
ABOUT THIS BOOK

Why is this topic important?
Trainers sometimes fail to ask enough questions or the right question prior to designing,
redesigning, or presenting a training program as the solution to a problem. Then they find out
during the training event, or just after it ends, that the training missed the mark. Even trainers
who put together a training plan before reserving a classroom and rolling out a training pro-
gram can run the risk of wasting resources and reaping unsatisfactory results. With economic
pressure to cost-justify every training dollar, trainers need to have a clear objective for what
training will accomplish and a specific plan for how to get there.

What can you achieve with this book?
This book provides models and tools to help trainers become more strategic and focused in
their efforts so that greater results can be achieved. Go beyond the basics of asking a few
questions by selecting the right type of needs analysis, conducting the needs analysis appro-
priately, and creating a training plan to sell to management on meeting a business need. Con-
serve precious resources by providing training only when it is needed.

How is this book organized?
Each chapter begins with objectives to help trainers and course designers identify what new
skills and insights can move their needs assessment skills beyond the basics. Chapter tools,
including models, examples, templates, and checklists are provided in the accompanying CD
for customizing and duplication. Each chapter begins with questions that guide the reader
through the chapter contents. Finally, a chapter on how to summarize all the needs assessment
data into a training plan completes the book. The reference section identifies the competencies
with supporting knowledge, skills, and attitudes that a trainer or course designer needs to con-
duct various types of needs analysis and develop a training plan.
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Essential resources for training and
HR professionals

About Pfeiffer 
Pfeiffer serves the professional development and hands-on resource needs of training and human
resource practitioners and gives them products to do their jobs better. We deliver proven ideas
and solutions from experts in HR development and HR management, and we offer effective
and customizable tools to improve workplace performance. From novice to seasoned professional,
Pfeiffer is the source you can trust to make yourself and your organization more successful.

Essential Knowledge   Pfeiffer produces insightful, practical, and comprehensive mate-
rials on topics that matter the most to training and HR professionals. Our Essential

Knowledge resources translate the expertise of seasoned professionals into practical, how-to
guidance on critical workplace issues and problems. These resources are supported by case
studies, worksheets, and job aids and are frequently supplemented with CD-ROMs, websites, and
other means of making the content easier to read, understand, and use.

Essential Tools   Pfeiffer’s Essential Tools resources save time and expense by offering
proven, ready-to-use materials—including exercises, activities, games, instruments,

and assessments—for use during a training or team-learning event. These resources are frequently
offered in looseleaf or CD-ROM format to facilitate copying and customization of the 
material.

Pfeiffer also recognizes the remarkable power of new technologies in expanding the reach
and effectiveness of training. While e-hype has often created whizbang solutions in search of
a problem, we are dedicated to bringing convenience and enhancements to proven training solu-
tions. All our e-tools comply with rigorous functionality standards. The most appropriate tech-
nology wrapped around essential content yields the perfect solution for today’s on-the-go trainers
and human resource professionals.
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This notice may not be changed or deleted and it must appear on all reproductions as printed.
This free permission is restricted to limited customization of the CD-ROM materials for your organi-
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