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Training of Trainers



: Train Of Trainers TOT program
Program profile _
Delivered by: Program Instructor

Duratlon Five days

Number o ek=lgiiaf e plisi 15-20 participants

\Wglelsialeli] e Re-1ailelloE1 s Head or assistant of department .

A potential Supervisor or key employees
who have responsibilities for training team
members

Training of Trainers

Course Brief » The purpose of this program is to build

and strengthen the capacity of the

participants on the way of how they

could deliver service performance as

per standards required for their team to

develop their qualification.

Learning Objectives On successful completion of the program

participants will be able to:

» Recognise situation in their workplace
where training needs to take place.

» Have the Capability to Carry out and
deliver a session on job or off job

training .

» Talk confidently in front of a group of
people.

» Check how effective the training has
been.

> Elevate the new team members’ basic
required skills ,attitude



Day 1

Day 2

10:30 am

11:30 am

13:00 pm
14:00 pm

15:00 pm
15:15 pm

17:00 pm
10:30 am

11:30 am

13:00 pm
14:00 pm

15:00 pm
15:15 pm

17:30 pm

Introduction

Group registration
Self-introduction
Program objectives &
overview

Benefits of training

Day

Lunch Break

Qualification of a good
trainers
Understanding the job
and the job description
Standard Operating
procedures

Day 3

Break

How people learn &
Learning style

Adult learning needs
Four methods of training
Closing session

Required
Skills/Competencies for
good trainer
Communication skills

Day 4

Lunch Break

Break

One to one training
session

Practice 1 Day S
Select one of your job

tasks to perform as skills

trainer maximum for 10 -

15M

Closing session

Train Of Trainers’
Programme Agenda

10:30 am

11:30 am

13:00 pm
14:00 pm

15:00 pm
15:15 pm

17:00 pm
10:30 am

13:00 pm
14:00 pm
15:00 pm
15:15 pm

17:30 pm
11:00 am
12:00
noon
12:30 pm

15:30 pm

Reviewing day 1,2
One to one practice
On job training
Training scheduling
The four training steps
Lunch Break

Trainers vs Coaching
General orientation
Break

Public Speaking
Audio visual aids
Trail Practice 2
Closing session

e  Group training

e  Training interactive
Lunch Break

o Room controlling
Break

o Practice 3

e Closing session

o Program summary
reviewing

Break

. Final exam

o Photo shooting

o Program feedback

e  Closing the program



Final Exam 70%
Practice 25 70% 18
53



Time to ask
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Ground Rules

O Report on time morning Lalua daaal) cdgll & ) glaall
O Participate 4 L
O Turn off electronics 5 Cralia) Juo gall S CalaLy A8

(silent or vibrate) (5158}
O Limit side conversations dadlall ctidlaall (ye aal)
O Have fun! ) it
O Return back from break on aaal gl B da Au) (e B gal)

time



Current Job:.....ooooviiiiiiiiiiiieeeeee "‘/&

Hospitality Experience.............ccccceeuu.....

Program expectation :..........c.ccovuerrnnnnnn.ne.



Why you are here?

Why have you been selected to
attend this program?

What do you expect to get out of it?

Your company investment in its
people.

* Increase yourself awareness
« Develop your skill set.

« Become more effective trainers and

managers.

« To recognise strengths and
development needs.

« Establish and maintain the company

brand standard.
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The purpose of this Tl 1% e pa A

program
s to build and strengthen 33 el geliy s @
the capacity of the g | I T TRV 21 | I PP IV |

participants on the way of 5, 4l L& LINA (e aeiSa
how they could deliver & 5 deaall ool 48 Jaall

service performance as oy e

. il 4y glhaall julaall
per standards required 7 ~ \g“ .
for their team to develop S B0

their qualification



The way of success


Pyramedia - Timeline _ Facebook.mp4

TOT Overview dale 5 i3

1- Training Overview Gl e dals 3 0 -1
2- Four-Steps Training Method <l ghi g )l e qu i) 44, b -2
3- Learning alal) -3
4- Communication Sl gl -4
5- Orientation da gill-5

6- Using Audiovisual Aids Ay ) dgmand) Jilea g al2din) -6
7-One-On-0One * g Al ) 7

8- Group Training Training Slaall oy 3-8
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Objective

Eutl‘:z':a;:’cé ::tfi:;wis session, :Uﬂ d w COFM‘ 0& Mﬁ@ ‘.ﬁ

,‘J’Z"::f‘?g" have the training % Jm‘ C)-A Jj‘ Jél‘ S &Jﬂ‘ _1
J ol Ga Liial) a2

| The Objective.....

} By the end of this session, you will
identify

1. The Purpose & Benefits of
training.

2. Who will have the training
benefits 14




What people said
about training



| have no time to ]

It iSs common train !
sense !

have told him a thousand

If | have told him once, | J
mes !

Training is not my
job !

Training is a waste
of time !

It is obvious ! ]




Vicious Cycle

AP K
J“-‘ JA Lack of
time to

train

Correct Untrained
Errors staff

Longer

completion



The main Purpose Of
Training
TR | PR IV IR

Standards

Service
Safety



1- Standards.
)._HLMJ\

1-Define the tasks required
from the team member with
acceptable performance
specification

2- Elevate the team
performance up to the level of
professional performance.

3- Establish the professional
performance to be the standard
credo as property performance
in general.

(e A slhaal) algall aaas

OsS (A) ia) lal) s
sLital) elay Culill Ll
dale



2- Service(4aail)

» What makes the Hospitality dlual) delia Jann L..gﬂ\ o>
Industry Different. Galiag
» How Guest feedback is used as Cilalas aladinl oy (S
a Measure of Service. iaadll juleaS oY 3l
» The Difference between Lasl) u—*—* GSoAll
External Guest and Internal X
Al Jaeadl g o AN
Guest. o ' a >
»Modeling Behavior of Subaal L dada B

appropriate Service Standards. X X
PRIop Aial daaall

20



3- Safety(4e>tudl)

Maintain their Own
Safety.

