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Training Course Outline

Program Overview

This training course is designed to build capacity among local chambers and to
equip them with the knowledge and tools they need so they can effectively identify
and implement income-generating human resource development (HRD) services.

The training draws strongly from the newly developed guidebook and shall also
provide in- depth information on how to effectively put the guidebook to use.

All participants who have successfully completed the training will receive certificates
of completion at the end.

Learning Objectives

At the end of the training, participants are expected to:
+ Understand the Human Resource Development: Guidebook on Income-
Generating Services for Local Chambers
+ Use the guidebook effectively in identifying and implementing various HRD
and training-related services to offer
+  Know how to plan and mobilize a training service business

Duration

2-day program

Target Audience

* Local chambers
* Industry associations
* Business membership organizations (BMOs)
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Program Structure and Outline

The program is delivered using a combination of trainer-led lectures, workshops
and exercises on practical implementation of the concepts discussed within the
training. The topics presented below define the areas of focus under the program.

Day 1 - AM Session: Introduction and the HRD Service Development Process
(Steps 1-2)

Introduction

Overview of the guidebook and the content

Chambers’' Role in HRD

The HRD Service Development Process: Step 1. Conduct situational analysis
The HRD Service Development Process: Step 2. Identify potential services

Day 1 - PM Session: The HRD Service Development Process (Steps 3-4) and
Training Events Management

The HRD Service Development Process: Step 3. Determine the feasibility of
the service

The HRD Service Development Process: Step 4. Create the action plan for
implementation

Introduction to Training Events Management

Training Events Management: Identify the specific training needs

Training Events Management: Create the budget plan

Day 2 - AM Session: Training Events Management

Training Events Management: Make logistical arrangements
Training Events Management: Develop training course outline
Training Events Management: Develop training material
Training Events Management: Market your training event

Day 2 - PM Session: Training Events Management and Q&A

Training Events Management: During event preparation
Training Events Management: Post-event activities
Q&A
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Participants’ Introduction

Participants, kindly state the following:
¢« Name
+ Designation and Chamber
+  Experience with HRD

Expectations

Copyright © 2018 GPCCI. All Rights Reserved
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NOTES

» Be punctual.

+ As much as possible, avoid eating while the session is going on.

+ Participants are allowed to receive and make phone calls during breaks (except for
emergency cases).

» Please turn off your mobile phone or put it on silent mode. Answer your calls outside the
Seminar room.

» Incase of urgent matters requiring your presence, please do inform the facilitator /
training staff before leaving.

Copyright © 2018 GPCCI. All Rights Reserved
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NOTES
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Participants Introduction
Participants, kindly state the following:
+ Name « Experience with HRD
+ Designation and Chamber + Expectations
Copyright © 2018 GPCCI. All Rights Reserved 3
NOTES
01
o
Overview of
L] [ ]
the Training
NOTES

About the Training

This training course is designed to build capacity among local chambers and equip them
with the knowledge and tools they need so they can effectively identify and
implement income-generating human resource development (HRD) services.

The training draws strongly from the newly developed guidebook and shall also provide in-
depth information on how to effectively put the guidebook to use.

