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(Concept and Objectives of Employee Training)
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Concept of Employee Training
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[P AfSHPTZE Igefos G AP e AfStRiforeT @Fr FA0e 27 | AT Aely
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O mbaskool.com ¢ I REACR, “Employee Training is a program that is designed to increase the
technical skill, knowledge, efficiency and vlaue creation to do any specific job in a much better way.”
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Objectives of Employee Training

AT AFSHIR effel R AL SIfeTFIfE | T I ef ST SR 7w 97y ARG @3de
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S afSH g offfe (Introduce about the organization) : &R T afsdic fwaifere
T IR I f[feq s 71 sfafoe w41 27 @3 e e AfSd sTs iRelr orear
RN

31 RASE NS AE ST (Inform about organizational policy) : TR NG T
Ty AP - NfS-rafs, SR, TH-SwrelT TF @i Wi F40 | T Ol @
izt e elfs It TgI A |

© | I FAE SN (Inform about management) : R T FHR afdit
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(@FS! I @i (Inform about customer) : TSI ST PN (Fol2 20 ATeT |
IR (O NGB ToAE AfSBITTH ATy 187 I | QT (GO AT ST TE B, ezl
@ TR Soapel T = | afrree Tpe @fb TRISE I AW | 0 SR e, Afesiea e
(TSR % I[NYF 2T |

HZF-FI FCEF T (Inform about rules and regulations) : 2fS s [feg wi3a-
PN T AR | AT O FIAT X @ g 3w, Tgie w3, Aw G, @ afgwe
R IR, FO7TT AZ APl T T LG e[l Sl A7 |

59 8 AASITRT AfRTST (Change in behaviour and attitudes) : FAT @ &fSHIT Srer@dret
Afca-sifafzfon wece Mramm toff W e A SR MY SAGR-SHA 8
TR OTEF NS LFCHT Gy AR NS T A | FCET FAAE NCATSR 8 NAPFSIF
Ao =7 |

el jf%\_ (Increase efficiency) : FNWA I FHMH ®IF, WFel, @FE IACEET G2 TTO
AP T FAT T | AR 0T TR ANS WF 8 A TG B0 |

T T (Reduce accident) : FFFER IGTT SR FROTHMT T0F Y € I8 Sl
SR R (ST T | T T I M TP 7% TF G GIOA! FIF Mo 8 Her 27 |
T I AW Tee qhoa1 8 JfFF @l I 6T |

SRT SFF (Development of self confidence) : ¥R T T I TS AL T
e S To eI 2 7 | G CTRiT F Soaplel R S Wi A I=07d (581 34 |
TS TG LRSS FCT AT |

Aifere wwet Sxq (Development of social skills) : &RFFFF 7RT I IO G- G-
SABACIT ~fRTST T | T ATOICRA A AT oFTSl, OF ABCHT (9, IS SAZATI Farel,
gfefay T @MPTS! AT | Q@ FAFeT FRC FANBICSI ©F A& wFe! TS |

o7 e
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Causes/Importance and Advantages of Employee Training
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Causes/Importance of Employee Training

afeBitTa 1%y, Sy, JRM, Afe-Afe, “mafe agfe TIF To7 FNWI 4RO ST T2 FoTo
AT (e 2 | SRS AR T FAME TARE A0S | T AAfR[f$e ARifFisre Fer simee
S T RS 2 | OB T T Tg FRCHA Afdrwel (e FIFel I @ W05 SIS F1 2

o.