Maintaining Guest and
organization Safety

Recognize Safety
Hazards.

React in the even of an
Emergency.

s Ao Jalial)
Aual Al

sl Aadw o Bldal)
o gall g
Sl e ca adl)
sl skl s gﬁ Je il



' What are the Benefits of Training?
And for whom?

?oal s S il Bl s L



BENEFITS OF TRAINING

Trainee < iall
Guest —ixal
Propertyesw sl
???

?297??



Benefits Of Training
i) Jé

Benefits Benefits

Property
v o

tralnee
&.\JM\

Beneflts

Guests
& Slaall



BENEFITS OF TRAINING

EMPLOYEE als gall
Improves self-confidence il A8y
Increases motivation levels orbeadl b gl (e A
Improve morale 4 siaall = 5 )l 2d y
Prepares for Promotion 438 il AR Az

Reduces tension & stress w\ LM\J JJJ"M o dh”

i- ~B
~ ~

—_

il =
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BENEFITS OF TRAINING

SUPERVISOR oyl

Has more time for other tasks A algal S8 511 e 2y Jal) 4l e

Can take more responsibility A g el (po 2 3all Jani o) Sy

Improves Career potential Adahs o)l CLISLY) fny o

Builds a strong department team SRR B A S e
c_u.:_d\ UA dje_q °

= \T L el cplaall & 5 e Iy

‘)&Y\j‘\_ﬁ.\j‘@u ®
o.lg;u\ﬂ)\.cjﬂ °

Decreases absenteeism

Reduces turnover
Builds trust and respect &

Promotes good relationships

26



BENEFITS OF TRAINING

GUESTS
Provides high-quality products

Provides high quality services
Makes their visit more pleasant
Prepares for promotion

Value for money

e A Al

pasall dlle Ciladia jh g
33 sall dalle Cilaad aagy
lelia) ST agi )l dea

| 58 o 2l O)J*ﬁ‘ﬁe@*%g
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BENEFITS OF TRAINING

* Property
Increases productivity
Reduces costs
Improves career potential
Creates a better image
Reduces safety hazards
Increases referrals
Builds repeat business







8l Y

: '6)2:\;..&\ sl Al L“é
malill ool i agd
L ) (aila gl) ddda gl agd m

At the end of this session you will
be able to :

» Understand the qualities of
a successful trainer

» Understanding the job(s)
you train ...

30



2 Qualities of good trainer
Aall Gl Clda (R La

Remember the best teacher
or trainer you did meet in
your life?




LBt 4 g pall CLEMAY) g <l jlgeall g i laal) A Le cilalia¥) s

e&aﬂ\ dalac 2 Lt jlaa g
49 Ja.Al\ <) JLQ.AM él j-L-u ﬂg Jh
4513 Adladl) g adal) Jadl) £ lainy) 5 g8 A Uiy oy oSat
Baamiall CifelsAl) Jladl) Sual il Aabiiional) <l iy algly
Cila glaal) eIl g SEil gk Jladll slaadl Janl) a9 (el Jual gill
L0 A gal) aladl) <l jlgea Csalaiall

o Jya gl

Identifying the needs
What knowledge, skills and attitude are essential to be transferred and
practiced in the learning process?

Motivation and self- efficacy Active listening To serve as a role model
Multiple intelligences Effective communication To inspire future achievements
Methods and techniques of the Effective teamwork To communicate positively To
non-formal learning Skills for self-directed communicate positively and

encourage learners
To follow a timetable



Required Skills/Competencies

’Organizational
‘ SIIE

Communication
&

Inter-personal Skills

Results
Focused




Qualities of good trainer aall G lall Glda

Has a self-confidence. il A
Patient. . yuall
Flexible. 45 g yall
Enjoy teaching. Lol Al
Respected by trainees. O3l o) il
Has a good sense of humor Gl galS Lgaaiind ¢ aile ) T 5 il
and use it as a training oyl
tools. o1 5 e da clBe e J guanl
Get along well with Ll e dakis g

different types of people.

34



Qualities of good trainer

Display a consistent
positive attitude.

Are enthusiastic about
training.

Are enthusiastic about the
department and the
property.

Have a personal
commitment to excellence

In all areas of performance.

Have a working knowledge
of job skills and
procedures.

Make decisions and solve
routine job-related
problems.

Effectively organize work
tasks and accomplish
duties on a timely basis

Ala) Al sa (e

dos sall 5 andll poania

b il i o) ) 4l
1Y) Yl &

Jaids gl calel aYl el el

JSLaal Ja g el ) el 3l
Jaxlly dalatial) 4315 5 )l
Jlab J5 Janl g ool
S A g T PN Y B PN

" I

35



Qualities of good trainer

* Interact well with a2 JS4 el
other departments. s A &l Hlayl

= Listen well sl o Ly

= Has a good ) o
communication skills. Sl Jual 5il) 3 s
Spend the time Cualiall 8 o) ylaal

necessary to properly ] s B
train employees D) RYRRAZIIVE NI

+ Invite trainees to ask ol U'“JM\ o
questions ALYl



Qualities of good trainer

invite trainees to find Ay Guodiall ecam
better ways to do things. G5kl Joadl
Praise even a smallest : TR

“lalanll \ AV
success. Slalaill jal (o madl
Encourage and support (il padigacalm
trainees. 4"“,, 050 ¢l N I\ dghj -
Share-personal e RISV
experiences and even , _‘J.Ld\
mistakes with the U'HJ
trainees. ot Y ik gal) Bl =
Reward employees for 4y il

training achievements



Type of bad trainers &€ » il e sill (any
Qﬁ).&aﬂ
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Al S A

Understanding the job(s) you
- will train ...