Copyright © 2018 GPCCI. All Rights Reserved
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NOTES
Learning Objectives
The main objective of this training is to introduce the Human Resource Development:
Guidebook on Income-Generating Services for Local Chambers to the key actors of local
chambers.
At the end of the training, participants are expected to:
+ Understand the guidebook
» Use the guidebook effectively in identifying and implementing various HRD and training-
related services to offer
+ Know how to plan and mobilize a training service business
Copyright © 2018 GPCCI. All Rights Reserved 6
NOTES
Time Key Topics Activity
9:00 am - 9:15 am Registration
9:15 am - 9:45 am Introduction
9:45 am - 10:00 am  Context Setting Lecture
10:00 am - 10:15am  Overview of the Guidebook Lecture
10:15 am - 10:30 am  Chambers'Role in HRD Lecture
10:30 am - 10:45 am  Question and Answer Open Forum
10:45 am - 11:00 am Coffee Break
Copyright © 2018 GPCCI. All Rights Reserved 7
NOTES
Time Key Topics Activity
11:00 am - 11:30 am HRD Servi.ce ngelupmenlf Process Step 1: Lectute
Conduct situational analysis
11:30 am - 11:45 am  Individual Exercise: SWOT Analysis Workshop
11:45 am - 12:00 nn  Presentation of Output Individual Presentation
12:00 nn - 1:00 pm Lunch Break
1:00 pm - 1:15 pm Recap of Morning Session Lecture
> . HRD Service Development Process Step 2:
BB = ES{ Identify potential services Lecture
5 - HRD Service Development Process Step 3:
R B Determine service feasibility Lecture
8
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NOTES
Key Topics Activity
2:15 pm - 2:45 pm Reflect, Act, Present
2:45 pm - 3:00 pm Coffee Break
_ i HRD Service Development Process Step 4:
SoolprestiSting Create action plan for implementation Lecture
. . Group Exercise: HRD Service Development
3:30 pm - 4:00 pm Process Steps 1 to 4 Workshop
4:00 pm - 4:30 pm Presentation of Output Group Presentation
4:30 pm - 4:45 pm Wrap Up Lecture
5:00 pm onwards Fellowship + Networking
Copyright © 2018 GPCCI. All Rights Reserved 9
NOTES
Time Key Topics Activity
Recap of Day 1
g0 10 =m Introduction to Training Event Lecture
Management
: W Training Events Management: /dentify the | Lecture
<BJOEI=LAa £l specific training needs Quick Q&A
5 =i Training Events Management: Create the Lecture
B EMS e budget plan Quick Q&A
9:40 am - 10:10 am  Group Exercise Workshop
10:10 am - 10:25 am  Presentation of Output Group Presentation
10:25 am - 10:40 am Coffee Break
Copyright © 2018 GPCCI. All Rights Reserved 10
NOTES
Time Key Topics Activity
. T Training Events Management: Lecture
U T = Lokt 2l Make logistical arrangements Quick Q&A
. i Training Events Management: Lecture
10:55 am - 11:10 am Develop training material Quick Q&A
. . Training Events Management: Lecture
11:10 am - 11:40 am Market your training event Quick Q&A
11:40 am - 1:00 pm Lunch Break
1:00 pm - 1:15 pm Recap of Morning Session Workshop
% a Training Events Management: Lecture
Ll pmitioipm During event preparation Quick Q&A
. o Training Events Management: Lecture
ek i = 2 Post-event activities Quick Q&A
1k
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NOTES
Time Key Topics Activity
2:15 pm - 2:30 pm Coffee Break
2:30 pm - 4:00 pm ;Sﬂroup ACtIVltyZ Trammg Events WOI"kShOp
anagement
4:00 pm - 4:30 pm Presentation of Output Group Presentation
4:30 pm - 4:40 pm Question and Answer Open Forum
Wrap Up
4:40 pm - 5:00 pm
Distribution of Certificates of Completion
Copyright © 2018 GPCCI. All Rights Reserved 12
NOTES
To help you remember the ideas and thoughts presented in this training, we have used
several graphic icons as informational signposts.
Following are the icons and the use that they signify:
Knowledge ﬁ Exercise
é:g)}l Tool \ Key Approach
N, ! 7
e
Copyright © 2018 GPCCI. All Rights Reserved 13
NOTES

02

Overview of
the Guidebook
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0
Importance of the Guidebook
It can be utilized to help It includes assessment Itis intended to help
identify and develop tools for your current chambers take a more
income-generating HRD service portfolio and to strategic and business-
services. enhance it where feasible. oriented approach when
identifying services and
products.
Copyright © 2018 GPCCI. All Rights Reserved 15
NOTES
50
The guidebook was developed for local
chambers of commerce and
industry. Other users can also utilize
this handbook (e.g. industry
associations and other business
membership organizations).
Copyright © 2018 GPCCI. All Rights Reserved 16
NOTES

How to use the Guidebook

8 8 Chambers’ Role in Training
Human  Resource Events
Development Management
This section identifies demand- This section is an elaborate how-to
driven HRD services in addition to manual on organizing training events
your member companies’ existing - one of the most common and
service portfolio. effective HRD services.
This section provides 4 steps for the This module contains “cheat sheets”,
successful implementation of HRD processes and corresponding
in your chamber. templates to effectively manage

training events.

17
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NOTES
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y
Chambers’ Role
L]
in Human Resource
Development
\ NOTES
N s
¥
L]
Role of Chambers in HRD
|
7 |
‘ ‘ I — —
Local chambers are well-suited to Chambers can accelerate member
address companies’ HRD needs, companies’ productivity and
particularly towards building and competitiveness through high-
retaining a skilled workforce. quality programs.
Copyright © 2018 GPCCI. All Rights Reserved 19
NOTES

Role of Chambers in HRD

Chambers as service providers Offering fee-based services
and knowledge platforms can ensures financial sustainability
help in membership development to the chamber.

and expansion.

