PTC-Balochistan Assessment Test 
Time: 2 Hrs 15 Minutes
Total Marks: 50

Attempt all questions. The answers should be in asked format.

Roll # ________________________________________

Applied for : __________________________________________

Instructions for Candidates:
Welcome to the assessment centre, the test will approximately take around 2hr to solve and will evaluate your basic knowlede about training design, implementation, facilitation and presentation skills.
· Candidates are required to attempt all the questions and provide answers in the asked format.

· Using of cell phone and internet is strictly prohibited.

· Kindly save all your working from time to time. Test inveligilators/organization will not be responsible for loss of any data of the candidate due to any technical reasons (disconnectivity of the internet/electricity etc). Candidates will be allowed to login again on resumption of his/her internet/electicity only within the given timeframe.

· Kindly conform with the instructions and address any queries you have to the invigilator. 

In case you are found cheating / hampering the process of assessment in any way your test assessment will be cancalled and you will become ineligible for any further positins under the program.

 Section A: MCQ’s (10 Marks)
Attempt all question.
Q.No-1)- Please indicate (circle one) the best answer to each of the following questions:  (1 Mark for each question)

1. Training Design involves;

a) Stating the training objectives

b) Identifying the learning activities

c) Sequencing the activities in which they have to be held

d) All of the above

2. The most flexible type of training in which the employees are trained while performing the task and responsibilities associated with the job is classified as; 

e) Informal training

f) Formal training

g) On job training

h) Off job training

3. The type of training which addresses the issues such lack of interpersonal skills and supervisory skills is classfied as;

a) Innovative training

b) Problem solving training

c) Development training

d) Required training

4. Which of the following is not true about training?

a) Training is independent activity and not related to Organizational Strategy.

b) Training is coherent whole with each program building on the learning from previous program 

c) Training is developed and implemented in partnership with line managers. 

d) Approach Training as a process and not just a program.

5. Training needs assessment is usually related to:

a) Organizational performance

b) Individual

c) Both individual and organizational Performance

d) None of the above

6. Which of these is the benefit of needs assessment?

a) Assessment makes training department more accountable
b) Higher training costs

c) Increased overtime working

d) Loss of business

7. The learners who prefer learning by group work practices are called

a) Collaborative Learners

b) Individual Learners

c) Dependent Learners

d) Associative Learners

8. The following method is used to give to trainees the important information in permanent form for immediate of future use;

a) Lecture method

b) Confrence

c) Written instructional method

d) Focus group discussion

9. The following is not a on the job training method

a) Supervision
b) Job rotation

c) Job instruction
d) Case study

10. Evaluation of training programs to determine how the process and outcomes can be improved is:

a) Summative evaluation

b) Formative evaluation

c) Net cost analysis

d) None of the above
Section B: Planning, training design, execution and coordination
Q.2: Prepare a budget based on the following information for training management and execution in two districts? Make this on excel? 10 marks
Our programme intend to arrange training session at Quetta to train 120 COMNet staff members from Pishin and 200 CBV members from Killabdullah. One training batch must not be exceeding 
25 participants. Each training event will be of 2 days. One training event will be conducted by 2 trainers and 2 provincial monitors will also visit each event. Participants coming from Pishin will be given travel @ 1000 and Per Diem @ 1200/day where as Participants from coming from Killabdullah will be given travel @ rate of 1200 and Per Diem @ 1200 /day also all will be given 2 nights stay @ 3500/night. Trainers and Monitors will be given per Diem only same as of participants. Please prepare a budget for all-inclusive logistics. 
Note: training material will also need to be printed which consists of 300 pages of handouts per participants that may cost @ 1200 per participant including Trainers and Monitors. The training events will be held at Quetta in hotel in which per training hall will be cost @ 7500/event and during training meals and tea will also be provided @ 1200/participant and multimedia and others will be cost @ 8000/event.
Key:
	Budget for  COMNet Pishin & CBV Killabdullah Staff Trainings at Quetta

	 PTC Test

	S.NR.
	Activities
	Rate/Working
	Total Cost in PKR

	1
	Material  Printing
	 
	 

	1.1
	Printing of Material and Stationery -Trainers
	26 copies @ 1200 per copy (300 pages) 
	31,200

	1.2
	Printing of Material and Stationery - Monitors
	26 copies @ 1200 per copy (300pages)
	31,200

	1.3
	Printing of Material and Stationery - Trainees
	320 copies @ 1200 per copy (300 pages) 
	384,000

	Sub Total - 1
	446,400

	2
	Logistics for Trainers, Monitors and participants
	 
	 