Jub

Job description b sl aledll
Task list algall A\
Task breakdown aleall Jralds

Training from experience < pall JMA e il
Training up to standards el Je e il

40



Job

;—%S;So S/?erii?\d out by a particular Lo sy Sl algal
the completion of his allotted Sl il 54
duties L.é daraiall M\A}‘j

within the setting of his work 43 dalall Jaall 24

environment

Job Description

A Statement which shows the alall (jia a5
general purpose of a particular .., _| S alada g dauds N
job and an outline of the main a R Zu;_\z)j\
duties involved " "

41



Example

JOB DESCRIPTION

 Position: Bar Boy
 Department: Food & Beverage

* Reports to: Bar Waiter/Bar Captain
e Summary:

« Attending to all the basic preparation and service in beverage department
 Responsibilities:

« Cleaning certain specified areas in the bar and service area.

« Stocking and restocking service stations.

« Stocking and restocking beverage using the FIFO system

« Clearing and laying the bar.

« Make mise-en—place eg. Bar items, sliced fruit

* Brings down dirty linen to the laundry.

* Preparing bars for opening and closing.

« Preparing and polishing silverware, glassware

« Serving or assisting the guest.

« Removing used glasses bringing to back area

« Taking part in team activities with other departments.

« Collecting items from store requisitions and restocking the bar



Task

Personal grooming and appearance
Uniform standard

Table plan

Table set up breakfast

Table set up Lunch / Dinner
Serving Tea and Coffee

Welcome, greeting At the restaurant entrance
Carrying and loading the tray

Side station

Breakage control

Refreshing salt and pepper
Taking Beverage order
Presenting the Menu

Serving Beverage order

Taking food order

Serving food order

Debrassag

Standard of changing ashtrays
Opening wine and Champaign
Serving wine and Champaign
Beverage knowledge

standard of presenting the cheque
Methods of payment

cheque procedure

Farewell

Shift handover

Closing procedures

Storage of equipment

Standard of crumbing

Folding napkins

Linen procedures

Changing Table cloth

Micros

Reservation by phone / answering the phone
Escorting the guest

Greeting the guest at the table
Serving hot Beverage

Check guest satisfaction
Leaving the table

Fire and emergency procedures
F&B terminology

Operating equipment

Opening procedures



SOP

Standard Operating Procedures



BREAKFAST SERVICE:

GREETING GUESTS

 Always greet guests at the Welcome desk

«  Within 30 seconds

«  Warmly (“Good morning!”

« With eye contact and a smile

« If you can’t welcome a guest immediately
»» When you do greet them apologize for keeping them
waiting

« If there’s a line at the Welcome desk

»» Apologize to everyone waiting

»» Keep everyone informed about how soon they can be
seated

» Greet each guest by name if you know it; if you don’t

»» Politely ask their name

»» Cross-reference against the room list and match name
and number

»» Use the guest’s name until seated

* If you know your guest’s language, welcome them in it; if
you don’t, use English

 Ask the guest if they would like a complimentary
newspaper (but only if copies

are still available)

* If guests must wait to be seated, invite them to wait in a
comfortable area



Questions?




How people learn

3_8Y) alaiy (A



Ingredients of successful learning

Feedback
Digesting

Prof. Phil Race 1994




The Learning Process

1. Recognize the

need to change

5. Achieve

change

4. Reflect on
learning - has
it worked?

| %

¥
P

4

2. Decide
how to
achieve

~the change

3. Learn - by
reading, listening,
observing,
practicing




Confucius said (about 500 BC)

“What | hear, | forget.
What | see, | remember.

What | do, | understand.”

50



@% Remember’s game

20 .‘




LEARNING

People remember: r o) sy
10% Read 5:1 8 .10
20% Hear el 720
30% See J5il 730
50% See & Hear Ly I / 50
70% Talk with others & “M‘ ’ ZS\

o DA
80% Doing N 6\:&‘ 7 80

95% Teaching others 3 .
° ° 3 AY) adlai 7 95






Learning styles

v'Visual (to see)

v'Auditory (to hear)

v Tactile (to do)

(S8)

(&Lu.d\) Q,uwn/

(J2d1) ualll/

54



What Is your Learning style exercise

Ex. Page 42

ol What Is My
W/ | Learning Styie ?



alBaadal) cpgail Al e S|

> Are more likely to Take Notes. Jyaill
» Tend to sit Front of Classroom. Sl aglge g la LIS
» Often Close their Eyes to dad gil) 2 gl (e BAEILYY -
Remem.ber. | OelNL Al Al (a9 all g
> Benefit from lllustrations and X ) i X
Presentations that Oy LadiS (o lbLLa -
use Colors. Gl

» Find something to Watch when A galady La Aoy 2 S n
they are Bored.

» Like to SEE what they Learn.



2- Auditory Learners

Srand] ¢y galaial

| Elaad) dliSay S (uglad) >
> Sit where they can Hear, i) () caadll gl dagar >

» Hum or Talk to . _‘jj:dg&um
Themselves when they S Qa8 o) Jady
are Bored. Aoghd A8y oy cilaglaal) S )

» Prefer to Read aloud to
remember.

» Remember by
Verbalizing information.



3- Tactile-Kinesthetic Learners

GO9S adl ¢ saladiall

> Need to be Active and take
Frequent Breaks.

» Speak with their Hands and
Gestures.

> Remember what was done. B Sk daly @) 38 AL g Uadis

» Find Reason to Tinker or lagalilly pgily Qu.:i\

Move. , A pile A

SR o) Gl G Ao gl

> Rely on what they Perform. 0995 La Ao aldicY)

» Sit near the Door to Move Eaill Qi) cpe GBIl Gu plad)
easily. A g

» Communicate by Touching. el 3k e Jual gl



Factors affecting the learning process

Alail] Aglas 8 5 jisall Jal sl
v Demographics (oiall, . Jlee VS ale v/
v’ Diversity Glall) 8 DAy v
v’ Disabilities a5 4a yean 33 sall v/

v’ Education level Experience

5 il g adail (5 siav’

v’ Trainer style ;
@l @l v

59



Overcoming Learning Barriers.

alail) il o Jadd ddS

Understand that Diversity Adalall %53'“ 2 &l U‘ pgdi
in the Workforce is the RULE, o sUEA) G, Baslal) A

not the Exception.. Aalial) 3 ) gal) 42 s

Know available resources. g3 =l Slo Bliadl

- .. AvalAl) claliay)
Maintain awareness of T
Special Needs. Ly galdl) qglu) (B yuds

: e dial) claliia) cilagic
Alter your Delivery Style to G ptial) clabia) e
accommodate Trainees

Needs.