Copyright © 2018 GPCCI. All Rights Reserved
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NOTES
Q
The HRD Service Development
Process
(@) n
orme
vy
Bl
Conduct situational Identify potential Determine feasibility Create action plan
analysis services of the service for implementation
Copyright @ 2018 GPCCI. All Rights Reserved 21
NOTES
04
The HRD Service
Development Process
Step 01: Conduct
situational analysis
NOTES

Conduct situational analysis

It is necessary to have a clear understanding of your current position and
capabilities in the business environment. Therefore, it is essential to doa
Situational Analysis.

The best way to accomplish that is to use a collection of the most important
methods that exist out there for conducting situation analysis.

These methods will help you to arrange all the necessary data in the right order
to comprehend where you are as a chamber, to plan accordingly, and to
base your decision-making on your analysis.

23
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: NOTES
PEST and SWOT Analysis
PEST Analysis SWOT Analysis
» Considers: Political, economic, + Considers: Strengths, weaknesses,
social, and technological factors opportunities, and threats
+ Focuses on identifying the + Focuses on identifying both internal
external factors that exist and and external factors that may affect
affect your chamber and potential your chamber
HRD services
+ Effective for identifying issues, for
+ These external factors usually are strategic planning, and for decision
beyond your chamber’s control making.
and sometimes present
themselves as threats
Copyright © 2018 GPCCI. All Rights Reserved 24
: NOTES
Sample PEST Analysis
Political Social
+ Government, rules and regulations, tax + Demographics, lifestyle, educational
reforms, legal issues, etc. attainments, culture, etc.
Economic Technological
+ Inflation, economic growth, interest rats,  * Research & development spending,
unemployment rate, economic policies, innovation, internet, tech facilities, etc.
etc.
Copyright © 2018 GPCCI. All Rights Reserved 25
NOTES

5

Sample SWOT Analysis

Strengths Opportunities

+« Membership base covering various + New rules and regulations require skills or
industries in need to be compliant with knowledge upgrade like tax reform and
existing rules continuous professional development

Weaknesses Threats

+ Lack of in-house capacity to address + Competition offering training faster, cheaper,
knowledge gap in a more convenient format

26
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L] L L] L]
Individual Exercise (15 mins)
1. Develop a SWOT Analysis matrix to identify the strengths,
opportunities, weaknesses, and threats of your local chamber or an
HRD service you're currently offering.
2. Come up with strategies to enhance your strengths, overcome
weaknesses, realize opportunities, and mitigate threats.
Copyright © 2018 GPCCI. All Rights Reserved 27
NOTES
05
The HRD Service
Development Process
Step 02: Identify potential
services
28
NOTES

Identify potential services

The needs of your customers should be a priority when designing your
chamber's new products or services. Taking these into account ensures that
your services are relevant to your customer groups.

Only a relevant service is sustainable; hence, it requires a thorough
Needs Analysis.

The Needs Analysis uncovers actual industry demands specific to a
particular group. Backed with the situational analysis, both are effective tools
for effectively responding to industry needs.

29

Copyright © 2018 GPCCI. All Rights Reserved




HUMAN RESOURCE DEVELOPMENT:
Guidebook on Developing Income-Generating Services for Local Chambers
DAY 1

NOTES

w0

Training Needs Assessment (TNA)

ABC CHAMBER OF COMMERCE AND INDUSTRY
TRAINING NEEDS ASSESSMENT SURVEY

Training Needs Assessment
(TNA) is the tool that can help
in determining if a training
need exists and, if it does,
what kind of training is
required to fill the gap.

ComPANY INFORMATION

30
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NOTES

Why do a TNA?

A TNA provides information on the training and skills development requirements of all
key actors of your member companies. It is one of the key steps in preparing a training plan
and will provide you with information on which to base your training plan. By doing TNA, it
enables you to:

» l|dentify the gap between the current and required levels of knowledge, skills, and
attitude;

» |dentify what the general content of the training should be;

» Form the foundation of a training plan;

» Provide a baseline for the evaluation of a training plan;

+ Ensure that appropriate and relevant training is delivered; and
» Maximize use of scarce resources.

