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Not the work of a single, isolated management consultant,
The ASTD Management Development Handbook is instead a
collection of the best and most current thinking from a wide
range of contemporary management experts. Presented in a
variety of styles and focused on different aspects of
management, the pieces contained in The ASTD
Management Development Handbook nonetheless share a
common purpose and vision: to provide lessons, wisdom, and
perspectives that are deeply relevant for leaders and trainees
in today’s challenging corporate environment.
The ASTD Leadership Handbook is a compilation of insights,
ideas, and tools that will enable individuals, teams, and
organizations to develop their leadership capabilities. Topic
areas covered in the book are leadership competencies,
leadership development, attributes of successful leaders,
contemporary leadership challenges, and broadening the
leadership discussion.
Prepares trainers for the technical demands of the 21st
century. Includes technical training; instructional design;
group training; individualised instruction; skilled trades
programmes; adult learners.
Raymond Noe's Employee Training and Development sets
the standard in this course area. First introduced in 1998,
ETD became the market-defining text within 6 months of
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publication. Its popularity is due to its lively writing style and
relevant examples of the most up-to-date developments in
training, research and practice, including the strategic role of
training and the use of new technologies in training.
Employee Training and Development strikes a balance
between research and real company practices. It provides
students with a solid background in the fundamentals of
training and development such as needs assessment,
transfer of training, learning environment design, methods,
and evaluation. To help students better understand the
relationship between the main elements of the book, the book
is now organized into five different parts. Part I focuses on the
context for training and development and includes a chapter
devoted to strategic training. Part II includes coverage related
to the fundamentals of designing training programs. Chapters
in Part II focus on needs assessment, learning theories and
program design, transfer of training, and training evaluation.
Part III focuses on training and development methods and
includes chapters devoted to traditional training methods, elearning and the use of technology in training, employee
development, and special issues in employee development,
such as managing diversity, succession planning, and crosscultural preparation. Chapters in Part IV cover career issues
and how companies manage careers, as well as challenges
in career management, such as dealing with work-life conflict,
retirement, and socialization. Finally, Part V provides a look at
the future of training and development.
A Treasure of Performance-Boosting Tricks for Trainers! The
best training and development handbook ever published just
got bigger and better! The ASTD Training and Development
Handbook, Fourth Edition, by Robert L. Craig, is bursting with
great new training ideas that'll help you work your magic in
your organization. Top industry leaders give 100s of practiceproven techniques you can use right now to: Develop
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effective leadership skills; Exploit self-directed learning to
meet empowerment, continuous improvement and other
quality goals; Maximize an increasingly diverse workforce;
Select and develop professional training staff; Design
customized instructional systems; Build employee participant
and involvement; Promote computer literacy in your
workplace; Prepare for organizational development and
change; Sell management on the importance your HR
programs; Measure and evaluate training results; Much more!
Revised from its 2004 edition, the new ASTD Competency
Study is your essential guide for understanding and using the
ASTD Competency Model. The ASTD Competency Model
answers the question, what do training and development
practitioners need to know and do to be successful, now and
in the future? And, how do they prepare for that future faster
than ever before? The ASTD Competency Model is the
definitive framework for the training and development
profession; understanding and applying the model is essential
for staying current and relevant in the field. This book
presents the academic research behind the model in a
practical, actionable way. Ultimately, it helps training and
development practitioners add power to their development
plans by honing in on the key competencies and trends that
really matter.

Packed with checklists, advice, and how-to features, The
Virtual Training Guidebook teaches you how to design,
deliver, and implement live online learning. This book will
help learning professionals transition to the online
classroom by taking a holistic look at successful
implementation, including gaining organizational support,
selecting a platform, designing classes, selecting
facilitators, preparing participants, global considerations,
and the logistics required for success. Learn how to
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prepare for a virtual training rollout. Create live online
classes using a three-step design process. Select the
technology that is right for the organization. Select and
prepare facilitators who can effectively engage
participants.
Here's the basic primer on how to grow the 'right people
who are already on the bus' in your organization. This
new book intends to empower training and development
leaders with the necessary tools and understanding to
become catalysts for brining a career development focus
to their organizations by implementing three success
factors: making career development part of the strategic
planning process and extend it across organizational
boundaries, sustain the career development focus
regardless of budget, economic, and short-term profit
goals, and finally, rewarding managers and leaders who
help others reach their goals.
