TRAINING NEEDS ASSESSMENT INSTRUCTIONS:

There are two assessments – Workforce Training Assessment and Leadership Training Assessment.  

The Leadership Assessment is for anyone in a team leader or supervisory position. 

It contains leadership courses and competencies. 

These leaders may also have development needs in the workforce assessment – such as Fiscal Law that is not listed on the leadership section. 

For each assessment – review the competencies or specific courses. Then determine the priority of each need using the following guide:  

· Priority 1 (P1):  Training is essential for mission accomplishment or required for acceptable performance. This training must be completed before priority two and three needs are met.

· Priority 2 (P2):  Training is highly recommended to produce skilled employees for maximum proficiency and mission accomplishment.  

· Priority 3 (P3):  Training is suggested to increase employee efficiency and productivity (enhances competencies, improves mission accomplishment).

NOTE: IF THE COMPETENCY / COURSE IS NOT A PRIORITY, THEN LEAVE IT BLANK.

Next, estimate the number of people who may require that specific competency or course for each priority. 

For instance, there are 20 people in your division who work on projects. 8 of them are inexperienced or need training to meet acceptable performance, 4 others could use an update to understand new methods of project management. Put 8 in P1 and 4 in P3.

Questions may be answered by contacting the CHRA- Europe Region Human Resources Development Division. The main POC is Jeff Seward, DSN 375-9707, Email: jeff.seward@cpoceur.army.mil
A sample listing of course titles and descriptions that HRDD currently provides is available on the Internet at http://www.chra.eur.army.mil/
Please indicate your training requirement even if it is not on the list.  Training is not limited to competencies / courses on the listing. 

NOTE:  HRDD does not conduct specific job skills or computer training. 

WORKFORCE ASSESSMENT

	P1: essential for mission accomplishment or performance.
	Put estimated number of people in each priority

	P2: highly recommended for maximum proficiency.  
	If 0, then leave blank
	 
	 

	P3: suggested to increase efficiency and productivity 
	 
	 
	 

	Specific Workforce Courses / Competencies
	P1
	P2
	P3

	Financial and Resource Management Skills
	 
	 
	 

	Auditing
	 
	 
	 

	Accounting
	 
	 
	 

	Budgeting
	 
	 
	 

	Fiscal Law
	 
	 
	 

	PPBES - Programming, Planning, Budgeting and Execution System (Resource Allocation and Program Management)
	 
	 
	 

	Manpower and Force Management (Manpower Allocation Principles, Policies Processes & Procedures)
	 
	 
	 

	Program and Management Analysis Skills
	 
	 
	 

	Applied Business Analysis - Operations Design
	 
	 
	 

	Applied Business Analysis - Quantitative Techniques
	 
	 
	 

	Applied Business Analysis - Strategic Operations Planning
	 
	 
	 

	Project Management
	 
	 
	 

	Statistics and Data Collection
	 
	 
	 

	Costs and Operations Research Analysis
	 
	 
	 

	Business Process and Practices
	 
	 
	 

	Organizational Performance Measurement
	 
	 
	 

	Army Performance Improvement Criteria (APIC)
	 
	 
	 

	Communication / Interpersonal Skills
	 
	 
	 

	Verbally communicating
	 
	 
	 

	Communicating in writing
	 
	 
	 

	Writing Reports
	 
	 
	 

	Delivering briefings 
	 
	 
	 

	Customer service
	 
	 
	 

	Decision making
	 
	 
	 

	Teambuilding
	 
	 
	 

	Working more effectively with others
	 
	 
	 

	Miscellaneous
	 
	 
	 

	Decision making / Problem Solving
	 
	 
	 

	Managing time
	 
	 
	 

	Managing meetings
	 
	 
	 

	Managing projects 
	 
	 
	 

	Managing stress
	 
	 
	 

	Managing budgets and finances
	 
	 
	 

	Planning for Retirement
	 
	 
	 

	Other competencies or specific courses needed at your unit:
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	POC NAME: 
	Unit:
	 
	 

	EMAIL:
	Location:
	 
	 

	DSN:
	 
	
	

	Submit your requirements via email to: eurcpoctrainingneeds@cpoceur.army.mil
	


Leadership Assessment

	P1: Essential for mission accomplishment or performance.


	
	
	

	P2: Highly recommended for maximum proficiency.  
	If 0, then leave blank
	 
	 

	P3: Suggested to increase efficiency and productivity 
	 
	 
	 

	Leadership Competencies / Courses 
	P1
	P2
	P3

	Intern Leadership Development Course (ILDC)
	 
	 
	 

	Leadership, Education & Development (LEAD) - Mandatory
	 
	 
	 

	Organizational Leadership for Executives (OLE)
	 
	 
	 

	New Supervisors / Team Leaders
	 
	 
	 

	Orientation / understand new roles and duties
	 
	 
	 

	Establishing trust, standards
	 
	 
	 

	HR for New Supervisors (if US employees) - CPAC
	 
	 
	 

	HR for New Supervisors (if LN employees) - CPAC
	 
	 
	 

	Supervisors / Managers - Interpersonal skills
	 
	 
	 

	Cultural awareness - understanding people / cultures
	 
	 
	 

	Reading and leading people (awareness and adeptness)
	 
	 
	 

	Situational leadership (teach, coach, delegate, etc.)
	 
	 
	 

	7 Habits of Highly Effective People (Covey)
	 
	 
	 

	Leading teams and groups
	 
	 
	 

	Giving and receiving feedback / coaching
	 
	 
	 

	Conducting counseling
	 
	 
	 

	Resolving conflicts 
	 
	 
	 

	Establishing performance expectations and goals
	 
	 
	 

	Preparing and giving performance appraisal 
	 
	 
	 

	Verbally communicating
	 
	 
	 

	Communicating in writing
	 
	 
	 

	Writing reports
	 
	 
	 

	Delivering briefings
	 
	 
	 

	Supervisors / Managers - Management skills
	 
	 
	 

	Managing time
	 
	 
	 

	Managing meetings
	 
	 
	 

	Managing projects 
	 
	 
	 

	Planning, organizing, leading, controlling - people and technology
	 
	 
	 

	Managing stress
	 
	 
	 

	Managing budgets and finances
	 
	 
	 

	Interviewing prospective employees
	 
	 
	 

	Supervisors / Managers - Advanced skills
	 
	 
	 

	4 Roles (Covey) - Leading a change process
	 
	 
	 

	Crucial Conversations (Patterson, et al)
	 
	 
	 

	Conducting negotiations
	 
	 
	 

	Dealing with difficult employees
	 
	 
	 

	Other competencies or specific courses needed at your unit:
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	POC NAME: 
	Unit:
	 
	 

	EMAIL:
	Location:
	 
	 

	DSN:
	
	
	

	Submit your requirements via email to: eurcpoctrainingneeds@cpoceur.army.mil
	
	


Put estimated number of people in each priority