Adult learning needs
sty ?“’5 Glaldal

» Attention span alaia ) (534
» Sequence of instruction Siladatl) (il
» Individualized learning rates A0l aladll Y ar
» Repetition S
» Motivation aal
» Active participation Aladll 2€ i

61
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Training methods
i) bl

v’ 121 training

v" On job training
v Group training
v' Off job training

Janll S —u il
Gc;\.,q;l\ il

M‘ GJ& - \.:JL\';“

62



1- 121

Advantages Ll gal)

» Easy to schedule Ugan Jedll (pa o

» can occur On or Off o JAaly Gaaald o Sy e
the job Jaall 7 &

> Individual attention el ol e

: . 3Ll & \;\_13;&\ 4l
> Satisfy specific needs ’ ==

Disadvantages b
Little opportunity for interactive dle il Al dig b

63



2- On job training

Advantages
v" More cost effective
v Maximum realism

v' Address’s specific
needs

v More effective than
one on one

Disadvantages

v'Interfere with normal
business

v'Possible negative
impact on guest service
v'Shorter time

L) eadll
leld Jig|
dadly fis)
dadaal) cilaliial) gl

Gl

diw\ dAaJ\ &= di\.ﬂ,j

ciual) Ao il alu ()5S (Saa
Gladdl) g

) o g

64



3- Group training

Advantages L) Sl
> More interactive dlelds i)
> Exchange experience O pial) e &) pdl) Jabs
with other trainees Cn AY
Disadvantages et
> More planning efforts A SJ-GA Cra s Sall

> Difficulties of control 5 hauad) by grua

65
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4- Off job Training

Advantages
v'Relaxing
v'Correcting mistakes

Disadvantages
v"More efforts from trainer
v'More time

Ll el
PAEGI Y

bl

Gl (Ao S) 3 s
Jsh) g
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Questions?




Day?2



Required Skills/Competencies for good
trainer

Communication
&

Inter-personal Skills




Communication




“It’s not what you do, it’s the 4%kl L) ¢ aladi le Ll 43)

way that you do it Lo Ledass Al
It’s not what you do, it’s the <85l 4} ¢ alasi Lo L 45)
time you do it 438 4ladi 51l
It’s not what you do, it’s the — O\l 4d) ¢ alsi Lo (ud 43)
place you do it 43d 4ladl 51l
That’s how you get results. 2 o Jaasi 135

Oliver/young



Communication 1s transmitting a
message, feeling , thoughts,
knowledge from one person to
another, and get his feed back

Jolakoriki!!} e
| don’t
understand!
\
/\\\\\




COMMUNICATION BARRIERS

Lanquaqge @ @
Vision y

Culture

Distance
Gender -
Education level (_1

&=



XiaoYing_Video_1561800280330.mp4

To communicate properly Elements of communication
Juai¥) palic

Using one or more of the

communication elements

e Using one or two of the
communication methods

, _ . ‘ - >
Speaking Sound

< guaal)

2;\ j -

Listening Picture

bupal
body - I

Words p

language —a Iy




Communication equation: s Sl i) ddalaa

1- Sending Sl N - 1
+ +
2- Receiving adliuy) -2
+ +
3- Understanding aalddl) -3

Communication Jual gl

76



The Impact of Communication
Juaiyy ég

Verbal
7%

Visual ,
55%




Methods of communication




Content 30%

Volume
Pitch

Pace
Energy
Projection

Vocal
70%



Speaking is ideal in circumstances

1.

like these:

When the information to be
transmitted is uncomplicated

When the physical distance is
not very great (of course,
telephone and Whatsapp,
overcome the problems of
distance, but you cannot see
the other person)

When the information is
personal , conditional,
sensitive , when it should be in
privet

Speaking skills
sending

ol Jia gyl A e Giaadl

aae (A cila glaall ¢ S5 Lanic
baiaa & Lellu )|

Cand doalal) ddlacall (¢S5 Ladic
9 Gilgd) ¢ ashally) 1aa B s
JSlda Ao lail) cWhatsapp
Ay, liSay ¥ (8l g ¢ Adlusall
(LAY ad )

¢ daadd el glrall () 6S0 Ladis
Q555 9l ¢ Anbua ¢ Adag s

A



Vocal Communication
s pall Juaty)
Varity.
Quality.

Value

Volume.

52 gl

Feal
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Listening

Paying attention
Attaching meaning
Evaluate the message

Responding and
remembering

& LaiuY|
sy A
s2al) Jua g

A v
K g Al




@ § ! Page 69

Gives the speaker positive

feedback while they are

listening by doing these

things:

= Looking and eye
contact during the
conversation

= Nodding to show that
they understand

= Repeating the
message Iif ask to do so

= Asking questions to

check they have
understood.

What does a good listener do?

Belay) Caaatiall laay

Cra L) o L) Ao

S LLEY) 03¢y alidll JYA
el Jual gill 5 pladl)
ddaaall MA

sl e Jay Gl 1 a

S s 13) ddla ) S

Cra d8anll ALY 7 )k
ARYYLIPVR



iy

Body language
Joall 4zl

It can help in two ways: ity ey ae by of (S w

= By reading someone’s
body language, you can
learn more about his/

(D "m. wag\‘)ﬂdv\;w _
e 5l e ol ¢ La

her state of mind . Adaal) adlls

* You can become more Zal L 5 SIS i (o iy
aware of your own body Ja eli€ay G ¢ Slaea
language, so that you S el i Al el syl

can transmit to other
people the signals you
want to transmit



Visual communication

Al Juaiyy
Eye Contact. Cmdl Juaiy)
Posture. KWEN -y
Gestures. By
Facial da gl el

expression.