TSI 8 |HAC ARRST (Changing attitude and behaviour) : &fST fNraeete s
fRrsrere @rirel, #fa1mE, T, ©F, sicghe Tegin foge St sioe wivad ¢ Wree foget
oAl 7T | SR FogT Sbae 8 WS efSRia Ie 6o} (Ffedbs doR (e | FAW
MG 8 SGACR 3feABF ARTET 7 2AfSHitma M ANeeT [ &y Sioa afimwe mrear
Xl

2fSHIT T AfBREFAY (Introducing about the organization) : 2P S=rew STy T
2SI FEiete Tov T Tz Afedia ARfdfe T v «@r | afodiem 3fogm, afsy,
-, Fife-Aifs, FReef agfo F=tF Toq T AgReTe S[Te AE 71 | i @I [Kawm

ARRSTR AMY A ASATH (Adjustment with change) : V¥ FOR©2 (FFFHA AT
ARG (O (7 1 | I ~afs, &3f&, efepias faw-Aife agfe et sfaea w5 =ee
T 90 51 71 | Seae TNE ( fere g [ ARSI GRiite S| 90 @ S[gm
TR effrwer o Aifqafes g T Aot AT (53T SIETa 27 |

. T 8 WS TFAT (Development of knowledge and skill) : &fS31 fwaifere FXma gire-F=c

férwT i e 8 wEe SEe 4 affrwre o STy | FRE el | AreeE efedifie
T TRAGFOIT RS T | TN AfSHITT T TR 07 2 | S AT SR GO (TLIT
TS AT T8 e Fe 7% (T OTF T | I3 O[T IS WF (F (Ol &y &f*=Fer ez
AT |

ARG BFFs (Delveopment of morale) : Tox NEAMIElE FAA WS T Tod ARCIH F&F
T A I HREOIR e AR T | TR Sf@re FAare 2y I I Ao ARTSTR @ Fer (AT
TE A0 B | 9T NIEF AR (ST 20 FNA NARE @G AW | SFS ARG I
ASBICR T G =il QT ALTS 7T 27 |

. NI TR (Proper use of human resources) : &f$9It Frifere F3ftra T2 IR

Tol fSBIae TFeTel WS 97 a0a | «F 7 IR T AfFe =71 dfedie Fefere
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CestweAiteTS! 3@ (Increase productivity) : TR RCO-FCA 1 T ST AGISIT
ARSI TATTATOILE AT | AT TG FR(HF ST o0 aw ¢ safs 7o
TS AT | AT TRAWAT Y Tew (S TAFT @ FHa oD FCH FR(AT SRS
T |

ASART (Reducing wastage) : TGN SAMITTIR @N- G, &, Jo14, S5, W¢ ergfoq
A6 (Y A wPgel SRS A0 | aféifFe SR wEerd Y TS AT I M T |
T AFSHITTR S#6T FIAFSIE IO AT | B2 FoBT FAER Gy elfsdies fFrifers «3e wow
facatereie FIfora af¥ e 7g) o1 =7 |

tfszet jf%n_ (Increasing morality) : AfFFFIFITET FAMT W € WSl AT AT s
TREAS (B3] BIEAAT 27 | elf¥Fre ARTaee! 711 e (303 af¥ifFe I tafowel@ s T e
I | ORI A rFeITe TG (SRR T (STl T | GTw FAYKANS FRe, S ¢ AfeDiea
FferEr Fie freacs s w6 = |

WW? BT (Development of creativity) : ¥R Moy ARWE FE FimeT S
Frwe! ATEE (BB SR 2¥ | f¥iffres F5a T wiae S 8 ¢ Rwe SEE 900 |

PRI Al Amfe TR JEaAeTeied @R ACR | AT G effrw Jafere wEl
AR S-SR NG e azee [Wres afoer R e =i |

R ef*rrreq gt

Advantages of Employee Training

AFSHITTT T 8 T2PTAC 7 IR TG ¥ | AFSHITT IR SIS @Af*Feld T4T W FRrest
NE (ST G | T TR T € ST @IS T SIS NN DT T AT AT
S 21 N FCF | Al IR o A& @ 2M&fox Y Aol AreqTs ARG 67 | 706 afdrses
AT T SNG4 20

o.

wwe! I (Increase of efficiency) : @SB 7 A LAEA THFOPTHF FI IRAR FACS AT
G T | ©I2 [RITR #ItF S F5e SR AR 9% I 7 | AR e 9
TR @I, @S @ WFS! AT | T TF I A1 [ THed Wffg I oy s egs
FACS A |