This career development tool kit is for people who want
to take charge of their own professional futures. If you
want to have a career that is meaningful and inspires
you, you must prepare for it the same way you would a
marathon—developing an overall training plan to carry
you through to race day and beyond. This is especially
important in today's unpredictable work world, where
organizations are in a state of constant flux, and many
have either eliminated their employee development
programs or adopted a generic, one-size-fits-all
approach. Skills for Career Success maps the strategies
and skills you will need to take responsibility for your own
future. It provides an overview of career development
basics, including how to write an Individual Development
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Plan (IDP) that is practical and useful to you. The core of
the book is an easy-to-navigate catalog of fifty-one
critical skills, such as communicating clearly, adapting to
situations, advocating for yourself, managing time, and
selling your ideas. For each skill, there are actions you
can take immediately, ongoing practices, and long-term
goals. Beyond the skills, there is advice for keeping your
career on track, mapping a path beyond your current job,
overcoming personal roadblocks, finding your passion at
work, and initiating talent conversations with your
manager. There are also guidelines for managers who
want to bring out the best in their people.
Most managers focus on near-term results, struggling to
find the time and motivation to develop direct reports in
any significant way. Yet fast-paced business
environments demand managers who can grow their
employees' skills. Axelrod and Coyle's work offers
managers guidance on how to develop their staff in
significant ways, while getting results, every day.
The global market is as prominent as ever, and the need
for trainers who can coordinate their training programs
on a global level is growing rapidly. Global Training
shows companies how to research, develop, and
implement an international training program. Organized
to help readers create custom training courses, this
resource offers how-to tips that make application of the
ideas presented as easy as possible.
Based on data from leading experts in the field, this
workbook helps you determine which competencies,
roles, and outputs are vital for the successful application
of learning technologies in any organization. Assessment
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tools and a classification system make it much easier to
determine your needs and pick the right technology. The
CD-ROM provides a competence-assessment tool using
360-degree feedback.
Develop and deliver a robust employee training and
developmentprogram Training and Development For
Dummies gives you the toolsyou need to develop a
strong and effective training and developmentprogram.
Covering the latest in talent development, thisinformative
guide addresses classroom, virtual, and blendedlearning
to open up your options and help you design the
programthat's right for your company. You'll explore the
different modesof formal learning, including social
learning, m-learning, andMOOCs, and delve into the
benefits and implementation ofself-directed and informal
learning. The discussion coversmentoring and coaching,
rotational and stretch assignments, and howto align
talent development with the company's needs. You'll
learnhow to assess employee skills, design and deliver
training, andevaluate each step of the process to achieve
the goals of both theemployee and the organization.
Most employees have some weaknesses in their skill
sets. Arobust training program allows you to strengthen
those skills, anda development program brings all
employees up to the highestpossible level of productivity
and success. This book helps youcreate consistency in
your company by developing and delivering theexact
training and development program your people need.
Develop a strong training and development program
Foster a supportive and innovative work environment
Learn about social learning, m-learning, and MOOCs
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Assess and evaluate your staff more effectively A great
training and development program boosts
performance,productivity, job satisfaction, and quality of
services, whilereducing costs and supervision. Investing
in your employees givesan excellent ROI, as talent
development is a primary driver behindboth motivation
and loyalty. Training and Development ForDummies
shows you how to reap these benefits, with step by
stepguidance and essential expert insight.
Here's the ""must have"" reference book for anyone
involved in training, human resources development, and
workplace learning. Published by the most trusted name
in the industry, ""The ASTD Handbook for Workplace
Learning Professionals"" is a required tool for all learning
professionals. This practical ""go to"" resource is a new
contribution to the field, comprising 50+ chapters, each
authored by renowned industry practitioners. The
handbook offers the most up-to-date methodologies and
practices covering the entire range of the training and
development profession and also includes valuable
worksheets and tools on a companion CD-ROM.
E-learning--the delivery of training and performance
support directly to employees' desktops--is exploding in
growth and complexity. The 2002 ASTD E-Learning
Handbook gives readers the very juiciest, most practical,
most recent articles and reference information from
leading experts and gurus. Covering E-Learning best
practices and useful reviews of the literature, the book
gives guidance on getting better results for dollars
committed to E-Learning and provides a directory of
contact information for key E-Learning organizations,
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sources, conference schedules, and more.