86
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Body gesture and its impact

Hold the arms above the

chest Ddall 368 cpel 3 g
" 1?tul_abt.)lqrnness and lack of 4 5 yall alaxdl g aliall
exibility § . aa

= Arude and rude challenge . . Céj: ,
= Rejection and hardness adball 5 (i )l

= A defensive appearance and Do Jladg eldy jelaa
a proud atmosphere & :

89



Place chin on hand

Deep thinking
Nervousness Impressive
Imagination

Don’t want to participate
or share

KSJLM\j:\SJW\JgﬂY
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http://images.google.com.eg/imgres?imgurl=http://www.hrc.utexas.edu/exhibitions/online/ddd/includes/images/475/204.jpg&imgrefurl=http://www.hrc.utexas.edu/exhibitions/online/ddd/gallery/conventions/204.html&h=310&w=475&sz=36&hl=en&start=50&tbnid=L4Fimf9hSqf73M:&tbnh=84&tbnw=129&prev=/images?q=hand+on+chin&start=40&ndsp=20&svnum=10&hl=en&lr=&sa=N
http://www.google.com/imgres?imgurl=http://images.scotsman.com/2004/02/04/0402faceb.jpg&imgrefurl=http://news.scotsman.com/topics.cfm?tid=518&id=135892004&h=212&w=315&sz=13&hl=en&start=334&tbnid=ia14fEMysscDJM:&tbnh=79&tbnw=117&prev=/images?q=body+language&start=320&ndsp=20&svnum=10&hl=en&lr=&sa=N
http://www.google.com/imgres?imgurl=http://images.scotsman.com/2004/02/04/0402faceb.jpg&imgrefurl=http://news.scotsman.com/topics.cfm?tid=518&id=135892004&h=212&w=315&sz=13&hl=en&start=334&tbnid=ia14fEMysscDJM:&tbnh=79&tbnw=117&prev=/images?q=body+language&start=320&ndsp=20&svnum=10&hl=en&lr=&sa=N
http://www.lexmark.it/vgn/images/portal/cit_256768/man_with_hand_on_chin.jpg
http://www.lexmark.it/vgn/images/portal/cit_256768/man_with_hand_on_chin.jpg

Bending the body
pd) (A3

Ay i

. A_slow response O sl g) (ol s
Dllspleafsre]_d with the Alla gl 43S
place of his company s e Laal
or money:. @ AT pie g dgiad) pae
Lack of seriousness
and lack of

professionalism in
dealing



http://images.google.com.eg/imgres?imgurl=http://oregonstate.edu/research/Images/ShewFull.jpg&imgrefurl=http://oregonstate.edu/research/1old/News/04sumnews.html&h=338&w=180&sz=22&hl=en&start=10&tbnid=Lq4c7NH1Vxy3qM:&tbnh=119&tbnw=63&prev=/images?q=standing+leaning&svnum=10&hl=en&lr=
http://images.google.com.eg/imgres?imgurl=http://oregonstate.edu/research/Images/ShewFull.jpg&imgrefurl=http://oregonstate.edu/research/1old/News/04sumnews.html&h=338&w=180&sz=22&hl=en&start=10&tbnid=Lq4c7NH1Vxy3qM:&tbnh=119&tbnw=63&prev=/images?q=standing+leaning&svnum=10&hl=en&lr=
http://images.google.com.eg/imgres?imgurl=http://www.mesothelioma.uk.com/images/standing.bmp&imgrefurl=http://www.mesothelioma.uk.com/index.php?pageno=100&sub=56&h=171&w=150&sz=27&hl=en&start=31&tbnid=67E8dfn1CiknGM:&tbnh=100&tbnw=88&prev=/images?q=standing+leaning&start=20&ndsp=20&svnum=10&hl=en&lr=&sa=N
http://images.google.com.eg/imgres?imgurl=http://www.mesothelioma.uk.com/images/standing.bmp&imgrefurl=http://www.mesothelioma.uk.com/index.php?pageno=100&sub=56&h=171&w=150&sz=27&hl=en&start=31&tbnid=67E8dfn1CiknGM:&tbnh=100&tbnw=88&prev=/images?q=standing+leaning&start=20&ndsp=20&svnum=10&hl=en&lr=&sa=N
http://sethkinast.com/photos/Senior Pictures/wall-standing-smile-zoom.jpg
http://sethkinast.com/photos/Senior Pictures/wall-standing-smile-zoom.jpg

,'"”M Hold the arms on the waist

- A defensive

appearance cf‘}“ Jﬁ"“"‘
. Stubbornness and lack ) J3S 5 Aalie
of flexibility 35 yall alanil g Alial

- Adefiant challenge SBla gaal
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3- Understanding

Content  (ssiaall
Intent L) ol
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Only he said that he loved her.

Words make a difference....

e only said that he loved her.

e saic
e Salo
e Salo
e saic

e saic

only that he loved her.

t

~ e~

nat only he loved her.
that

nat

nat

ne only loved her.
ne loved only her.
ne loved her only.
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change your words change your world.mp4

Verbal Communication

edil) Jlaiyl

Keep it simple. el Lelzal
Explain or provide exampl Jlie add ol = 5

Use clear, direct words. B_pdilia g Al g GlalS paanl
Respect your listeners. Sladiva a yial
Repeat your main idea. Al els K8 S

Check for understanding. el (e (38a
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Questions?




One-on-One Training
diﬂ‘ c,\i)ﬁ\

Skills Training Process

97



The Four-Steps Method

Preparation Alas Y
Demonstration ua_adl
Practice cstand)

| Follow Through i) dey dagliall




1. Preparation

dac Y

= Plan where you will
conduct the training

= Plan how much time
training will take

= Plan what tools you will
use

= Anticipate team member
guestions

= Envision a successful on
the job training session

Gl (5 st (gl Jalad

(& A i aéj\gaéhhs
il

i Al < g2 Jalad
Al plac Abic ad g

Gl duds (B rlad ) gua
(il o)



Prepare yourself on how to grab your
learner’s Attention

alaciall ol Cida AdS Jsn cludi jea

Benefit of the Personal Benefits
training Company Benefits
Interest Minimum of 2
: Standard
Title

Clear & Precise



2. Demonstration

s ]

= Break the task down in
stages.

