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TRAINING: MEANING, IMPORTANCE AND METHODS. 
TRAINING: Someone has rightly said: “If you wish to plan for a year, sow seeds, if you wish to 

plan for 10 years, plant trees, if you wish to plan for a lifetime, develop people.” Training is an attempt to 

improve the current or future employee performance by increasing an employee’s ability to perform through 

learning, usually by changing the employee’s attitude or increasing his or her skills and knowledge.  

 

Need of Training: When jobs were simple, easy to learn and influenced to only a small degree by technological 

changes, there was little need for employees to upgrade or alter their skills. But the rapid changes taking place 

during the last quarter century in our highly sophisticated and complex society have created increased pressures for 

organisations to readapt the products and services produced. The manner in which products and services are 

produced and offered, the jobs requirement and the skills necessary to complete these jobs are becoming complex. 

Thus, as jobs have become more complex; the importance of employee training has increased. Training help both 

the organisation and the individual. 

 

Benefits to the organisation: The benefits of training and development to an organisation are as follows: 

 It is a systematic learning, always better than hit and trial methods which lead to wastage of efforts and 

money. 

 It enhances employee productivity both in terms of quantity and quality, leading to higher profits.  

 Training equips the future manager who can take over in case of emergency. 

 Training increases employee morale and reduces absenteeism and employee turnover. 

 It helps in obtaining effective response to fast changing environment – technological and economic. 

 

Benefits to the Employee: The benefits of training and development activity to the employees are as follows: 

 Improved skills and knowledge as training lead to better career of the individual. 

 Increased performance by the individual help him to earn more. 

 Training makes the employee more efficient to handle machines. Thus, less prone to accidents. 

 Training increases the satisfaction and morale of employees. 

 

Training, Development and Education: The term training is used to indicate the process by which attitudes, 

skills and abilities of employees to perform specific jobs are increased. But the term development means growth of 

individual in all respects. Training is short term process but development is an ongoing process. Also, development 

includes training. It also needs to be understood that training, education and development are distinct terms 

although they overlap to some extent. 

 Training is any process by which the aptitudes, skills and abilities of employees to perform specific jobs 

are increased. It is a process of learning new skills and application of knowledge. It attempts to improve 

their performance on the current job or prepare them for any intended job. 

 

 Development refers to the learning opportunities designed to help employees grow. It covers not only those 

activities which improve job performance but also those which bring about growth of the personality, help 

individuals in the progress towards maturity and actualisation of their potential capacities so that they 

become not only good employees but better men and women. 
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 Education is the process of increasing the knowledge and understanding of employees. It is the 

understanding and interpretation of knowledge. It does not provide definite answers, but rather develops a 

logical and rational mind that can determine relationships among pertinent variables and thereby understand 

a phenomenon. Education imparts qualities of mind and character and understanding of the basic principles 

and develop the capacities of analysis, synthesis and objectivity. 

 

Methods of Training: These are broadly categorised into two groups:  

 On the Job training: refer to the methods that are applied to the workplace, while the employee is actually 

working. 

 Off the Job training: are used away from the work place. The former means learning while doing, while 

the latter means learning before doing. 

 

On the Job Training: 

 Apprenticeship Programmes: Apprenticeship programmes put the trainee under the guidance of a master 

worker. These are designed to acquire a higher level of skill. People seeking to enter skilled traits, to 

become, for example, plumbers, electricians or iron-workers, are often required to undergo apprenticeship 

training. These apprentices are trainees who spend a prescribed amount of time working with an 

experienced guide, or trainer. A uniform period of training is offered to trainees, in which both fast and 

slow trainee learn here, are placed together. Slow learners may require additional training. 

 

 Job Rotation: This kind of training involves shifting the trainee from one department to another or from 

one job to another. This enables the trainee to gain a broader understanding of all parts of the business and 

how the organisation as a whole function. The trainee gets fully involved in the departments operations and 

also gets a chance to test her own aptitude and ability. Job rotation allows trainees to interact with other 

employees facilitating future cooperation among departments. When employees are trained by this method, 

the organisation finds it easier at the time of promotions, replacements or transfers. Employees gain 

knowledge and enhance their skill by working on different jobs which help them to reduce their monotony 

and boredom. But employees may feel insecure and may get disturbed because of frequent change of place 

and job. 
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 Job Instruction: Also known as step-by-step training in which the trainer explains the way of doing the 

jobs to the trainee and in case of mistakes, corrects the trainee. In this method trainees are given knowledge 

on how to do a particular job and method or technique of doing that job is also explained to them by the 

trainer. Trainer observes their work performance and provides feedback and offers suggestion for 

improvement. Here trainer provides the information one after the other or step by step and hence trainees do 

not get all the information at a time. The different steps followed here by the trainer are as follows: 

 Step 1 – Preparing the employees for instruction. 

 Step 2 – Presenting the Job (Explanation and demonstration). 

 Step 3 – Making the employees to do the job. 

 Step 4 – Follow up. 

 

 Internship Training: It is a joint programme of training in which educational institutions and business 

firms cooperate. Selected candidates carry on regular studies for the prescribed period. They also work in 

some factory or office to acquire practical knowledge and skills. 

 

Off the Job Training: 

 Class Room Lectures: The lecture or conference approach is well adapted to conveying specific 

information-rules, procedures or methods. The use of audio-visuals or demonstrations can often make a 

formal classroom presentation more interesting while increasing retention and offering a vehicle for 

clarifying more difficult points. 

 

 Simulation Exercises: Under this method an imaginary situation is created and trainees are asked to act on 

it. Example: Assuming the role of a marketing manager solving the marketing problems or creating a new 

strategy etc. or even a Case study can be given like taken from actual experiences of organisations, cases 

represent attempts to describe, as accurately as possible real problems that managers have faced. Trainees 

study the cases to determine problems, analyse causes, develop alternative solutions, select what they 

believe to be the best solution, and implement it. 

 

 Vestibule Training: Vestibule means an entrance hall through which main hall is entered. Vestibule 

training is provided in a separate hall or room in which actual work environment is created. Machines and 

equipment’s are installed; files and other required materials are kept ready in the training place in which 

actual work takes place. Expert trainers are employed to provide training who train with the help of 

machines and equipment installed in the centre. This kind of training is provided for persons employed for 

clerical and semi-skilled job. The duration of training ranges from a few days to a few weeks. Workers, are, 

thus, trained, without hampering the actual work of production, by qualified instructors. But vestibule 

training is comparatively expensive and trainees are not able to experience the actual work situations on the 

shop floor. It may be used as a supplement to ‘on the job training’. 

 
 