Learning professionals have a love-hate relationship with
measurement and evaluation. On one hand, most people
agree that evaluation and the evolving results can
represent important information. On the other hand, the
act of evaluation seems daunting and beyond their
interest in learning and development. But there is no
arguing that the call for accountability of resource
expenditures is louder than ever. To support learning
professionals as they answer this call, ASTD is launching
a new handbook, Handbook of Measuring and
Evaluating Training. This new book addresses the
mechanics of evaluation from the perspective of a variety
of contributors. It addresses content relevant to the four
phases of measurement and evaluation: planning, data
collection, data analysis, and reporting. In addition,
chapters are included that support implementation of
your measurement practice. Each chapter is written to
achieve at least three learning objectives. A knowledge
check is included at the end of each chapter to ensure
readers gain at least one new insight.
Peer coaching is a powerful process for enabling two or
more people, who share common interests or goals, to
collaborate in helping one another become more
successful in their work or personal lives. This Infoline
focuses on the many benefits the process of peer
coaching can have on the corporate world.
This book is for anyone motivated and driven by the
desire to create improvements within their team or wider
business.
This practical, how-to overview of the entire training
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function provides new trainers with critical training skills.
Use ""ASTD's Ultimate Train the Trainer"" program to
bring new trainers quickly up-to-speed, engage SMEs in
the learning process, and enhance seasoned trainers'
skills with the latest techniques for delivering powerful
training. Following the proven ADDIE methodology,
""ASTD's Ultimate Train the Trainer"" provides a
comprehensive program including options for full-day or
multi-day session agendas, as well as learning activities,
customizable PowerPoint[registered] slides, and
participant handouts. Authored by training's consummate
professional, Elaine Biech, ""ASTD's Ultimate Train the
Trainer"" is a 'must have' for every training manager's
bookshelf.
There are more similarities than differences between
how artists and scientists work. Both ask countless
questions. Both search in earnest for answers. Both are
dedicated to reaching the best results. Not so different
from today's trainers, are they? Elaine Biech, one of the
most highly regarded names in talent development, has
set out to identify the perfect blend of content mastery
and audience insight. The result is this highly informative
book.The Art and Science of Training presents the
science for learning and development, but it also
emphasizes that training success lies in knowing what to
do when things don't go as planned. Discover how top
facilitators always put learners first, even when faced
with exceptions to the rule—the unwilling learner, the
uninformed supervisor, the inappropriate delivery
medium, or the unmanageable performance challenge.
And learn why you must understand people, not only
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content, to ensure consistently exceptional learning
experiences. Science is both a body of knowledge and a
process. Art is the expression of creativity and
imagination. Where they intersect is the best way to help
others learn and grow.
This comprehensive companion volume to the
bestselling ASTD Training and Development Handbook
(Craig, ed.) helps trainers design classroom, self-study,
or technology-based training programs. Delivering the
latest information on how adults learn best and human
performance technology, it shows trainers how to
prepare lesson plans, create visual aids, and deliver
highly memorable presentations.
This comprehensive resource highlights the most recent
practices and trends in blended learning from a global
perspective and provides targeted information for
specific blended learning situations. You'll find examples
of learning options that combine face-to-face instruction
with online learning in the workplace, more formal
academic settings, and the military. Across these
environments, the book focuses on real-world practices
and includes contributors from a broad range of fields
including trainers, consultants, professors, university
presidents, distance-learning center directors, learning
strategists and evangelists, general managers of
learning, CEOs, chancellors, deans, and directors of
global talent and organizational development. This
diversity and breadth will help you understand the wide
range of possibilities available when designing blended
learning environments. Order your copy today!
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use guide to help them through the process of designing,
producing, implementing, delivering, and evaluating
training programs. Training Design & Delivery is intended
to be that simple, single-source guide for every trainer,
training manager, and even the occasional trainer.
Author Geri McArdle provides an easy-to-understand
20-step training system model, along with dozens of
useful standard forms and client memorandums, step-bystep methodology checklists, and other job aids. It
features a comprehensive trainer's toolkit that provides
tips and techniques on subjects ranging from internal
consulting to course construction, to games and
retention exercises. After reading this book you will be
able to answer the three most critical questions facing
any training professional: What content should be
included? How should the material be taught and
delivered? How can you ensure that the training is
working?
