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Training Tasks and Responsibilities  
 

Course Name:       Region: 
 
 

Personnel Before training During training After training 

Manager or supervisor 
of trainee 
 

 Identify learning 
needs 

 Keep in touch 
 Receive feedback 
 Plan for later 
 

 Support the activity 
 Keep in touch 
 Receive feedback 
 Plan for later 
 

 Mentor trainee 
 Reinforce behaviors 
 Plan practice 

activities 
 Expect improvement 
 Encourage 

networking among 
trainees 

 Be realistic 
 Utilize resources 

Facilitator 
 

 Know audience 
(profiles and 
numbers of trainees) 

 Design course 
content 

 Develop pre- and 
posttests, guides, 
and checklists 

 Select practice 
activities, training 
methods, and 
materials 

 Prepare training 
agenda 

 Know profiles of 
trainees 

 Foster trust and 
respect 

 Use many examples 
 Use adult learning 

techniques 
 Create realistic work 

situations 
 Monitor daily 

progress 
 Use problem-

centered training 
 Work in a team with 

other trainers 

 Provide follow up, 
refresher or problem 
solving sessions 

 

Trainee 
 

 Know purpose of 
training and roles 
and responsibilities 
after training 

 Expect that training 
will help 
performance 

 Bring relevant 
materials to share. 

 Create an action 
plan 

 Constantly revise 
how you could use 
the learning in your 
daily work situation 

 Know what to expect 
and how to maintain 
improved skills 

 Be realistic 
 Practice to convert 

new skills into habits 
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Manager or supervisor 
of trainee and 
facilitator 
 

 Establish selection 
criteria 

 Establish evaluation 
criteria 

 Provide feedback 
 

 Provide feedback 
 Monitor performance 
 

Manager or supervisor 
of trainee and trainee 
 

 Conduct situational 
analysis of training 
needs 

 Provide feedback   Monitor performance 

Manager or supervisor 
of trainee, facilitator 
and trainee 
 

 Conduct needs 
assessment 

 Establish goals 
 Establish objectives 
 Identify days, times, 

location (WHERE, 
WHEN) 

 

 Provide feedback 
 

 Provide feedback 
 Monitor performance 
 

Facilitator and trainee 
 

  Provide feedback 
 

 Provide feedback 
 Evaluate 
 

  
     
 