= Break each stage into steps.

= Show the team members
how it's done according to
brand standards.

= Explain why the task needs
to be performed to standard.

= Encourage team members
to ask questions.

Jalse e dagal) ald
[l ghd ) s ja S il

Dy (i (g Al placl iy
_%J‘A.ﬂ\ dadlad) Juilaal Géj

dagal) 131 ) dalad) Guaw .

ALY b e Al slac] aad






3. Practice 1es 4agall £

= Allow the team member to perform dagall LAY Bale ) g dagall L
the task and re-perform the task until i) gy ia

they have mastered it. First in stages

then all in one go. a2y (2 J<l) i Al e Ala)

baalg
= Encourage the team member to . ,
ask questions. A GAl pae &
= Allow two-way communication and ALiy)
check understanding using open agdll (e (3827 5 Jlail e
questions. Aa gidal) ALY aladiuly
= Motivate team member in case of A b (e Al guas judal
good performance. \ ‘ Al glay)

il
} ‘ AN




4. Follow Through

Observe the team member
perform their duties over
time

Ask the team member
guestions such as:

Provide your feedback and
evaluation of the team
member

Schedule a follow up
conversation to review
progress

dald o) 5o il guac

RPERY

G Al gae Jo Al 7 sk
{30

grand ol ¢ liaaMa ?Sé
e

daa) jal daglia ddalaal 138 ga 2aa
)



Ask your trainee

What worked well during training session?

What questions does he/she has ?

What can we do differently next time to make this a
better training program?




On —the — Job training

Mistakes of on the job
trainers:

Letting training interfere
with guest service

Demonstrate the task at
an incorrect angle
Training without using a
training checklist

reUad) AJaadla G _yadl u.k:
Ciual) dadd aa

o Al dagall gl
dana

Lo

aaild e‘dﬁu\ G99 c,\'.wdﬁ\
Gl Ay e



Practice 1

Select one of your
Job tasks to perform
as skill's trainer



Questions?




Day3



Scheduling training
il A gaa
Schedule of trainees O ptial) Jgaa o

Your own schedule —your 4 -l aldl) i) Jgaa e

job and who will cover R .. ‘v .
Number of interruptions ) Ageiy g (g2l) (s
QLQMY‘ A e

Training location

 Availability of resources Al a8ga o
> Number of trainees Gl gAY 3l g5 e
> How long the training will O pdial) 22c =

take Gt (§ A CBgl) (e aS m
> The topics you will cover z okl g (Al pual gal)  w
> Business volume Jaxll paa =
> Trainees special needs oary] Aaldl) clalial) =

O oiall



ol G jas

Al Sl 2y

e 13 (s i) Gl 058 pa G el 0

A 3l agth yad e (s sall e Gada

2 gl A jlaal dua 8 agaal (o yaiall o (e aSUS
303all

o) (B aala La oy o sk Lovie Calh sal) )
b Aalnt Lo Sy o cam 4ol o il ]
Gl




e Cost of training Gy i) 481K
Wages of trainer and trainees (mdidl s ) gl

Facilities Gl
Equipment's Calazall
Materials used Al o gl
More errors and less daalii) g cadV (e jall
productivity Jil

Other miscellaneous “coffee  ~¥! 4= stiall "3 58l
break”



Cost of not training

More mistakes cUadV) re 2 hall
Lower productivity Al leds
Lost revenue Jaall 413
Poor customer service LS DR PREN

High turnover adlle iy (il gall Haad
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Domino


Domino Effect.mp4




Four steps — training method

Prepare to train —u il alaety
Conduct the training cu il ¢ yal
Coach trial performance <l glal

Follow through Al A Al e 2l
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YV V VYV VYV

1- Prepare to train

Write training objectives il —alaal i)y
Develop step by-step plans 5 shdn 5 shd i aia g)
Decide on training method (, jxill 48, Ly ) 3 JAs)

Prepare a training schedule ) Jgas alac) 3

Select the training location Sl 3
Prepare the training area R e P
il Jlaa dlac ) 3
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2- Conduct the training

Prepare the trainees O el juast
Begin the training session 4w ,ill 3 5all |l
Demonstrate the steps Sl shadl) - 4
Avoid jargons Clalhh aall Caiad
Take enough time Lal< 8 4 28

Repeat the steps Gl gladldl ) <

118



3- Coach trial performance

» Let the trainees practice

» Coach the trainees

Gsodh G pdial) g0
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coaching .pptx

Coach the trainees






1)History of Coaching.

2)What is coaching mean?

3) Coaching vs. Mentoring

4) Brain Maps, Learning and Habits
5)Types of coaching

6) OSKAR Coaching Model

7/)GROW Model

8) The top 10 effective Coaching Skills



History of Coaching

» Coaching has a long history dating right back to Socrates.

» In modern times, coaching has played a critical role in
sports such as tennis, cycling and football.

» Tim Gallwey and Sir John Whitmore who took the
movement of coaching from the sporting arena into the
business world.



https://en.wikipedia.org/wiki/Timothy_Gallwey
https://en.wikipedia.org/wiki/John_Whitmore_(racing_driver)

Different Learning and
Development Methods

Mentor

“1 have
knowledge
| can give you”

Coach

“I can share

my experiences
from which you
can benefit”

Trainer

“I can help you
benefit from what

you already know”

Counsellor

S

h o

“1 know
something you
can learn”

“I can help
you deal with
your feelings”




 Coaching is about helping someone
else to learn — without telling them
what to do or what to think through
121 meeting

4 The idea is that the person being
coached (the ‘coachee’) comes up
with all the ideas and decisions.

O A coach facilitates learning, using their
skills to help an individual to improve
their own performance.

125


https://www.makingbusinessmatter.co.uk/course-resources/your-individual-learning-objective/

The mentor advises and shares their
own experiences with the mentee it is
more around developing the

person professionally.

Long-term, ongoing relationship that
takes a broader view of the person.