31

Copyright © 2018 GPCCI. All Rights Reserved

NOTES

Industry- Training
Academe 3 Course and
Linkage Seminar : Certification

Recruiting

Support Legal Services

32
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: NOTES
N\ s
e
L]
Industry-Academe Linkage
Dual Education Addresses skills mismatch &
and Training (DET) promotes youth employability
Pursuing innovative solutions for curriculum development and
enhancement, guided work immersion in the K-12 framework,
and meaningful on-the-job training
Copyright © 2018 GPCCI. All Rights Reserved 33
: NOTES
N\ s
_Q_
Dual Education and Training (DET)
Schools & College Government, Industry, &
Commercial Sector
Theory Practice
Technology Structured
College Training
Degree + Certificate/ License
Copyright © 2018 GPCCI. All Rights Reserved 34
: NOTES
N 7
e
L]
Industry-Academe Linkage
Conductindustry Curriculum Industry immersion period
skills-need assessment development/enhancement where studentswill learn and
through chamber to include the neededskills hone industry-specificskills
consultations identified by the companies
Copyright © 2018 GPCCI. All Rights Reserved 35
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Recruiting Support

Problem Solution suggestion

Fast turnover of employees
Finding, selecting, hiring
and training new
employees is a taxing job
for HR managers.

Recruiting support can be Job Fairs

your next HRD service. Competency Profiling

38
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: NOTES
N\ s
e
Training Courses and Seminars
Based on industry demand identified through a skills-need analysis, training courses and
seminars are designed to re-skill or up-skill employees of member companies.
Chambers can help facilitate from training needs analysis to training preparation and
delivery, up to training evaluation and other post-event activities.
Through assessment, the productivity of the training can be evaluated. Besides the in-
company training efforts, chambers can offer training for assessors which teaches the
principles of fair and un-biased assessment, and the different modes of assessment and
grading.
Copyright © 2018 GPCCI. All Rights Reserved 36
NOTES
NOTES

N\ ! s
e
L] L] L]
Assessment and Certification
A chamber can organize an Chamber can issue
independent skills and certificates attesting gained
knowledge assessment to competences based on pre-
conclude a training period. defined standards.
Copyright © 2018 GPCCI. All Rights Reserved 37
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N\ s
e
L
Legal Services
Chambers are capable of Governed by law and standards,
administering legal services companies are obliged to abide
related to human resources and by certain regulations, standards
labor once hiring and and procedures in the event of a
recruitment is in motion. conflict.
Copyright © 2018 GPCCI. All Rights Reserved 39
NOTES
06
The HRD Service
Development Process
L]
Step 3: Determine the
feasibility of the service
NOTES

Feasibility of HRD services

A Feasibility Study looks at the viability of an idea with an emphasis on
identifying potential problems. The study attempts to answer two main
questions: Will the idea work? Should you proceed with it?

Chambers already offering HRD services must assess their current portfolio

before introducing a new venture. Hence, chambers should not try to initiate
too many HRD services at once.

41

Copyright © 2018 GPCCI. All Rights Reserved




HUMAN RESOURCE DEVELOPMENT:
Guidebook on Developing Income-Generating Services for Local Chambers
DAY 1

NOTES

What to Study and Conclude?

Things to be studied:

« The present organizational
system of the Chamber
(including the existing HRD e
service/s): FeaS|b|I|ty

Problems with the current of the HRD

services; .
o service
Possible alternative HRD

service/s;
Advantages and

disadvantages of the
alternative/s

42
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NOTES

Four Areas of Feasibility

<JL'>
S 4 oK
il B 4]

OPERATIONAL ECONOMIC TECHNICAL SCHEDULING
Feasibility Feasibility Feasibility Feasibility

44
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NOTES
50
important?
The information you gather and present in your feasibility study will help you:
+ I|dentify all the things you need to make your service work;
» Pinpoint logistical and other business-related problems and solutions;
- Develop marketing strategies to present your chamber/service is worth
considering as an investment; and
» Serve as a solid foundation for developing your business plan
Copyright © 2018 GPCCI. All Rights Reserved 43
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NOTES

Areas of Feasibility

n Operational Feasibility

This assessment involves undertaking a study to analyze and determine whether—
and how well—the chamber's needs can be met by the HRD service.

Economic Feasibility

This assessment typically involves a cost/benefits analysis of the HRD service,
helping chambers determine the viability and benefits associated with the service.