	2.1
	Accommodation for all Staff (Pishin & Killabdullah)
	320 participants for 2 nights @3500 per night
	2,240,000

	2.2
	Per Diem for Trainers
	Rs.1,200 per Trainer per day for 26 trainers during trainings by 2 trainers per event
	62,400

	2.3
	Per Diem for Monitors
	Rs.1,200 per Monitor per day for 26 Monitors during trainings by 2 Monitors per event
	62,400

	2.4
	Per Diem for Participants both Pisinh & Killabdullah
	Rs.1,200 per Participant per day for 2 days for 320 Participants
	768,000

	2.5
	Travel for Participants of COMNet from Pishin
	Rs.1,000 per day of 2 days for 120 participants
	240,000

	2.6
	Travel for Participants of CBV from Killabdullah
	Rs.1,200 per day of 2 days for 200 participants
	480,000

	Sub Total - 2
	3,852,800

	3
	Training & Events Facilitation
	 
	 

	3.1
	Hall Charges
	Rs. 7,500- per day for 13 events of 2 days
	195,000

	3.2
	Multimedia, Laptops Rental, Generator Diesel etc
	Rs. 8,000- per day for 13 events of 2 days
	208,000

	3.3
	Refreshment Charges - 2 Tea and 1 Lunch
	Rs. 1200- per day for 2 days for 320 +52 pxts
	892,800

	Sub Total - 3
	1,295,800

	Total  Cost
	5,595,000


QNo- 3: Make a training plan for two days FCWs trainings in three districts of Balochistan namely, Quetta, Pishin and Chaman. In Quetta the total number of FCWs are 118, Pishin FCWs are 142, while in Chaman districts FCW’s number is 140. You have 10 master trainers available for three districts. Each two master trainers can facilitate one induction training event. Five (5) venues in Quetta, 04 in Pishin and 04 in Chaman is security cleared and available. Your programme needs to complete these trainings within one month time (Note: one training must not exceed 25 participants at maximum). Make this plan on Excel sheet. (05 marks)
Please also highlight the key steps (pre-during and post training) you will take to conduct these sessions successfully? (Write in no more than 200 words and preferably bullet points) (05 marks).
Key:
	Sample Training Plan


	Event No.
	District
	Total participants per event
	VENUE Name
	Date of Event
	Name of Lead Trainer
	Name of Co-MT
	Co-facilitator
	Remarks

	1
	Quetta
	25
	A
	 
	 
	 
	 
	 

	2
	Quetta
	25
	B
	 
	 
	 
	 
	 

	3
	Quetta
	25
	C
	 
	 
	 
	 
	 

	4
	Quetta
	25
	D
	 
	 
	 
	 
	 

	5
	Quetta
	18
	E
	 
	 
	 
	 
	 

	 
	Total-Quetta
	118
	 
	 
	 
	 
	 
	 

	1
	Pishin
	25
	F
	 
	 
	 
	 
	 

	2
	Pishin
	24
	G
	 
	 
	 
	 
	 

	3
	Pishin
	24
	H
	 
	 
	 
	 
	 

	4
	Pishin
	23
	I
	 
	 
	 
	 
	 

	5
	Pishin
	24
	F
	 
	 
	 
	 
	 

	6
	Pishin
	22
	G
	 
	 
	 
	 
	 

	 
	Total-Pishin
	142
	 
	 
	 
	 
	 
	 

	1
	Chaman
	24
	J
	 
	 
	 
	 
	 

	2
	Chaman
	23
	K
	 
	 
	 
	 
	 

	3
	Chaman
	22
	L
	 
	 
	 
	 
	 

	4
	Chaman
	24
	M
	 
	 
	 
	 
	 

	5
	Chaman
	24
	L
	 
	 
	 
	 
	 

	6
	Chaman
	23
	M
	 
	 
	 
	 
	 

	 
	Total-Chaman
	140
	 
	 
	 
	 
	 
	 


Ans:
Check for candidate’s ability to think methodologically and the ability to identify the critical facilitation factors that have to be taken into account to make the training successful. 

Reward marks based on the following identified steps to be taken:
Pre Training Preparations

· Budgeting and its approval 
· Ensure that the training is taking place as per approved plan

·  Ensure the availability of Trainers
· Sharing of Training Venue Picture before selection of training Venue with the relevant authority

· Standard training hall with capacity of 25 person arranged 

· Availability of Security at the training Venue ensured

· Availability of seating arrangement (Chairs & Table) 

· Electricity available with back up ( UPS / Generator ) in the training venue

· Lighting in training hall with no noise 

· Proper functional washroom available 

· Heating Arrangement in the training hall in case of need

· Availability of Training Material and stationery (Printer, Camera, multimedia, speakers, White board, Markers, charts, etc.)