Your Talent Development Atlas If you’ve been directing
your organization’s talent development effort during the
last few years, you might think you’re on a journey
without a map. There are few published resources to
guide you in a challenge that many experts promise will
only become more urgent, and necessary, in the coming
years. Elaine Biech, a legendary leader in training and
development, understands the road ahead and has
partnered with ATD to present a new book that will point
the way—ATD’s Foundations of Talent Development:
Launching, Leveraging, and Leading Your Organization's
TD Effort. Biech imbues this comprehensive volume with
the energy and passion she has manifested in a career
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spanning more than three decades. In her hands, you
have a trusted adviser who provides guidance,
leadership, and direction to your organization. Biech
painstakingly guides you over 36 chapters—taking you
from developing your talent development strategy,
creating an operating plan, and reinforcing your
organization’s talent development mindset, through
design and delivery, measurement and evaluation, and
preparing for the future. No matter where you are in your
development, you will be able to pick up this book and
select chapters that describe how you can help your
organization. What’s more, Biech has included a new
customized model to assist you. Plus, she’s invited
dozens of her friends and colleagues to contribute—wellknown authors, ATD subject matter experts, and icons in
the field—to present a cross-section of voices and
approaches in the field. In 2018, ATD celebrates its 75th
anniversary by delivering ATD’s Foundations of Talent
Development, its first published reference to the
profession it leads and supports. Think of this book as
your professional atlas.
Get Started Now. Take Action. Staying ahead of change
in the world, your organization, and your profession
requires action. You learned a lot to launch your
organization’s talent development effort. As you position
it for the future, what you need to know grows
exponentially. As futurist Ray Kurzweil once said, “If I
take 30 steps linearly, I get to 30. If I take 30 steps
exponentially, I get to a billion.” How do you prepare for
exponential growth? In ATD’s Action Guide to Talent
Development: A Practical Approach to Building
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Organizational Success, industry expert and bestselling
author Elaine Biech lays out the steps you can take. The
companion volume to ATD’s Foundations of Talent
Development: Launching, Leveraging, and Leading Your
Organization’s TD Effort, this book follows an eight-step
framework for defining your organization’s learning
foundation through preparing for the future. You are your
organization’s trusted advisor, and Biech offers practical
questions, organizational assessments, and tips for each
step you must guide your organization through. She also
presents the newest thinking from university educators
and researchers that organizational experts have relied
on for years, as well as from industry practitioners and
luminaries in leadership and development. Open this
book to any page. Jump in where you think it will be most
beneficial to you or your organization. Whether you work
inside a company or as an external consultant, whether
you work for a large organization or a small one, whether
you are launching your first talent development effort or
fine-tuning a function that’s been in action for
decades—you are sure to find valuable concepts,
designs, and ideas. Get started now. Take action. Table
of Contents: I. Identify and Clarify the Organization’s
Learning Foundation 1. Your Organization’s Learning
Culture 2. Leaders Champion Learning 3. Employees
Value Lifelong Learning 4. Everyone has a Learning
Mindset 5. Clarifying Your Organization’s Readiness II.
Develop a Talent Development Strategy 6. Build a
Business Case for Learning 7. Enhance Your
Organizational and Industry Savvy 8. Expand Talent
Development’s Role 9. Partner with Business to
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Become Trusted Advisors III. Create an Operating Plan:
10. Align TD to the Organization’s Needs 11. Manage
the TD Function Like a Business 12. Balance Services
and Budget 13. Leverage Technology for Learning IV.
Reinforce an Organizational Talent Development
Mindset 14. Evolving Your Organization’s Learning
Culture 15. How Your Organization Learns to Perform
16. Managers Develop their Employees 17. Employees
are Accountable for Their Development 18. Talent
Development Professionals are Consultants V. Design
and Deliver Learning 19. Stay on the Cutting Edge of
Contemporary Design and Delivery 20. Select the Most
Effective Formal Learning 21. Support Learning from
Others 22. Encourage Learning On-the-Job 23. Explore
Other Services Provided by TD Professionals VI. Fortify
the Learning 24. Empower Employees to Learn 25.
Enable Social Learning 26. Coach Managers 27. Foster
Persistent Self-Learning 28. Develop Your TD Staff VII.
Define and Measure the Impact 29. Demonstrate
Organizational Impact of TD 30. Identify Evaluation
Methods 31. Start a Meaningful Evaluation Process 32.
Plan for the Future of Evaluation VIII. Prepare for the
Future 33. The Workplace of the Future 34. The
Workforce of the Future 35. Talent Development Future
Trends 36. Guiding Your Organization’s Future
Appendix A. Worksheets and Checklists Appendix B
Contributor Bios References Author Bio Index
In today’s parlance, smart board is the new chalkboard
and for the profession of training and development, this
new, 2nd edition of the ASTD Handbook is the MUSTHAVE resource for every practitioner. The ASTD
Page 14/18

Online Library Astd Training And Development
Handbook
Handbook (2nd edition), more than a year in the making,
maintains the authentic credibility of ASTD’s first
Handbook (2008), incorporates the new competencies of
the profession, and includes more than 50 chapters
authored by the top professionals in the T&D space. This
all-new material is not just the "best of," but it is the
BEST there is. Together with the first edition it
represents the essence of the training practice with solid
how-to content, plus tools, resources, technology, and
more. Spearheaded by expert trainer and worldrenowned author, editor, and speaker, Elaine Biech, this
is an essential title for your training library. It’s YOUR
Profession, OWN IT!
