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+ i {ELeaderGuide Pro Plus fi
Office 2007 F1 20104 4~ il 4<
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- LeaderGuide Pro

- ParticipantGuide Pro N
- E-LeaderGuide point,
click,
- Librarian#1... polish &
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HMAEETRY

Duration
Name of Events Trainer Per Estimated Aim to
EH AR I Session | pare it H SN
KE(R)
Train the trainer(Advanced) Xu Yu April.24-25, Jr. Internal Trainer or
1 S 2 days 2012 Candidates for Trainer #]
BN (EZ) (External) 20124E10H A YT ER I e A
o ) Sr. Internal Trainer or
5 Training Course Design TBA 1-2 davs June, 2012 Candidates for course
NI ML Y2 - y 1 'f:t_‘é N | N
B IR Bt (5 5E) 201246 5 designer & A llJisk
i LSS TSI IN
. . August & Sept., o )
3 Make Powerful PPT (Internal Sharing) | Caroline 0.5+0.5 2012 Certified trainers
s 731NN i da IUERI I
HIYEH AIPPT(NHAEK 5 =) & Milly y 20124895 B AUE ) A I
4 Trainer Evaluation & Promotion HR 30 davs April, 2012 Certified trainers
PRI A T / 201244 BRI P YT
. Y2012 Internal Trainer Forum R 0.5 d June, 2012 Certified trainers
RIIT R IE = day 201246 8 WIERT A YIITFARER
N Y2012 Trainer Development Plan
TRAINER I & BTt

www.hrecchina.org
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The installation and usage of the products
Develop Technical Dictionary
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Introduction

LAy

rg

Goal

The purpose and gosl of thismodule is fo provida participants
with an inroduction and everview of the trainm g progrem.

Time

30 minutsz

Overview

The facilitator welcomes partiapants fo the braining prosram.
reviews the Jearning objeckves and agends, and prevides & seneral
OVErview of the Gay. An entertaining conflit-besed acuvily helps
tolaunch the program tn alively way.

Materials Needed
8 Parnapant Werkbock
& Nane card for each participant Iif ey donot know each other

HREE TR

Welcome and Introductions

”I Show Slide 1: Managing Conflictin Teams

[ Welcome parficipants to the training program
o9 ® Introduce vourself as the fealitater and brefly desribe yow
h— background and involvement with kis program
8 Pomtont the location of reffeshments end rastocms and go
ovar any other grovmd ralss.
Directparticipants to PAGES 1-3 in the Parficipant Work book.
Thesa 3 pages contamintroduciory remarks.
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Non-Monetary : 4 Rl

Training Resources Support: including purchase reasonable teaching
materials (books, magazines, teaching aid, video and etc.)iZ)I#E#t 5% E

IS5

Re-education Plan: including giving more training opportunities, organizing
rich “grow” club activities, planning career. RiIlTEIZIIS % BHlL S

Recognition: including Seno[in)c;ﬂiAppreciatior] Letter, showing their individual
picture in Training Room.AIIIFE 1% 5 B &SN

Monetary: ¥ RS )

Reward deluxe domestic tour to annual 7 best internal trainers in China

Region X FIEEMFRIIG (7)) EIAFRERFNS—IX

www.hrecchina.org
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Trainer Responsibility *',?'E‘RDM.,E

W i}l | ufﬁﬂ:/u\% Center

Responsibility of Internal Trainers Responsibility of Internal Trainers

SPUUTERS S PIIPERES
Coaching

Teaching
* Identify needs of trainees and Communicate training objectives 10 trainees.
# To be fully prepared for the training session {materials and content), Improve or develop

training material if necessary. e Be available to answer questions, provide advice and give support.

» Arrive and begin training sessions on time. A neat appearance with unified Trainer badge « Evaluate and return assignments or coach them in real working situation with
and a professional and respectful manner at all times. sufficient promptness to enhance learning experience.

o Ensure all trainees receive equal attention and support. ﬁ %

e Keep teaching records good. 7H is a must, 28 H is preferable. o R RAYRK  FRESHRIDEEIB4R,

o RERBEIEF RAVEIH , FHROURINIISTR.
mE o REHAGTRIBIFLL | SRETERE TIFSR P T RIS LA )R,
o BHER  FERRNEHFFERI

o HHRER  FHERBEFEENPEECE Lead by personal example

EARSLVINDEE | IR e o
® An initiative attitude is the prerequisite.
o WEFBNER  —EC
o HFNIRCS , S0 28 ANIIAYIEIIED # Disseminate SG Principles at all times.

REES  BLORET 7 e, L‘)\%{lﬁmu

o AFRFNEE,
o FE{HOIR RS IERIRRER RHHT A TEn,

www.hrecchina.org



Trainer Ladder II—O
rndi

AR ER L 188

Junior Trainer Related training

%JJQ)K‘(VWIIDFI? Experiences (hours):

<35; 35-70; >70

Delivery Course X Delivery Hours ¢
Eal ) s

Senior Trainer

= H I

Course Designer

Design courseno. 1;>1

) N = > per year : 1;>1
Design Course Ll s R G
%Eﬁ*j / ConSUItant Coach other Yes No

ﬁ%%@iﬁ”’gﬁ I‘EJ trainers :

...............................................

Design systematic
training system in
one function or
Manager all internal
trainers in one
function

Master Trainer

BRI

System Builder
PEER &

www.hrecchina.org




Feedback to People Review by Observation

I MR BFRIAINHEANAT B

g o1 §

PEOPLE REVIEW

Employee Name R Ti# 4 SGl:
I [ | I [ | [eadship @&/ | |
|Review & Comments|=] i #1¥F #

Strengths{ji 3 Development Areas g8 it 3k i 4% 3%,

Development Plans Implemented5g gl i1 & B i %l 2012 Development Plans 20124E % B it %

Career Path/Plan BR M 4= JE 30 £ Next Potential Assignment/Timing F —A> 6] &8 # T 4 4F 4 /& [
Potential Damage if Vacant & T Jji 4 7 & i) 8 Wi Retention Strategy g /£ S #%
Potential SuccessorsH] g [ 4k /£ &

Successor Rank Readiness Job Title Hay Class Company Country

Mobility WishesT /£ 1 i1 3 # 1

National[F py ;

International [ iy :

Without Relocation s g 35

International Mobility Preference

Country

National Mobility Preference

www.hrecchina.org
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