Your Total Training Resource

Essential Internal Training Skills and Techniques
Navigating through the turbulent seas of internal training is becoming increasingly challenging and more
complex. Internal demands are growing exponentially, while resources are shrinking. This reality places
an incredible burden squarely on the shoulders of the HR or Training Department.
Frequently companies are solving this dilemma by appointing interim, ad hoc subject matter experts
(SMEs) who assume either partial or total responsibility for training programs. In some cases the SME
may be responsible for only course content, but more and more they are asked to participate in the
delivery of these training sessions as well. When these assignments are made, SMEs often quake because
they’ve never trained or facilitated before. They are willing to jump in and help, but worry that they don’t
have the skills or the training to succeed. You worry that these trainers, although armed with technical
knowledge and good intentions, will meltdown when they’re asked the first tough question. Where do
you, the HR or Training Manager, turn in order to get these SMEs up to speed?
Essential Internal Training Skills and Techniques is a one day workshop that will introduce the new
internal trainer or subject matter expert to the skills necessary for them to be a successful trainer or facilitator. Essential Internal Training Skills and Techniques will cover core skills such as how to create
rapport with your learner, how to communicate learning objectives, how to introduce a learning activity,
how to ask the right question, and how to engage and reengage the adult learner.
Key Learning Outcomes
• Understand the basic principles of adult learning
• Learn how to prepare before the session
• Know when “fun” becomes counterproductive
• Learn how to create rapport with the learner
• Discover how to create and deliver a winning icebreaker
• Know how to engage and reengage the adult learner
• Learn how to minimize the negative impacts of unattentive learners
• Know how to lead an effective class discussion
• Learn how to ask the right question – each time, every time
Who should attend?
• Training managers responsible for internal training
• Subject matter experts new to the trainer role
• Human Resources professionals
• Existing internal trainers
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Registration Information
Time: Workshops scheduled from 9:00 a.m. to 4:30 p.m.
Pricing: 1-2 attendees $295 per person, 3+ attendees $255 per person.
Location: OLC Education & Conference Center (The name on the building is AAOS.),
9400 W. Higgins Road, Suite 100, Rosemont, IL 60018-4975.
The parking garage next door has free parking with validation, available at the front desk.
Click here to download a map and directions.
To register or for additional information either email, phone or complete the online registration
form. Email: Ken Keller at kkeller@c-kg.com or Dean Carroll at dcarrroll@c-kg.com or Phone:
(630) 495-0505 or (800) 869-7497.
Register online: Complete form by clicking here. If you register online, a confirmation email
will be sent to you with next steps and payment details. Please note we accept checks as a form
of payment.
To see a complete list of our current workshops click here.
Customized onsite workshops are also available.
Please contact us with any questions or concerns you may have. Email: Ken Keller at
kkeller@c-kg.com or Dean Carroll at dcarrroll@c-kg.com or Phone: (630) 495-0505 or
(800) 869-7497.
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