Mentor providing support and guidance
to prepare the learner for future roles.



Brain Maps, Learning and Habits

Our brains basically function by making connections and
associations.

Brains like to link what is happening now with what has
happened in the past; we create a kind of mental ‘map’ of
connections.

When we are learning a new skill, it might take minutes,
days or even months, depending on the complexity of what
we are learning.

Our brains gradually create a ‘map’ and this takes a lot of
energy, when the map is created, brains operate by forming
habits.



Types of coaching models



OSKAR Coaching Model

*Outcome — help coachee establish outcome(s) and
objectives.

*Scaling — utilize a scale from 1-10 to establish and
guantify how far the coachee is from where they want to be
(desired outcome).

*Know-how — help the coachee explore what they need to
achieve their desired outcome (and move along the
scale),

*Action — establish what is currently working well, and
explore actions needed to improve the score.

*Review — discuss actions taken, decide what has
Improved and what the coachee needs to do next to



G RO W Coaching Model

The coachee decides which
options they are going to
apply and when

The coach helps to:

« ldentify possible obstacles
« Make steps specific

» Define timing

« Agree Support

OPTIONS

The coachee develops some ideas
to move towards their goal

The coach helps to:

» Invite suggestions from the
coachee

» Offer suggestions - carefully

« Ensure choices are made

Making Business Matter
Tralners to the UK Grocery Industry
80% of our Learners are still using their
new skill 5 months later - we guarantee it!

MBM

makingbusinessmatter.co.uk

GOAL

Defined by the coachee

The coach helps to:

« Agree topic for discussion

» Agree specific objectives
for each session

« Set along term aim - if
appropriate

REALITY

The coachee identifies the
current state and how
different it is to the goal

The coach helps to:

* Invite self-assessment

» Offer specific examples of
feedback

« Discard irrelevant history

www.makingbusinessmatter.co.uk



Awareness and Responsibility

Sir John Whitmore

said that coaching is all about developing or raising up
two things in the coachee,

1. their level of awareness
2. Their level of responsibllity.

‘If | give you my advice and it fails, you will blame me.
| have traded my advice for your responsibility and
that is seldom a good deal.’—

Sir John Whitmore.



The Top 10 Effective Coaching Skills

’) 222 .,,&- :@;J

Llstemng ; Questlonmg Bunldlng Rapport Empathlsmg Summansmg & Reflectmg

s‘s"g»

&3

. Being Non-Judgemental Giving Constructive Resisting Temptation
Unlocking Limiting Beliefs : Staying Focused 3 and Open-Minded Feedback to Tell

Making Business Matter
FMSNR 3 W08 TR SOy, Ny www.makingbusinessmatter.co.uk

80% of our Learners are still using their
new skill 5 months (ater - we guarantee it!




1-Listening

It is on the top of the list. You can’t be a good coach unless you
really, really listen.

It doesn’t just mean listening to what is being said. It also means
listening to what is not being said.

Attentive listening — giving someone full attention.

*Empathic listening— showing appreciation of the other person’s
feelings.

*Generative listening — fully understanding the issue at hand,



2. Questioning

Here are so many different types of questions that can be
used.

Open Questions : 6 Ws
what, where, when, who, why, and also how

3. Building Rapport
This is the first skill you need to use as a coach as it is the gateway

to trust. accurately identify the true capacity of the people you coach.

4. Empathizing

Empathy can be defined as our ability to put ourselves in others’ shoes
and appreciate how they are likely to be feeling or thinking in a given
situation.


https://www.makingbusinessmatter.co.uk/blog/how-to-improve-trust/

5. Summarizing and Reflecting

Summarizing means repeating what the coachee has said, taking the
main points of the received message and repeating them.

6. Unlocking Limiting Beliefs
Beliefs are ‘a principle accepted as true or real without proof’.

Our beliefs have a major impact on our behavior positively or negatively .
Some beliefs can help us become successful; others can hold us back,

The role of a coach is to get people to question their inner beliefs. In order
for a coach to do this, there has to be a foundation of trust and rapport.



https://www.makingbusinessmatter.co.uk/coaching-skills-ultimate-guide/

9 . Giving Constructive Feedback

For their behavior,
their reactions to questions,
and their facial expressions.

Giving Supportive Feedback

Great feedback is:

1. Motivating

2. Empathetic

3. Honest

4. Specific

5. Timely

6. Balanced

©OCOO0ODDdDO

7. Actionable




Johari Window model

Known by self “ Unknown by self
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10. Fighting Temptation to Tell

It's so important Not telling your coachee
what you think the answers are or giving
advice.

It IS hard to master so we ve
classed it as a skill.




4- Follow through

- Coach a few tasks each day a5 S algall Gmary o -
- Evaluate the trainees progress G el avsss -
- Continue positive support e e:_ql\ Aal e -
- Correct the trainees when 3, ol yie oy jaiall maa -
necessary

d2d 253 ) e J panll -

- Get the trai feedback
et the trainees feedbac oy
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Trainer's Name :
Date :
Location :

Time :

Mentor's name

Subjects Yes | No Comments

Trainer appearance

Planning the task or the off job training on time
Body language /eye contact

Voice /pace /tone

A WN -

Preparation
Decide on trainees nomination / training method
Prepare a training schedule
Select the training location
Prepare the training area
Set training objectives
Develop step by-step plans
Conducting

O O 00 N O U

11 |Prepare the trainees

12 |Begin the training session

13 |Demonstrate each steps clearly

14 |Provide clear and relevant explanation?

15 |Explain in @ manner that is logical and well thought out?
16 |Adapt the pace and level of explanation to suit the learner?
17 |Interactive by the quality of teaching questions asked?

18 |Avoid jargons
19 |Take enough time
20 |Repeat the steps/ stages
Coach trial performance
Observe the learners practice the whole task to the
required standard and without help?
Give the learners appropriate feedback on the standard
22|achieved and their self-development objectives?
Offer appropriate extra information or resources?

2

o

23

Agree how the learner's self development and support will
24|happen at work?