TSR #ffq$ (Changing attitude) : g7 NP IR REFErS @eret, sAfca-=faf¥fs,
ANITES g, 43, WFe epfon foger SR S Jerende feqer (il (3 | ST Qo
oI MATSR AfSBIT FIER @77 (AT AOR (et | AR T FRAOR oA NS
“|fqe T AfSPIfE MR A ATy {47 T4 27 |

RS CFTF (Development of morale) : g S S T TN FIEeCd ©F AT A
TEESIF TS 2N 1 | 7[rew FTAre &Y faasy A afediag Fid Tfe AR v Fa @
T RS B | @ ARfEfere FHme affmre (rear o1 | T @ K RPN VI 20 TR AR
T© = |
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8. BeAM Jf& (Increasing productivity) : STl AP v aférre Tore eFwed ofi
T T AT | GIZ RFFAT T FArFe] AT &y e 4=0ea efer (e =71 |
Affrreleie ST FIMTFS] WS @ A GR T FAFCS FAAN FOFFOOT ALHART A |
FE TRAA Y |

¢. AR N9 CFF (Increasing employee standard) : &f*we FHH AT TIIF FC ACEF | N0
THESA SH FAF oA Al SR T A @ eS| WM | FAWA TSl AR (F@
AT @I g (12 | aférwd SR [N ST Sl I 108 (St | T affrwer FRma
W ST HRIAT A |

b, IR A ARBTF (Acquaintance with the job) : &f¥ e Tox FIM(F Fer WL AfSHITTT AN
5 S O | e e IR eferiay fRw-Aife ¢ fyery Tgfe FIF e e i |
T FAA H2CGE WSS Af ST e A AZ e #M1eF |

q. AT BTN (Reducing wastage of property) : &f*el ?Fﬁﬁ'ﬁﬁ WS, NS @ FACTEATST
e | Af¥fFe I TePoR ANY FIS M (T QR TFA0T THNTH Y72 Ty NI I
QAT | T AFSHIT &, I, FIGIE, TFN&7Z 77 wrpa)ef TAT @ Foia /57 T |

b. WY & (Increasing discipline) : & IR figRfeer, mfrecary, soroTel,
TRATe ! efgfe férFl (x| 0 AW N (RARY Tl 77 | 2fSBitag AREF Sqaeaa (e
AR YL SR M ([0 AT |

5. IR @Y (Easy supervision) : &R JIZHNE TSGR FE(F 7RG I (Olee | efAfape
AT Fre@iE o a7 I @92 AT FE (1T I T AT AT | TET A ORI
Rt @ st % Face AT

So. WA ST @7t {ﬁﬁ (Increasing the capacity of adjustment) : 5 Teolms (Fta fFoTos
2Yf& TelRTTa T Il FS WEwem R fere 2o | ween] e g TS @i @
T[T AT ML SIS Ao AfFiod A Arer A2 vere AR I |

Vo7 e

@A ef B gy efepia A=, Ty Teoma IR, IR FArwel ¢ FwTel Jfa, s
LS o7l I, BT 6 APTFSE FfSAE @ ToTere ARTSCTa &y eifdel o=y |
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(Typical Topics of Employee Training and Factors Influencing the Workplace
and Training)
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v T AP TR SIS [REPTR IR TS AR |
» CFE ¢ AR el TR REPTR 39091 TS AR |

T RERCeR LI SICT0y [
Typical Topics of Employee Traning

R AR TG FANT TFST TS FCT G2 FE 8 AFSHITNT Y A A3 oo A | A
efsrrren siftese saw Ty [fey faw v e oo g Sdiaees www cdmer a1 qite
T TFICR AN Y TOE RO ©FF T AfSpAz (ot F90q | F AR sraers [{easy
fTeteT fN0s ST ST 2T

o

@M (Communication) : 93 I Stelfesd fes Ay w2y @ ©itqd R[S @i e |
TS fH-Remf* @rifietacs v ermred, T ¢ wgfon w3 w6 33 | 9 AT
O3 RIbGTeR AL @ 8 M (T A= afvarela Jfadr wers af*rwer @i
SO ST 997 |

