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STEPS IN CONDUCTING AN INDIVIDUAL’S TRAINING NEEDS  

 

 
 Does the person demonstrate the competence required ? 

 
 
 
 
 
 
 
 

gap between what the performance should be and what the 
performance is? Where are the gaps in performance? What 
is lacking or needs improvement? Which new skills must be 

developed? 

 

performance by 
supervisor, 
formal 
appraisal, self 
and/or 
colleagues are 
all options 
available 
 
 
 
 

What is the reason for the performance gap? Possible 
reasons include:  job spec changing, lack of skills and 

owledge, lack of motivation/desire, candidate is resistant?
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Lack of  Hard  Skills / Knowledge due to 
evolving duties, incorrect placement, 

original agreement 
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 of formal/informal learning 
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ee needs 
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The employee needs a devel
 intervention other than tra

E.g. on-the-job coaching, job sh
work experience  or demons

e most appropriate  
rm training plan 
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of skills 

.stafftraining.co.za   tel:  082 6878583 
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Lack of Motivation/Desire 
Lack of  Confidence 

k of Clarity,  Lack of Authority, 
ack of Tools and/or other 
Select and implement soft skills training 
such as assertiveness, accountability, 

women @ work, time and stress 
management, communication training, 

emotional quotient training and  
also provide correct tools/ equipment, develop 
job aids, improve supervision/feedback, micro 

manage and/or motivate 
Often this is the first step necessary in the 

conscious competence matrix ….
opment 
ining  
adowing, 

tration  

Identify the most
 type of shor

  info@stafftra
The employee 
needs a short 
course 
 appropriate 
t course 
Plan and diarise the skills 
elopment intervention, engage 
and inform the candidate, notify 

 with much time to spare and 
vide them with as much info as 
ible to make them comfortable 

on the day! 
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