· Training participants list available on prescribed attendance sheet

· Communication with participants done at least one day before

· Training material arranged for participants

· Travel arrangement for  trainers

· Driver proper oriented on travel SOP ( Food, Fuel and Stay)

· Stay arranged for Trainers if required

· Advance Payment for expenses arranged
During Training Arrangements

· Security personal present at the training Venue

· Participants attendance marked

· Availability of drinking water, Refreshment and food for the participants 

· Timely arrangement of Refreshment and Lunch

· Training pictures captured as a mean of verification of activity

· Daily reporting regarding attendance of participants to the training focal person on prescribed format

Post Training Activity 

· Sharing of Attendance Sheet with Trainers

· Training activity form signed from concerned authority

· Sharing of Training Report with concerned authority

· Submission of training expense report as per the prescribed SOPs

· Expense claims of training staff Processed

· Training Database prepared by concerned staff and entered into system
Note: Award bonus marks if the candidate is able to identify the stages of training i.e.  Pre, During & Post.
Q- 4: What is TNA? Why it is carried out in an organization. Describe steps and suggest different methods for carrying out TNA with brief justification? Also prepare a general format for TNA (individual assessment profiling) 08 Marks
Definition/Concepts: 

· Training Need analysis is a systematic approach for determining what training needs to take place.

· Gap between the present level of actual performance (Knowledge, Skills, and attitude) and the desired level

· Training need analysis identifies the performance gaps and determines what training will successfully address any skills deficits. 

Why conduct TNA: 

· Effective training program correctly identify and address the training needs: 

· Need to determine what or who need to be trained

· Training need analysis works to clarify training needs

· To design correct effective trainings for target groups

· Establish relevance of the training for staff/workers

· To determine what training will improve performance

· To determine if training can make a difference

· Identify what the general content of training should be 
· Identify the gap between current and required levels of knowledge, skills and aptitude 
· Help to work on areas in which staff/employees needs skill development etc.

Methods of carrying out TNA: 

	Methods
	Justification (sample)

	Review of documents (project documents, appraisal reports, feedback reports and survey reports etc)
	Review of documents is important to understand the organization, requirements of organization, project, tasks of project and JDs of the staff. Or if JDs are not available then task analysis, performance reports of staff in order to understand the performance gaps, feedback and other available survey or previous TNA reports etc. 

	Individual assessment profiling/Questionnaire survey
	In order to collect information regarding qualification, experience, existing knowledge and skills, desired knowledge and skills, performance deficiencies in specific areas, received trainings, training needs of the sample staff or all the staff  (to collect quantitative information)

	Interview and Meeting with Staff


	To collect information regarding job or assigned tasks, performance gaps and training needs of staff as well as their expectations. 

	Consultation and meetings with supervisors


	To collect information regarding the performance gaps of staff, desired expectations and performance standards, feedback and training needs of staff from the perspective of the supervisors

	Consultation/meetings with persons in key positions of the project/organization
	To collect information on the overall performance deficiencies, future expectations from staff and overall expectations regarding training. 

	FGDs
	To collect the qualitative data and to verify the already collected survey information

	Direct Observation
	To understand the individual staff performance at work place. Observation is useful to understand the environment/context in which the staff are performing, as well as to collect information regarding functional and behavioural aspects.


Steps to conduct training need assessment (TNA)

1. Identify problem needs

2. Determine design of need analysis

3. Collect data

4. Analyze data

5. Provide feedback

General Format of TNA

	Full Name
	

	Designation
	

	Date of Joining
	

	Major task of your position
	

	Trainings Received 
	

	Knowledge Based Questions



	Skill based Questions



	Competency Based Questions



	Objective response questions with simple ‘yes’ or ‘no’

	Have you ever attended any training course on polio?
	Yes
	No
	

	Multiple choice questions

	How many times have attended training course?
	1
	2
	3
	4

	Scale Response Questions 

	How important do you feel it is for newly FLWs to participate in orientation program?
	Very important
	Somewhat important
	Neither important nor unimportant
	Not Important


OR

· Determine objective/Overall goal of TNA

· Clarify who are the target audience

· A first step in assessing training needs is to analyze the needs of the organizations for whom the trainee’s work. 

· Collect data on the Expected Performance and the Actual Performance to determine if you have a performance gap. 

· Ask questions to get a better understanding of what the root cause of the performance gap might be.

· Secondly, it is useful to carry out a job analysis: careful determination of job components, identify what is missing to perform the job to the required standards, identify what gaps can be filled through training, and what type of training (formal or informal), and ultimately prioritize training needs. 

