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Course:
Train the Trainer and Train the IT Trainer
Duration:
3 days

Objectives:
This course is aimed at anyone involved in delivering training who wishes to improve their ability to prepare and deliver effective courses.  The course itself is a series of theory sessions, workshops and practical exercises.  Video feedback can be provided if required for practical sessions.
Pre-Requisites:
No prior knowledge is required

Topics:
DAY ONE

· Introduction - What is Training

· The Learning Process

· Learning Ladder

· Learning Styles

· Left & Right Brain Learning

· Accelerated Learning Techniques

· Memory

· Short Term and Long Term Memory

· Types of Memory

· Memory Techniques

· Why we forget

· Memory Aids

· Planning a Training Event

· Training Needs Analysis & Objectives

· Course Content

· Instruction Style

· Event Preparation

· Feedback & Evaluation

DAY TWO

· Practical - Training Session with evaluation

· Delivery

· Preparation

· First Impressions

· Communication

· Words

· Tone & Emphasis

· Body Language

· Feedback

· Mind Breaks

· Question Handling

· Starting the Course

· Ending the Course

· Tools of the Trade - Whiteboards, Flipcharts and Projectors

DAY THREE

· Practical - Training Session with evaluation

· Handling Nerves 

· The Trainees

· Delegate Comfort

· Different Skills

· Difficult Attitudes

· Difficult Questioners

· Recap of the Training Process

· Course Summary
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