45
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NOTES

Areas of Feasibility

a Technical Feasibility

This assessment focuses on the chamber’s technical resources. It helps chambers
determine if resources meet capacity and if the technical team can convert ideas
into working systems.

n Scheduling Feasibility

This assessment includes constraints on the service/project working timeline and
whether they could be reasonably met.

46
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NOTES

Feasibility Study

ABC CHAMBER OF COMMERCE AND INDUSTRY
FEASIBILITY STUDY

A Feasibility Study brings clarity to the

HRD SERVICE: proposed undertaking by:
I Executive summary
. rvewof the o ) —
provides the salient points from each section in the document. » statin g th e C| ear Ob J ective Of th e
i ek dexioes ot she HRDseice the chamberintncs to new service;

implement. i defines what it wants o achieve through the service. is target

o, and the sctties entiet R pravdes e rtonals o ol e the g S

e ! « summarizing the findings from the
I1.Definition of torgee mrket situational analysis and needs

Thsection dscrive, n detat, nticpated cutomers ofth HAD servc.

o s g SR, I L ek s assessment; and

Is there a critical number of customers for this service? Are the customers

il B [ 08 Sty + stating the proposed budget and
1. us :

1 T — return on investment.

and implementiion of the service. It includles costs for materials, professional
Jees for external reseicce persons, transportation, venue, rentals, among
others.

V. Timeline
This timeline sets target dates for meeting major milestones and the

timeframes for implementation.

Vi. Recommendations

47
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: NOTES
L LY
Components of a Feasibility Study
n Business Description
This describes the product or services to be offered.
Market Feasibility
This includes a description of the industry, the current market, anticipated future
market potential, competition, sales projections, and potential partners.
Copyright © 2018 GPCCI. All Rights Reserved 48
: NOTES
L eme
Components of a Feasibility Study
a Technical Feasibility
This details how you will deliver your product or service, including issues of
materials, labor, transportation, where your business will be located and the
technology needed.
n Financial Feasibility
This is where you project how much startup capital you will need and examine
potential sources of capital, and returns on investment.
Copyright © 2018 GPCCI. All Rights Reserved 49
: NOTES
L LY B
Components of a Feasibility Study
E Organizational Feasibility
This examines the legal and corporate structure of the business. You can also
include professional background information about the founders of the business
and what skills they can contribute to the business.
a Conclusion
This discusses how you envision the business succeeding. The conclusions of the
feasibility study should outline in depth the various scenarios examined and the
implications, strengths and weaknesses of each.
Copyright © 2018 GPCCI. All Rights Reserved 50
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NOTES

w0

Feasibility Matrix

ABC CHAMBER OF COMMERCE AND INDUSTRY
FEASIBILITY MATRIX

A Feasibility Matrix is a
b 2 supplementary tool to the
R Sl b oo Lo I Feasibility Study.

e
guided

It provides a quantitative

assessment of the feasibility
A EEEE of the service based on a
scoring system.

for further knowledge
evelopt ling out

51
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NOTES

07

The HRD Service
Development Process

Step 4: Create an action
plan for implementation

NOTES

Create an Action Plan for
Implementation

When developing your action plan:

+ Articulate your sustainability goal—setting specificc measurable, and
verifiable metrics.

+ Identify linkages among resources, activities, and outcomes—as well as
gaps or disconnects that need to be addressed—through your analysis of
institutional context.

- Tie your plan directly into the goals and metrics you established and select
strategies that help you change particular groups' behavior to achieve those
goals.

» When you start developing your action plan, use several proven strategies for
effecting institutional change, tailored for your context of rules, roles and tools.

55
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: NOTES
Action Plan
AnAction Plan is a blueprint for the
ABC CHAMBER I::éfOI:‘M:IF:':ﬂNDINDHSTIV actual Irnplernentatlc’nI
b It answers the question, “how will
- - this work?”.
k) | The action plan is prepared based on
d the findings from the feasibility study
e and assumes that the service will
achieve its cost-covering targets and
. — address the needs previously
| [ | identified by their members.
Copyright © 2018 GPCCI. All Rights Reserved 54
f NOTES
Group Exercise (30 mins)
1. Imagine you and your groupmates work in the same chamber.
Identify an HRD service you can develop and offer to your member
companies.
2. Complete Steps 1-4 of the HRD Service Development Process with
your groupmates.
Copyright © 2018 GPCCI. All Rights Reserved 56
NOTES
Wrap-Up
57
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NOTES
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TRAINING EVENTS
MANAGEMENT
MODULE

A comprehensive walkthrough of managing a training event
from pre-event preparation to the actual implementation to
post-event activities.

