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Introduction

T raining is the best job I’ve ever had. That’s because the

training profession is one that touches almost everyone

every day. Whether you’re taking a golf lesson, finding

out how to use new computer software, trying out a new

recipe, or being coached by your boss, you’re

experiencing training. Your trainer doesn’t need to be in

the same room or on the same schedule.

What other job affords you the opportunity to increase an

organization’s bottom line, improve your country’s

productivity level, and enhance individuals’ lives, all at

the same time? It is truly a privilege to be a trainer, yet

it’s also a responsibility.

Training is a profession on the move, and those moves

are ones to be proud of. As I finished this book, the

American Society for Training and Development (ASTD),

the trainers’ professional association, was putting the

finishing touches on the first internationally recognized

Workplace Learning and Performance certification

process. Based on the competency study completed in

2004, certification will be the final and most critical

element, providing credentials for the profession and

adding excitement to an already exciting profession.

Chapter 16 describes the certification process in more

detail.



About This Book

Training For Dummies is both practical and fun. It has

been written in a logical sequence and is loaded with

practical ideas. It is designed to take you through a

training cycle from start to finish, and in sequential

order. So, if you want to, you can start at the beginning

of this book and move through to the end. If you’re

interested in finding only specific information, however,

you can also use the index at the back of the book or the

Table of Contents near the front.

This book is also fun to read, but don’t let the

conversational tone fool you. It is jam-packed with

technical knowledge about the training profession as

well as tips, tricks, and techniques for honing your

training skills.

I feel fortunate that several gurus in the training

profession have agreed to contribute snippets of content

that focus on their areas of expertise. So as you read

Training For Dummies, be sure to check out what

experts like Thiagi say about facilitation and Ann

Herrmann-Nehdi say about learning styles.

Foolish Assumptions

While writing this book, I imagine you, the reader, sitting

next to me and telling me what you want to read about.



And what did I hear you saying? “Practical. Make it

practical.” So I did.

I assume you fall into one of two categories: Either

you’re interested in becoming a trainer, or you’re already

a trainer and want to hone your skills. Perhaps you’re

even interested in obtaining professional certification

from ASTD.

I also assume that you’ve been a participant in training

and that some of those training sessions have been life-

changing, while others have been a waste of your time.

And I assume that you want to know how to conduct

more of the former and none of the latter.

I assume that you know how important the training

profession is to corporations’ bottom lines as well as this

country’s productivity.

Finally, I make one other assumption: that is that you

love (or will grow to love) training as much as I do!



How This Book Is

Organized

Training For Dummies is divided into six parts, and the

chapters within each part cover specific topics in detail.

The parts and chapters follow a logical sequence — from

thinking about becoming a trainer to designing,

delivering, and evaluating a training session and, finally

to ensuring that you continue to enhance your

professionalism.



Part I: So You’re Going to Be a

Trainer!

This part explores the field of training and uncovers what

a trainer does. It introduces you to The Training Cycle

and presents a quick list of training jargon. You can even

explore whether you think you’d like a profession in

training. And if you’re already a trainer, a self-

assessment provides data about your areas of strength

and those that may need a bit of shoring up.



Part II: Designing the Best

Darn Training in the World

Trainers must remember one very important rule: It’s all

about the learner. When you have this concept firmly

planted in your mind, you’re on the right path to

designing a successful training session. This part helps

you understand how to assess your learners’ needs, how

to write learning objectives, and how to design a training

session that will knock their socks off! You also explore

using off-the-shelf training programs and preparing for

success.



Part III: Showtime: Delivering

a Dynamic Training Session

Many trainers are born stage hounds. And while training

is not always a circus, seeing people’s eyes light up when

you put knowledge in their hands, and seeing how their

lives change with new skills, is often reward enough.

This part focuses on the implementation aspect of a

trainer’s job. It describes how to deliver success by

ensuring that learning occurs. It also helps you become a

master of audiovisuals and provides suggestions for how

to address the many problems that occur in a classroom.



Part IV: It’s Not Over Yet: The

Follow-Up

Evaluation and other follow-up activities occur at the end

of The Training Cycle, but they are of critical importance

because only with evaluation can you be assured that the

training is a success. The training session may be over,

but your work is not. This part shows you how and why.


