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In order to better assess training needs, please answer the following questions' and return to
Rhonda Hacker in Human Resources. Responses are due no later than December 1. 2010.

1. Please review the following basic training topics. Rate your departmental need for such
training on a scale of 1 to 5, with 1 being “Not important/needed” and 5 being “Very important

to success.”

a. Teambuilding and Team Dynamics 10 200 30401 501
b. Dealing with Diversity 1] 201 3340 s
c. Leadership Skills for Managers & Supervisors 1] 2 30140 sO0
d. Payroll-Timesheets, Method & Data Entry 1] 21 30401 s
e. Dealing with Generational Differences 1] 201 3 D 417 s
f.  Stress Management | | 1] 21 301400 s
g. Customer Service-improving quality 1 | 201 3[40 501
h. Customer Service-disappointed/hostile customers 1O 200 30340 s
i.  Performance Appraisals | 1020 30404 54
i.  Interviewing & Hiring | 11 2[00 30403 s
k. Discipline & Counseling - 1] 200 300400 s
. Ethics | 10 20 300400 5O
m.. Time Management/Organizational Skills ‘ 100 200 3040 s
n. Workplace Violence Awareness for Supervisors 101 200 301401 s
0. Recognition (non-monetary) 1] 200 31400 s
p. Family Medical Leave Act 100 20 31400 s
g Americans with Disabilities Act | 1] 200 300400 50
r.  Fair Labor Standards Act 1] 20 3041 s
s.  Drug-Free Workplace for Supervisors 1] 2 l:] 30400 s
t. Communication-listening, understanding & building trust 1 [] 2[] 3] 4[] 5[]

| u. Communication-business writing " 1] 2] 3141 s

v. Communication-effective dialogue 1] 201 3[ 1401 501
w. Coaching & Mentoring | 1] 207 300401 507
X. Motivation, | 1] 20 BD 411 501
y. Dealing with difficult employees/Conflict Resolution 10 200 30404 50
z. Improving Telephone Skills 1] 200 31401 s
aa Sunshine Law | 1] 200 3071401 50U

bb Public Records Law \ 1] 200 33400 s
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2. Please review the following basic computer applications. Rate your departmental need for
such training on a scale of 1 to 5, with 1 being “Not important/needed” and 5 being “Very
important to success.”

a. Microsoft Outlook - | 100 20 3040 50
b.  Microsoft Word , | 1071 201 3[4 501
¢. Microsoft Excel .: 1] 200 300401 s
d. Microsoft Access 1] 200 300401 501
e. Microsoft PowerPoint 17 20 301401 501
. Adobe 1] 200 30040 s
g. ~ Web 2.0 Applications 1] 2] 3 D 4171 s[]

3. Please identify any general topics that were not mentioned above and for which your staff

would benefit in order to meet your departmental goals:

4. Please rank (1-4) the following training presentétion styles, with 1 as most preferred and 4 as

least preferred:

Audio Conference
Live Presentation
- E-Learning

Self-study (no presenter or facilitator)

5. Please identify the training method you would prefer for your staff (check only one box):
| ]Individual (E-learning, Video, etc) |

[] Small Group (15-25 participants)

[]Large Group (25-50 participants)

/
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6. How often would you prefer to see training sessions offered to choose from (check only one
box):

[] More than 1x month

[ ] 1x month

[ 11 every other month

Please provide this final information:
Name:

Départment:

Title:




. Analyzing Performance Problems

Describe
Performance problem

Important?

A Skill deficiency? .
Performance
punishing?

Used to do it?-

Remove

Knowledge
punishment

deficiency?

Arrange
formal skills
training

Nonperformance B2
rewarding? '

Used often?

Arrange
positive
consequence

Used to
know it?

Arrange
practice

Provide

information Performance

matters?

Arrange Used often?

feedback

Arrange
consequence

Arrange
review

Obstacles?

Provide

feedback Remove

obstacles

Select best
solution(s)

Implement
solution(s)

Adapted from Analyzing Performance Problems, (2™ Ed.) (1984), Mager, Robert F. & Pipe, Peter, Lake Publishing
Company, Belmont, CA.