.......

NOTES

@ Pre-Event Preparation

@ During Event Preparation

@ Post- Event Activities

Il Rights Reserved

NOTES

@
Pre-Event
Preparation

NOTES
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E

Pre-Event Preparation

A. Ildentify the specific
training needs

NOTES

TOOL: Training Needs Assessment

This enables you to identify priority areas
based on the assessment.

How do you define TRAINING?

Copyright © 2018 GPCCI. All Rights Reserved

NOTES

TOOL: SWOT Analysis

This helps weigh options on utilizing in-house
resources, outsourcing and pursuing partnerships
by identifying:

9 trengths @ eaknesses
0 pportunities o hreats

Copyright © 2018 GPCCI. All Rights Reserved
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TOOL: SWOT Analysis

The SWOT Analysis must cover

1. Competitor Pricing
2. In-House Capabilities

Copyright © 2018 GPCCI. All Rights Reserved

NOTES

E

Pre-Event Preparation

B. Create the Budget Plan

TOOL: Training Budget Plan

The Training Budget Plan helps the organization to calculate the costs
of organizing and conducting a training event.

Copyright © 2018 GPCCI. All Rights Reserved

NOTES

NOTES
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TOOL: Training Budget Plan

ABC CHAMBER OF COMMERCE AND INDUSTRY
[COURSE TITLE]
TRAINING BUDGET PLAN

T g

This determines the following:

Costs of organizing and facilitating the
Training
Course fee

10
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NOTES

TOOL: Breakeven Calculator

The Breakeven Calculator is a tool that can be used to determine
how many units are needed to be sold in order to recover the
costs.

1q
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NOTES

Breakeven Calculator

This determines the following:

Number of units needed to be sold in
order to recover the costs

Target number of participants for the
training

Considerations in determining the right course
fee:

Use the Breakeven Calculator
Benchmarking and Market Research
Strategic Management Decision

Feasibility using a) in-house resources; and
b) outsourcing

ol

12
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NOTES

Tips to lower costs

1. In-house vs. External Trainer
2. Electronic Copies vs. Printouts
3. In-Kind Sponsorships

13
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NOTES

E

Pre-Event Preparation

C. Make logistical
arrangements

NOTES

Make Logistical Arrangements

Training Date Training Venue Training Material and
Equipment

14
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og) Training Date

* Timing is everything.
* Avoid conflict in schedules/activities.

15
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NOTES

Training Venue

This can take the largest portion of the budget.
Considerations in choosing a venue:
v'Spatial requirement based on:
» Format of the training
+ Expected number of participants
v'Duration of the Training
v’ Location and Accessibility
v Price
v’ Availability on the Training dates
v’ Accommodation (if necessary)

16

Copyright @ 2018 GPCCI. All Rights Reserved

NOTES

Training Venue

Gather at least 3 quotations to
compare venue options. Have them
pencil booked and once a final
decision is made, confirm booking
to the venue partner.

17
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NOTES
kI L] (] (] L]
/B Training Material & Equipment
Create a list of the following:
1. Materials and equipment (audio and visual) necessary to
conductthe training;
2. Requirements and transportation needs to deliver training
materials and/or the trainer to the venue; and
3. Food and beverages provider.
Always confirm the inclusions to the venue provider.
Copyright © 2018 GPCCI. All Rights Reserved 17
NOTES
Pre-Event Preparation
D. Develop training course
outline
NOTES

Develop a Training Course Outline (TCO)

Successful trainings transpire from good resource
persons.

 If external trainers are engaged in the training,
the Trainer Interview Form helps assess
his/her qualifications.

18
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NOTES

TOOL: Training Course Outline (TCO)

The TCO provides more details to the training agenda
which can be broken down on a daily basis (for multiple-
day sessions).

It defines the benefits that the target participants can gain,
which make it a valuable part of the marketing process.

