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Training Needs Analysis
Please outline what you would like to achieve from your training. Some suggestions are below:
Do you want to make yourself more efficient and save time?

Do you want to improve your knowledge in one particular area?
Do you want to learn something new so you can expand into it?

You should also consider over what period you want to be trained. Is this part of a personal development plan? If so, then set goals you can achieve at points along the way, for example, 


Set specific goals that are SMART – Specific, Measured, Achievable, Realistic and Trackable otherwise you may never reach them.
An example of a goal (objective) would be: 
	Area
	Administration



	Objective
	Reduce weekly time spent on business administration by 20% by the end of October 2010



	Training required
	Microsoft Word and Outlook and using templates. Microsoft Excel use of macros. 



	Result
	Reduced time from 5 hours to 4 hours



Another example:
	Area
	Advertising/Marketing



	Objective
	Create company newsletter and send to all customers on mailing list



	Training required
	Microsoft Word and Adobe Photoshop Elements



	Result
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