
Introduction
Training departments are critical to organizational success, as they play a key role in
enhancing employee knowledge and skills to meet both present and future business demands.
The role of a Training and Development Manager is essential in overseeing a range of
important areas, including strategic planning, management, policy development, budgeting,
evaluation, and the use of training-related technology.

This comprehensive course on the essential skills for Training and Development Managers
provides participants with the knowledge, strategies, and tools required to meet the evolving
and growing demands of the training function within an organization.

Understanding the Role of a Training and Development Manager

Training and Development Managers are responsible for leading an organization’s efforts to
build a capable workforce through carefully designed training initiatives. Their work includes
strategic planning of professional development programs, implementing effective learning
interventions, and evaluating the impact and outcomes of those programs.

This course prepares participants to face complex challenges and adapt training initiatives
that align with overall organizational objectives.

Intended Audience

This course is designed for individuals who are directly or indirectly involved in managing
learning and development, including:

Managers responsible for overseeing training and development departments
Training specialists and team leaders
Professionals working in training functions
Line managers seeking to transition into a Training and Development Manager
role



Learning Objectives

By the conclusion of this course, participants will be able to:

Clearly define the roles and responsibilities of professionals within the training
function
Develop a mission statement that outlines key performance indicators and
strategic goals for the training department
Establish a comprehensive training strategy, including the development of
relevant policies, procedures, and detailed training plans
Demonstrate the key steps necessary for designing and managing training
budgets
Apply methods to assess the effectiveness and impact of training initiatives
Conduct cost-benefit analyses for various training activities to demonstrate
measurable value and return on investment

Core Competencies Developed

Upon successful completion of this course, participants will strengthen the following
professional competencies:

Leadership and team supervision
Building professional relationships and networks
Persuasive communication and influence
Effective public speaking and training delivery
Critical and analytical thinking
Strategic planning and conceptual development
Organizational and process planning
Goal setting and performance achievement



Course Modules

Module 1: Managing Training and Development

Defining management principles within the training and development context
Key managerial responsibilities for Training and Development Managers
Conducting personal capability assessments and creating individual development
plans
Understanding the role of the training department within an organization
Performing political, economic, social, and technological analysis
Conducting a strengths, weaknesses, opportunities, and threats analysis
Designing a departmental training strategy
Writing a mission statement for the training function
Identifying key result areas and performance indicators
Promoting the training function internally
Defining team roles and structuring the training department

Module 2: Designing Training Policies, Procedures, and Plans

The strategic importance of training policies
Reviewing common organizational training policies
Drafting customized training policies
Understanding the key elements of a comprehensive training plan
Building effective partnerships with external training service providers

Module 3: Developing and Managing Training Budgets

Clarifying responsibilities in training budget creation
Understanding different types of training budgets and budgeting techniques
Measuring and analyzing budget-related data and metrics
Following a step-by-step process for preparing the training budget
Tips for presenting and defending budget proposals to stakeholders
Reviewing examples of practical training budgets

Module 4: Evaluating the Effectiveness of Training Functions



Exploring the importance of evaluation in the training process
Identifying key performance indicators related to training success
Establishing appropriate evaluation criteria and methods
Monitoring progress and generating performance reports
Measuring participant satisfaction with training programs
Designing effective feedback surveys
Assessing behavioral changes following training
Conducting cost-benefit analyses
Calculating return on investment from training initiatives
Presenting evaluation findings to leadership

Module 5: Selecting and Implementing a Learning Management System

Understanding the importance and impact of learning management systems
Reviewing different types of systems and available technologies
Exploring the common features and functionalities of learning management
systems
Identifying business requirements for system selection
Outlining the step-by-step selection and implementation process
Comparing different systems through real-world examples

Becoming a Certified Training and Development Manager

Achieving certification as a Training and Development Manager formally recognizes your
capabilities and expertise in managing learning and development initiatives within a human
resources framework. This credential supports your professional advancement and affirms
your ability to lead training functions effectively while fulfilling essential responsibilities and
strategic roles in the field of employee development.

 