22
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NOTES

TOOL: Training Course Outline (TCO)

This works as a guide to identify the content of the
training. It must include the following:

@ & B

Learning Objectives Target Audience Duration of
This can be identified from This can already be identified the Training
the training needs analysis during the feasibility study

20
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NOTES

Trainer Interview Form

19
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NOTES
L] L]
ABC CHAMBER ?(FQtUORISAEMT?;iE]AND INDUSTRY Tra I n I ng
Course Outline
Copyright © 2018 GPCCI. All Rights Reserved 21

NOTES

Pre-Event Preparation

D. Develop training course

outline
NOTES

Develop Training Materials

TOOLS:
1. Presentation Matrix
2. Training Materials Checklist

Copyright © 2018 GPCCI. All Rights Reserved
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NOTES
01. Presentation Matrix
Helps trainers to structure their presentations
within a given timeframe.
Copyright © 2018 GPCCI. All Rights Reserved 24
NOTES
ABC CHAMBER [D(FGEUC:::EM'[E:;E:]AND INDUSTRY P re s e n ta t i o n
TRAINER TOPIC . # OF SLIDES J Matrix Template
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NOTES

02. Training Materials Checklist

This ensures that all materials and equipment
needed by the trainer in the facilitation of the
training are taken note of and provided.

The materials to be used must be patterned after
the learning objectives.

26
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NOTES
ABC CHAMBER IOJUCUUR?[’JI;?EEE]AND INDUSTRY Tra I n l ng M ate rl a I s
—— Checklist Template
Copyright © 2018 GPCCI. All Rights Reserved 27
NOTES
02. Training Materials Checklist
Training materials function as tools to effectively
relay training contents to the participants, as well
as, support their learning process.
Points to remember:
« Objectivesthe training must be SMART (Specific, Measurable, Attainable,
Realisticand Time-bounded).
« Evaluations and critical thinking modules aids comprehension.
* Hand-outs are essential to help participants focus on the discussionrather
than taking notes.
« Provide access to electronic copies of presentations.
Copyright © 2018 GPCCI. All Rights Reserved 28
NOTES
Market Your Training Event
TOOLS:
1. Marketing Collateral
2. Online Registration Form
3. Electronic Direct Mailer
These tools must be sent at least 1 month before the training
date to ensure that the participants will include the training
in their schedule,
29
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NOTES

01. Marketing Collateral
This is patterned after the Training Course Outline.

It must indicate the following information:

g2 S

Topic of Training Venue Final Date & Trainer/s
Time of Event

30
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NOTES

Lorem ipsum dolor sit amet, con
sectetur adi piscing elit, sed do eiusmod

tempor incidi dunt ut labore et dolore
magna ali qua. Ut dunt enim ad minim
veniam, quis nost rud exer citation
ullamco laboris nisi ut aliquip ex ea
commodo consequat.

Lorem ipsum dolor sit amet, con

et sectetur adi piscing elit, sed doeiusmod

- tempor incidi dunt ut labore et dolore

magna ali qua. Ut dunt enim ad minim

veniam, quis nost rud exer citation

Puatai oy ullameo laboris nisi ut aliquip ex ea
commodo consequat.

Marketing Collateral
Template
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Lorem ipsum dolor sit amet, consectetur adipiscing elt, sed do elusmod
tempor incidi magna aliqua
veniam, quis nastrud exercitacion ullamco laboris nisi ut aliquip ex ea
commedo consequat.

commoda consequat.

Who is this course for? Module 1

dolor sit amet, consecterur

icing el zed do eiwsmod

iolar 5it amet, consecte: ing el
lalor it amet, consectetur adipiscing elic
lolor sic amer, consectecur adipiscing elic Thodalss

What can you expect?

sed do eiusmod
enim ad minim
xercitation ullamco la taliquip ex ea

Lorem dolor sit amet, cansecterur adi

tempo:

eniam, g . Tepic s
commedo consequat.
Lorem ipsum dolor sit amet, cansectetur adipiscing ¢li, sed do eiusmod
t ut labore et dolore magna Ut enim ad minim.
veniam, quis nostrud exercitation ullamco la =i ut aliquip ex ea
commedo consequat.

What will you learn?

i amet. consectecur adipiscing elit sed do eiusmod

Marketing Collateral
Template
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02. Online Registration Form

Points to remember:

1. Include the number of slots available for the training and a
disclaimer, that the course shall only be conducted when the
minimum number of participants is met.

2. Inform the participants that they shall receive a confirmation
email once the minimum number of participants has
registered.