Virtual training and instruction has allowed students from
different continents to learn simultaneously from a
distinguished professor, as well as dispersed employees
of a transnational company to participate together in
training seminars. Because of this unprecedented
flexibility it has provided for today’s learning
professionals, virtual training is undoubtedly here to
stay--which means designers and facilitators need to
learn to adapt their programs and delivery styles if they
are going to be as effective virtually as they are in the
physical classroom.The Successful Virtual Classroom
goes beyond merely introducing the technology that has
already become commonplace in many areas of society
today, and instead seeks to offer trainers proven
techniques tailored specifically to engage line online
audiences. By being shown how to best utilize some
easy-to-use tools, checklists, and worksheets, readers
will learn how to:• Make the most of virtual classroom
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features such as content and screen sharing, annotation
tools, polls, and breakout rooms• Weave chat responses
into the discussion• Compensate for the absence of
body language• Monitor feedback• Engage individuals
with different learning styles• Encourage audience
contribution• Meet the unique needs of global
participants• And moreFeaturing case studies from
Oracle, UPS, and others who have maximized this new
medium’s potential, as well as icebreakers and
interactive exercises designed for an online environment,
this book helps readers create programs that truly drive
learner engagement.
This handbook aims to provide trainers and managers
with the information they need to select the most
effective instructive technology for their training and
development needs. It provides a practitioner's view of
each area of instructional technology - analyzing the job
and task; analyzing performance; designing instruction;
identifying, selecting and training instructors; evaluating
programs. Readers will find hundreds of basic
techniques, valuable hints, checklists, graphic
illustrations, and practical real-life examples to help them
deal with the myriad of choices available and maximize
training effectiveness.
Thoroughly updated and revised, this Second Edition is
the only book currently on the market to present the most
important and commonly used methods in human
resource management in such detail. The authors clearly
outline how organizations can create programs to
improve hiring and training, make jobs safer, provide a
satisfying work environment, and help employees to
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work smarter. Throughout, they provide practical tips on
how to conduct a job analysis, often offering anecdotes
from their own experiences.
Create stunning digital media quickly and affordably.
Shaky camerawork and scratchy audio just won’t cut it
with your learners. But can your time- and budgetconstrained training department produce the polished
media they expect? Absolutely. In Rapid Media
Development for Trainers, veteran trainer and author
Jonathan Halls uses his experience running the BBC’s
prestigious production training department to help even
the smallest learning team dazzle. Whether you need to
build a training program, blend your offerings, or flip your
classroom, this book will help you make learning
dynamic with rapid media techniques. Free of overly
technical jargon, Rapid Media Development for Trainers
is for novice and expert learning professionals alike. It
explains essential learning and media concepts and
adapts standard production practices to your work
schedule. You won’t need to max out your budget on
expensive equipment, or stress over camera models and
editing software. Use simple tools—some that you already
have—to create video, audio, and online content while
avoiding common missteps. Turn once uninspiring
training programs into riveting learning experiences that
incorporate compelling video, crisp podcasts, and eyecatching presentations. Discover: · why planning media
production always beats out winging it · which costeffective tools can deliver high-quality digital media ·
what visual, auditory, and graphical concepts are
indispensable during creation · how you can pull all your
Page 17/18

Online Library Astd Training And Development
Handbook
media together and edit it for a complete learning
experience. Boost your production and content quality
with this ultimate guide to fast and affordable media
development.
This volume offers a simple, systematic guide to creating
a knowledge sharing practice in your organization. It
shows how to build the enabling environment and
develop the skills needed to capture and share
knowledge gained from operational experiences to
improve performance and scale-up successes. Its
recommendations are grounded on the insights gained
from the past seven years of collaboration between the
World Bank and its clients around the world—ministries
and national agencies operating in various sectors—who
are working to strengthen their operations through robust
knowledge sharing. While informed by the academic
literature on knowledge management and organizational
learning, this handbook’s operational background and
many real-world examples and tips provide a missing,
practical foundation for public sector officials in
developing countries and for development practitioners.
However, though written with a public sector audience in
mind, the overall concepts and approaches will also hold
true for most organizations in the private sector and the
developed world.
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