
analysis by 

learning from 
every training 

Creates a  
co-operative 
training 
environment 
where people 
can “speak out” 

Begins with the end 
in mind and decides 
the outcome of the 
training first 



Let us now practice 
all that you have 
learned about 
Training Needs 

Analysis. 

Practice 



Assume a situation where you are 
required to train a group of 7 people 
on a small topic of your choice. The 
training session should last for an 
hour including the warm-up 
activities, main content delivery and 
final closing of the training session. 
• How would you plan and 

organize content for this training 
session?  

• What key points would you keep 
in mind while assessing the 
training needs of the group of 
people? 

• How would you evaluate the 
effectiveness of the training that 
you delivered to the group? 

Practice 



Case Study 

Michael Stark is a new 
trainer who has joined 
Globus Inc. This is Michael’s 
first job and he is 
completely new to training. 

1. How can the ‘Training 
Needs Analysis’ stage 
help Michael design 
an effective training 
program? 
 

2. What are the key 
aspects of training 
that Michael should 
take care of while 
training others? 



Summary 

• The Training Cycle includes the following four phases: 
 
o Identify  
o Develop 
o Implement 
o Evaluate 
 
 

• 'Knowledge' is information or data particular and specific to a 
subject, empowering a man to comprehend a subject to a 
satisfactory level. 
 

• 'Skill' is a developed or created inclination or capacity in a specific 
intellectual or physical domain. 
 

• 'Abilities' is the inherent internal talent, skill, or proficiency in a 
particular area. 



Summary 

• A Training Needs Analysis (TNA) is the technique for deciding 
whether a training need exists and, in the event, that it does, what 
preparation is required to fill the gap.  
 

• Steps for Training Needs Analysis are: 
o Document the issue  
o Explore and Investigate the issue  
o Plan the needs analysis  
o Select the procedure or technique  
o Conduct the needs analysis  
o Analyze the data or collected information  
o Report the findings of the analysis  
 

• Methods for Data Collection for TNA are: Meetings/Interviews, 
Study Polls/Surveys, Critical Events/Incidents, Log Books and Other 
Organization Records, Industry Seminars, and 
Supervisor's/Manager's Reports. 



Glossary 
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Click each alphabet to learn more. 



C 

F 

O 

P 

Q 

Glossary 

Click each alphabet to learn more. 

• Cost-benefit analysis - Cost-
benefit analysis is an analysis of 
the cost effectiveness of 
different alternatives in order to 
see whether the benefits 
outweigh the costs 
 

• Criteria - Criteria is a basis for 
comparison; a reference point 
against which other things can 
be evaluated 



C 

F 

O 

P 

Q 

Glossary 

Click each alphabet to learn more. 

• Facilitator - Facilitator is an 
enabler or someone who makes 
progress easier 
 

• Feedback - Feedback is the 
critical assessment or 
suggestions to improve 
performance 



C 

F 

O 

P 

Q 

Glossary 

Click each alphabet to learn more. 

• Objectives - Objectives are the 
goal intended to be attained 
and which are believed to be 
attainable 
 

• On-the-job - On-the-job means 
relating to or associated with a 
job or employment 



C 

F 

O 

P 

Q 

Glossary 

Click each alphabet to learn more. 

• Performance - Performance is 
the process or manner of 
functioning or operating 
 

• Program - Program is a system 
of projects or services intended 
to meet a public need 



C 

F 

O 

P 

Q 

Glossary 

Click each alphabet to learn more. 

• Questionnaire - Questionnaire 
is a form containing a set of 
questions; submitted to people 
to gain statistical information 
 

• Quiz - Quiz is an examination 
consisting of a few short 
questions 