FATH WSl (Computer skill) : ©27 8 eEF ST W [ TS @4 I 5T | IO
FEPTE 9R TEAT FE ARGETR FACHE wFel wo ®Y AREWL a9, IMEET 0
VISR | 12 @ KA el S[eia &« A (e 27 |

@I @A (Customer service) : 2fSPE (@wor 72 afs e Tow fare =@ et
gfstaifire @ Foot afedim Mm@ Raafs w@et T2 e[ fce 23 | o9 afsdiacee @sr e
WS WA &) OF SO FRMF ALY elf*rwer frs =7 |

. fqarrar (Safety) : I f&femr ¢ ot T@iifs M e T g Fe el <T@l 432

el | GO o qPTRfe *Mid ¢ HiEe I87 (AFe FAWR I (AF AT IS I
QAT = | W [ieeass #AfRf%fs TE I IVRS @i (et af¥rFe F0ba 8w |

WSSt (Ethics) : TE-97, Soo-agoe a2 ©E-17 [(o0Ea Mo wiower I |
JRARE T A Face P s ¢ eferarm wfe @ -y =7 A TR IRFR
27, o1 famafbs Tifis tafeaelr sege | afsrmre afsois « et v frs 27

TNRE I (Human relations) : IFST TV JRZR S (0@ VGFS ACFG! (AT I
B I | TGS FEA BICA TSI T @ 8 NHR{E To90F TG (SleTd 35T @A AT |
T R (AT N TRE 20 ToTs A | ©1F [amfs f[eaw=ig onwee 27 |
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br.

@ R (Sexual harasment) : IS FACHG A AfSHIT TR-97FT AVOIE FANAGFIES
fefere wre e | Few@ Rede foem dfe fgesa wivad, @i a1 @R aefe ac
2feBitTa Mot ¢ N faw arace 27 | affrre afsditrm Teer FAFSHT @A a0 T
P |

5@ (Diversity) : ©Fl, g, wifostel, oo wgl ergfe wrRee Nawaw oy ffey pigef:
S[SII EATR Cofd = | @lfRrwret (Abar«s R A A= NS @It (I 27 |

. @O e (Quality initiative) : TN CFC@ MEF WF [IZ (TQM), N I8 (Quality

circle), (IR (Benchmarking) @gfe A wieiites & @ REmam v ohifers afféd
VRS | I8 R AR T GFCH @i e Af¥iwe FNYore Seee T 7 |

FACHQ @ ARFACS Foie F7 K

Factors Influencing the Workplace and Training

FIRC FACFCA AR @ AR 4 Ao =0 | (@R T @i T FACH@ AR @ e
TG AoIe 27 5 O WG Tl RCA:

o

T (Globalization) : R4 &, YEHF 8 Sy T SRAY AfSH o2 B IR |
PRI eIt (oIioT Ry @3 QIR I <=1 2 S 92T (Global Village) 910 29 | i widffifes
AN ot ey v oy afsfs afspme wirwria g wAficapg TR aférwd g aze F0e
ETN

¢afo@r (Diversity) :WWW&N’SRWWWW, o=, o, ﬁ@%
T foger A FEe UF2 TAR ASF ACH FAA IS FCF | AFONI FAWA (AD@res FIe
INTS AR AfSDIT 7777 TS Ted @y @f e T | I T e I AT @feqns
2[eF tofF 7T |

FSIPIfeF S5 (Typical behaviour) : TSI DI TR TRIAWA AW NS
ST @ AT 1 FF GF6 AGATST IR (ATF T F1 7 | TS FACF HIFSIQ T
AL A | TIPS AT NS AN OGS 8 FAHIA (AP | | T AT 47elT 2AfSHieea