	Thematic area/Topic
	What Should Be? TORs
	What is (existing) currently doing
	Gap/needs Assessment
	Trainings Needs
	Proposed Training

	
	
	
	
	
	

	
	
	
	
	
	


· Finally, wherever possible, it is valuable to assess individual training needs (need analysis of the trainees)

· Identify training and prioritize Trainings for improving the performance. 

· Preparation of Training plan on the basis of training needs and its budgeting

Q.5 What is training design? Highlight important considerations to be kept in mind when designing a training programme? (06)
A training design is "a technique of arranging the course content in a logical manner, so as to enable the trainees to learn maximum from the training course". 

Considerations to be kept in mind when designing a training programme:

a) Conduct need analysis of the training participants: identify learning needs through structured TNA exercise
b) Cover all contents of the training programme: A training programme may not be effective, if some of the important contents of the training programme are left uncovered. 
c) Motivating/Interesting Training Programme: A training programme should be so designed so that it motivates the participants, as they are adults and experienced people. They want to learn purposeful, useful, interesting, new ideas from a training programme. 
d) Combination of training methods: It is always good if there is a combination of many training methods, instead of using a single training method.

e) Simple to complex: A training programme should be started from simple contents to help trainees get absorbed into the training activities. If the complex training programme content is taught in the beginning of the programme, creates psychological fear among trainee

f) Logical sequence of attitude/knowledge/skills: The content of the training programme should be such that it changes attitudes of the participants to move on to knowledge improvement and opens the way for development of the required skills among the trainees.

g) Divide into modules: The contents of the training programme should be divided into modules, for comprehensive learning. 

h) Break-up: This emphasis that a certain amount of time is allocated for each of the activities and modules of the training programme. The Break-up of the training content helps trainees to enhance their learning capabilities.

Q. No. 6 Define the following training methods and write at least two advantages and disadvantages of each method? What is your understanding regarding the role of trainer during application of these methods in training sessions. ( 06 Marks)
A. Group Discussion

B. Role Play

	Training Method
	Briefly explanation
	Advantages
	Disadvantages
	Role of trainer

	Group Discussion
	"the process of reaction and counter reaction between two or more than two persons on a common subject with the objective of achieving some specific conclusion or results
	· A group discussion is usually effective in engaging learners and encouraging participation.

· Peer learning is one of the most direct benefits resulting from the discussion method. 


	· Behavioural problems like hurting feelings, jarring personal conflict/etc. may happen in group discussion, if the trainer has not handled the situation and environment properly.

· Sometimes the discussion may be so lengthy that meaningful results may not be achieved

· In some cases the trainees get off the track or one trainee dominates the discussion, then the other trainees feel that the discussion was a waste of time.
	During the group discussion the trainer plays the role of facilitator and poses questions, encourages involvement, manages the environment and summarises the conclusions reached by the group. The trainer should be sensitive to group dynamics so that the learners remain focused and should be prepared to intervene when the discussions deteriorate. The trainer should be careful while handling discussion of controversial topics so as to avoid hurt feelings, lasting anger and frustrated learners.

	Role Play
	which are sometimes called skill practices, provide trainees with the opportunity to apply new skills in a safe environment. Role-play sometimes involves the trainees acting the part of other people so that they can practice newly acquired skills. A "real life" situation is improvised and acted out in front of the group which then they discusses the implication of the performances for the situation under consideration.
	· The role-play method is advantageous only in the following training situations.

· To examine a problem in human relationship.

· To seek out possible solutions to an emotion-laden problem.

· To provide a group with insight into attitudes that differs sharply from their own.

· To practice new skills

· Other advantages include; 

· creates active participation, live demonstration of problem situation in nonthreatening atmosphere for trainees.

· Participants' awareness about the effect of feelings, emotions, etc. are increased by use of this method.

· This method can add variety, drama and fun to a formal training programme.

· It helps improve the learners' capacity to analyze information, demonstrate, describe and explain.

· By playing roles opposite those played in real life, the learner is able to experience the other side of the issues involved.

· A role-play helps the learner understand his own personality and communication skills, and the effect of his attitude and arguments. It also helps him to learn to face criticism and to take credit.
	· As this method relies heavily on simulation of ‗real life' situations, full understanding of the situation by the trainer and very good perception by the trainee are are required for the success of this method. Problems crop-up either with the trainer or with the trainee.


	The role of trainer in this method is of facilitation, giving proper instructions to the participants regarding the and act, noting down the important learning points and giving proper feedback regarding the role play and linking it with the solutions of the problem and learning.


�Please correct the spell error


�This should not be part of the question paper


�Add these two methods as a list