3. Follow up on unresponsive member companies on their RSVP
response at least once a week.

35
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NOTES
02. Online Registration Form
Send out registration forms to interested or target
participants either via email as Online Registration
Forms or as hard copies to member companies.
Copyright © 2018 GPCCI. All Rights Reserved 33
NOTES
NOTES
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NOTES
03. Electronic Direct Mailer
Marketing collaterals can be released via social
media or email blasts using Electronic Direct
Mailers.
Copyright © 2018 GPCCI. All Rights Reserved 36
NOTES
Electronic Direct Mailer
Template . 37
NOTES

During Event

Preparation
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NOTES

Check the Venue and Seat Plan of the participants.
Banners and registration desk at the venue with the
Attendance Sheet, training materials and fishbowl
(for business cards) must be set up adjacent to the
training venue.

39
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NOTES

Ensure transportation arrangements for training
materials and the trainer/s are carried out.

41
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ABC CHAMBER OF COMMERCE AND INDUSTRY
[COURSE TITLE]
ATTENDANCE SHEET

Trainer Date |

NOTE: Please write your name LEGIBLY as you want it 1o appear on your certificate.
Ne. Name Company Name |  Designation Contact Numbers | Email Address | Signature
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DAY 2

Photos and videos must be taken in the entire
duration of the event for documentation.

44
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NOTES
Welcome the participants and usher them to the
registration desk for attendance.
Copyright © 2018 GPCCI. All Rights Reserved 42
NOTES
Coordinate the food and refreshment serving times
and preferences to the venue staff.
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NOTES

At the end of the training, distribute the Training
Feedback Form to the participants and collect them
after filling out.

45
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NOTES

Once the session has been concluded, express
gratitude to the participants for attending the
training and the trainer for facilitating the training.
Hand out certificates of accomplishment/
certificates of attendance to the participants.

47
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ABC CHAMBER OF COMMERCE AND INDUSTRY
Training Feedbac
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DAY 2
NOTES
At the end of the event, make sure to gather and
pack away all the collaterals, materials used.
Copyright © 2018 GPCCL. All Rights Reserved 48
NOTES
03
Post-Event
@ @ [ 2
Activities
NOTES

Post-Event Activities

TOOLS:
1. Training Feedback Form Tally
2. Training Evaluation Report
3. Partner Database
4. Trainer Database

50
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DAY 2

01. Training Feedback Form Tally

Analysis of the Training Feedback Form is necessary
to evaluate the adequacy of the training design,
delivery methodology and training content.

This tool determines if the objectives are met from
the participants’ perspective.

51
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NOTES

NOTES

02. Training Evaluation Form

This is prepared based on the findings from the
analysis of the Training Feedback Form.

It enables the organizer to initiate corrective
actions for future programs.

53
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NOTES

S e T e Tra i n i ng
- — | Feedback Form
| Tally Template
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- - -
Training Evaluation
1 = Poor, 2= Fair 3= Average. 4 - Good. 5 = Excellens [——
EEEEE F T I t

T . 54
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03. Partner Database
ABC CHAMBER OF COMMERCE AND INDUSTRY
[COURSE TITLE]
PARTNER DATABASE
Name of Partner Contact Person Poskion of Location of Poles of Remarks
Contat Parmer bierest
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i b
04. Trainer Database
ABC CHAMBER OF COMMERCE AND INDUSTRY
[COURSE TITLE]
TRAINER DATABASE
« Ki Clarifications/ M T s
oo Komier Topks Qualfications SO QL Bt Sl

i . 56
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Wrap-Up
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Project Partners

/W m german - K to 12 PLUS Project

cooperation
DFUTSCHE ZUSAMMFNARIZIT
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Trainer Profile

Sreenivas Narayanan
Group Managing Director, ASSIST Asia

Sreeni Narayanan is the Founder and Group Managing Director of Asia Society for
Social Improvement and Sustainable Transformation (ASSIST), an innovative and
capacity-building international non-government organization (NGO) that promotes
sustainable practices to partner development organizations.

A Chemical Engineer by profession with an MBA from the Asian Institute of
Management tucked under his belt, he has led ASSIST in managing projects in
over 20 countries across Asia and maintaining offices in four - the Philippines, its
headquarters; India; Vietnam; and, Cambodia.

Alongside these development partnerships, he has led organization’s Social Actions
projects, which are all internally conceptualized and independently managed by
ASSIST with the aim of challenging conventional thinking, sparking positive change,
and building enduring cooperation for progress in areas such as education,
technology, human rights, environment, among others.

He is also behind ASSIST’s other social ventures, which include Impact Magazine
(formerly ‘AsianNGO Magazine’), a first-of-its-kind mixed media magazine that
aims to provide NGOs opportunities to find funds, partners and relevant learning
resources for better organizational and program management.
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