3/8/06


USA Organization Training Agenda

Electronic Communication and Phone System
Objective:  To train new employees on the use of the organizations electronic communication and phone system.
Preparation:  Each participant is to come prepared to participate in a demonstration of the electronic communication function and the phone system at the USA Organization.
Instructors:   Jane Doe
                       Janet Smith
	8:30 a.m. – 8:45 a.m.
	Introductions
- Pass out training materials/PowerPoint
- Survey class to determine experience level in using phone  

   system
Questions (throughout)



	8:45 a.m. – 10:15 a.m.
	Students will view a video of the functionality of the phone system

-PowerPoint presentation of the manufacturer’s manual of the phone system to include physical features of the phone system functionality of the buttons, lights, connections, and digital readouts.
- Discussed of the USA Company phone policy.
Questions (throughout)



	10:15 a.m. – 10:30 a.m.
	Break (15 min.)


	10:30 a.m. – 11:00 a.m.
	Demonstration of Skills to complete each function 
- Answering calls
- Transferring calls
- Placing calls
Questions (throughout)

	11:00 a.m. -  12:30 p.m.
	Practice skills in groups
-Students will demonstrate their skills in completing the steps using the equipment.

	12:30 a.m. -   1:30 p.m.

	Lunch

	1:30 p.m. –    2:30 p.m.
	Questions from the morning session
PowerPoint on “Understanding How People Communicate Effectively” – show examples of organization e-mails, how to create, retrieve, send, and save e-mails.


	2:30 p.m.  –  3:00 p.m.
	Video of USA Organization Communications Policy.
-Discussion on the different forms of communication methods 
voice mail, e-mail, text messages, etc. 

	3:00 p.m. –   3:15 p.m.
	Break (15 min.)

 

	3:15 p.m. –   4:00 p.m.
	Practice skills in groups
-Students will demonstrate their skills in completing the steps for creating, retrieving, sending, and saving electronic communication.



	4:00 p.m. –  5:00 p.m.
	Testing


	5:00 p.m. –  5:30 p.m.
	Students receive certificates and access codes


	
	


The training agenda includes as much information to help inform the new employees of the policy and procedures for electronic communications and the phone system for USA Organization.  “Successful training begins with a clear agenda based on established learning objectives.  Technology has created a workforce that is use to instant access and personal choice, requiring an agenda that is fast paced, interactive and with clear personal and professional value” (Nester-Harper, 2012).  This one day training session will include both instruction plus hands-on demonstrations for the students.  To determine the ability level of the students, the instructor will take a survey of the class to learn the experience of each student as it pertains to the phone system and electronic communications workflow.  The class is diverse with a wide range of students to include different ages, and educational levels.  Training of diverse learners “offer a powerful resource for everyone to learn more – in different ways, in new environments, and with different types of people” (Saravia-Shore, 2008).  The PowerPoint presentation is to provide a clear understanding of the requirements for employees when using electronic communications and the phone system within USA Organization.  The training session will include a Spanish interpreter (who is the assistant) to translate some of the material.  A video will be shown to cover the functionality of the phone system.   The video will include close captioned capability for the hearing impaired.  Along with the video and the PowerPoint presentations the students should get a well rounded explanation of the phone system.  The training session will also include a discussion of the phone and the electronic policy for USA Organization.  Students will be put into groups based on their ability level when they are in the practice sessions.  Students with knowledge of electronic communications or the phone system will be asked to assist with the other students in mastering the skills for the two communication systems.  Students should be able to demonstrate their newly acquired skills on the electronic communication function as well as the phone system of USA Organization.  Students can ask questions throughout the training session.  The training facility is handicapped accessible to include the area in the classroom where the student with the disability is sitting for the training session.  Students will also receive in-depth instruction on the electronic communication function for the organization to include creating, retrieving, sending, and saving emails, text messages, etc.  Students will receive a test at the end of the presentation.  Students will have 30 minutes to complete a test that will include 15 multiple choice questions.  Students will also have to demonstrate the use of the phone system and how to use the electronic communication workflow.  The requirement of USA Organization is each student must pass the test on the phone system and the electronic communications workflow to obtain an access code.  This access code will provide the new employee access into the organizations communications.
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