. AfSHIT ARTET (Company changes) : To7 To7 Y&, TS AT EE=IRT T=AT FHPE Frow

A ZE S I aifTe AT Bfay 2 | TR TgH @A TAFICNT A MV (ST T SIHelF
@TST AT ACF N | FCET FAZE AT GF6] SO ATG | AT FA ARG AL, AT, A7,
TRM-RLT SO TS FHNEE AT TS 1T |

. 9 IIZT (New management) : JIZFT g 12! AT IRBAT AP ©F oy A SO

AR @R AT | @3 i 2feans ar @ 2@ 1 | 58 Towa afs MgrEa fFgo
TGS O IS FCL N FACHE AT (A |

&3f&a @Mt (Growth opportunity) : FT WS AR &= Sy ST Scaes, w2
Ao @I0f SILReeR et WeT IR FICS TR A1 A3 FHARATHTS T 2FSA0F AT 7T |

EGRIES) "j'é'T—So



i TS fRefmtersr eferFe @ S

A T FRATS 2 (T TN FHFCE OIS G T =g @R e @ffien (vea ¢ ofody
ANGTT AL (AT, T AfSTIE FAQT (& T I ST *10F |

q. YR (Values) : FIASII o0G €1 AP A GIF-4=CATE @ 2SN NS JERIL T 2 | qF8
4R YA RF SN GFCRG J0 T e RS R | YN [IAT AL TR0 04y
cigmel IS 1Yl R 30 | S @I JERIE R T8 GFSISI Al IQ FHCHCET
RIS T S |

b, AT AT 8 % ¥BFR (Economic changes and world events) : ARSI (@I wLfefoT
SRR AfRTeT Z0a 1 TS [Ty IT 4T (FICA GO B (e FHAMH @ ef*rwer (wae gor
(TS A | (@F— J0%0 AT SFCS S (A Tl Ry 2w o S SIRqe™ st
R T ST 8 Sy e, (IR, FI6R 0Ly AT Inve 1 ZRCE |

Gy e

e @ eferifrerd Rey afesitr s¥trg @ geiite 27 (onf FRFRe A= WA
O EER Sers df*ee eeifie 2 | adik FNeRE ¢ g v i@y [fey faw e afsfars
eI 0 A |
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(Skills Needed to Manage a Diverse Workforce and Rules, Competencies
and Positions of Training Professionals)

@

Q AT T -

» I AT Rivare G ATISIT WFORTHR T FCS AR |
v R (TEIRINR SfS IS, ITERST W) SREI I FACS AR |

Skills Neeeded to Manage a Diverse Workforce

afesita frfere S Tmr @ eR SiwRr = | SR <, I, for, wifester, Tz, e, TEfs,
o, ey, Mo Frer gofs =x afbamfes | qurem Fies IR AfeditTs aremrsT Ty,
SRS Toger T @A TrAWFATOIS AT | I ARG @3 @iv@reR WY AT IFACS FA
T=RIE Wl e F1ce 27, [l 06 SITers-r 4T Zee:

o

M WSl (Communicationi skills) : 92 I Stolfsd Gfeq T4y ©AF 1 OIIF AMIT-LAITCD
IR 30 | by ey wTa e IS 8 IBHTAS @A AT 8 ©f %] T4 T |
(@IF— FNQ Posture (TS(), Gesture (T¥R-35®), 7 SFT @RF wFe! gofe T Tal AT
GFCH IZFA Gy wPIef |

WRWWW (Understanding cultural stereotypes) : 436 efedie fifeg mom ¢ fifeg
Ao I F& FACS A | S ey Fhe ¢ Tyl awe | oPR Rew Sqae 31 of [Raw
T NG T AFC FIZ[F T T |

AT S (Openness) : (AD@ET FRWI & WIS (T M 20O T | QTS FAT @I AT A
QP [ (TSR SAEBH-STNIEn Fhre 21 | OF rama fers 8 3@ [ w
e S S0 AT |

. Rcaty St @St (Contflict resolution skill) : TEAIte, Gifere, AEoe, e, IJfese adpfo

TR AfSBits 7w I [ear 2 =0 #I1td, A oI TermaRieTed FRTF 77 | GUFE IIZATT
O 7S RO STl RS 2T | OFA (@oiTet AfSHINeE Ty e 26 2T (AF T%! I |
FoF 38 (Creating vision) : f* 1 Fo1%F =T SR AT THICF @RIT | QAT (TP
TN for e Fare = 1 @b IIRCT T e FAfreEar toft F A S | e wE
IR 8 WS TS 2 |

JfEFeeI S (To know personally) : FE2E Rbarw IR AW (©LF T FICR
A (Aerddd FWre =T | SIS ST AT @RIF (BB A0S T | G T IR AIE (1219 AR
LIelT (o & WA (T ST S IR F1 =& 7 |

AT & (Increase self-assurance) : fNT&a wrsl ¢ Twwel 07 ASA6T (IR ST |
FNMA RLATTS] AR T G (T e, (O SIF AQWTe 7aid | aAfocarima
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SRF, @, WACR, I ok agfe R e @ afit aredE Srel SeiReT
IBRIEIGERCIERIE

br. SIgPIreTeld BgFw (Develop self awareness) : Afs@Ifre Bate @ ARGER A Ao A3
belCe 2ee AR e vderel ¢ #fe e stbed 4ete &7 | A Oitel MRt e FHre
T | SCE uEe eete 9ot STId 3F ee 27 |

AT IR QRS ITFTOT GR T

Roles, Competencies and Positions of Training Professionls

ARFFTIR (e FRCIR [y «Aa e 8 Wiy 217 Fa0e =T | FUCA! (@ETS Wi, ! A

Ffeafs e O w7 cFme Al (PIRIRITT IS FAce T | AR @ TFweT Af rwer (e

ST 8 I TS ST BT =LA

S. (TS BATABY (Strategic advisor) : AT 8 Sgay R vy afsdima At «v%7 @
oy SR AT AR PR R e affe (oI g FEITER AR ST I
s e A |

3. AR TFT 8 CFAFFIAT (System design and developer) : 2 (or&Sere Aoy Ffrafe
T T 8 T eFo I S AR FCF |

©. frerEs/ertrITee ARS8 (Instructional designer) : @R AwTem HiFesad, F1da
T, e e, =moifo e, egfe Sqe @ TR TS Wity AW avfe oveg afirrs
VI IfeTe I A |

8. JadF oSy @fSff (Organizational change agent) : J%Fe T T IREE Al
TSR TR ARSER &= eifermes ey Ko wiftrg e w5 |

€. GIRCEAMIT AT (o1 A (Career counselor) : T9F T ComlT 91 @ Ry (oI Tyae e
sITrel RO e T | Afeesfefier o= JfEres fofy empad Sfiwl ATy S | Si=re!
ARl 77 07 fof TERAR 7T SCAIb S |

Y. FEFASI/AFENT BBl (Performance consultant) : &g ¢ afedima 2w Jfers ¢
ARSI FAFNO! 8 AP SFA SoMB! Il R TR FIe 6 |

q. qs® (Researcher) : (I A O TG ARSI APIHFCE ICAT 0 | &Af*Fporer afemeer
¢ TR 007 FEFIRST TR IR I | @fo-Rpyfowte vaaem A3 TeRe IET 9
FGITHT DICL ~ATS! HMCFA Q2 AN ARG J9Z AR &y A s @ jpiifemt e |

Gy e

eif it cafbayedt S it ey f[foy waoTa ed orew Fare = | elf¥rwel ey T R Al
COMTGIIE ST, el 8 SAF Y728 9 |
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PRIl e, e @ cermelr; eiferrres errren @<k afr rd ReRa wiEe

(Training, Learning and Motivation; Classification of Training and
Reasons for Training Failure)

s

Q A1F I SoAf-
» AfRERS R @ (Rl T SIS AR |
v AfrFCIT AFRTen I FACS ARE |
v ferwer (T FRCT T T Of AT FACS AR |

aiffrer, fRe 8 cmeT

Training, Learning and Motivation
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Classification of Training
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