General Comments

TRAINER'S CHECKLIST Yes No
Grand total 0 0
Total Items 25

Signature : 0%




Questions?




Group training

Cpey

Public Speaking

Room environment

Room arrangements
“U-shaped / classroom / theatre “

Location of support materials

142


Business Communication Skills - Dont Be That Guy!.mp4

Public Speaking
_ dalall dladly
Talk to. people in the audience Oodiall Cpa Galdll ) Gaaa

before'the program starts. It daall gl g zali ) g S8
will warm them up. ) IS

PN
Slow down, slow down, slow . e
down when you speak. Take a 2 e Ludi A4 oIS Lanic
few deep breaths before you Jag o
begin. . .
Be as natural as possible. Eye ¢t B sy .Jﬁ %"""h"-’s
ball your audience. O pdial) Ce
Talk to a person at a time. l I Cdg B gadd aa diaadll

| %

Ay ¢ ¢
Pause for emphasié feamltime
to time. \ |

Al g
g (pe 2slill 448 g


Business Communication Skills - Dont Be That Guy!.mp4

ublic Speaking
daalad) dadadl

Don’t panic. Always remember ¢! s Goiall g Laily 83 sles Y

L0

that your audience wants you G
to succeed.

Don’t read a speech word for dalay cu€ 1) s AWIS ALK Y
word. Even if you must use a Shle Lad ¢ ot mald y alasial
script, just glance at key words A )l LN e 5 ki o8] (5 g
you’ve marked. Ldaas Al
Look up at the audience most S l) alara ) ggandl e Canl
of the time.

Don’t be afraid to repeat your  zac 4o )l & <81 ) K5 e cads Y
main thoughts several times. &y


Business Communication Skills - Dont Be That Guy!.mp4

‘ublic Speaking

Don’t put your hands in
your pockets. Use them for
at least a few simple
gesture

Don’t stand immobile.
Move around a bit. Look
energetic.

Don’t try to be funny
unless you’re really good
at it.

Don’t run on too long. Say
what you have to say, and
then quit.

dalad) Uasl)

c"é_.d L@_A\ \.\.;us\ .L!".\\i_}.; ‘“} L‘ﬂ:\.ﬁ._) chb:\ y

JAY e dans &l g

sy Ml et e il Y
Liss

i€ 1) W) Waiae 6K o Jslad Y
RN REENG-RTEN

¢ ad gl ol L 5 Stk JL
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Business Communication Skills - Dont Be That Guy!.mp4

The trainer uses any print or
visual materials to enhance or
reinforce the training message

TN -
H il "4 N
IS
1' /]
Y

Ay pay g) 4 galaa 3 ga (gl
9 Juiadl G dall Lgaadia
Gl Al 3 s



Audio visual aids used

Flip charts Handouts

HANDOUTS

electronic presentation

Technology rEE

) T T

LCD, smart
board
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Making training interactive

Role playing n ) gaY)
Brainstorming AN Gl
Case studies . :ﬁu\ il

Group activity Slaa bl
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Open-Ended vs. Close-Ended Questions

Open-Ended Questions

Using the 6 Ws

What , Where, When, Who , why how
What do you think we can Do?
Close-Ended Questions

Is it Clear?

149




Effective question technique
Jladll J) ) auiad

To open discussion

During discussion
Guided — Rebound — Redirect —

follow up
Open ended vs. closed ended FIREEN
Jlgadl el

daglial) ~doa gf —hlatl) — ALE |
laa Jilia 7 gida ) 5m
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Effective Questioning Techniques
sl ) gatay) calyied

To Open a Discussion

General Questions
Who has a Suggestion about Handling the Problem?
Specific Questions
Abby, you as a Receptionist, What would you Do? e E‘w
dale dlia
CA1CEAl) dallaa Jga ) 580 Al (e

Badae Ali
¢ dadiny 1M ¢ JLia) Cald ga
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During Discussion

) sall LU
dga 5ol LiY¥IGuided Questions

Mary, What may Caused the Problem?
Pl ial) “ﬁgmu‘g@u

ALy Jilaill Rebound Questions
That’s Interesting Question, What would you Do?

fdadin 13l ¢ alaiaDU jiia ) g 129
dga ¢ daal) JIsdRedirected Question
Eva, How would you solve Mary's Situation?

fole i ga Ja SliSay oS ¢ gy
Jlsmdl 4ailia Follow-Up Question
Karen, Why do you think it’ll be difficult?
Cemall fpa (5 9Saw Ad) A8es JAlal ¢ o S
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Room control

Passive trainees el il
Dominant trainees A argoll u,-.wh—d\
Disruptive trainees 4 ATl ()il

Icebreaker Alal) da S
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cuaia g3 oy LIS o g dasal) duadlill ¢ ¢8:Y
adac Jlaa 8o S 0 i gl 4y la) ddaluy gl

geall e 4y (2 8 8 G alaail Al sea;
5_palaall (e AV s al DA JEY) o atalalie adc g 4] ¢ laiud) Jiai,
WJLMDQJ\S \J\ ag\‘)\mel{:‘;&:



alala g S8 Oglul alia Ry ) Sill Ll
Jail) J) g

sl ate e (S0 ¢ haidlly Sl Al yia) oo shol dne agiys ¢
Gl oy g g ¢ Liale JW Lo andl g canila (e 4a pha o e S
o8 4de oaliy) gl I3 by ¢ Laild A o y2eS Asalall lil 8
ol 4pleld g

Cilaglaal) (pa JilA a8 dliey g g dlaglaal) LG
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gl 1) el e




da yilall Auaddl) ¢d 290 gl slanl

ol yials dze Jaladll oy 121 ¢ Dlae g Caala (la¥) alaze 8 4las
s Aaladind 5 o ¢ alaialy Al liail) g aua il 4ildac ] alyg 24
SeaY) Gy (B il 48y aua

Jeaadll Laddd) rluald

Ay i) 3 palaall Jgl (8 45 gacadll cilidliall 8 4aS) L3 Jla
OJLJ Cilea g g a;\J‘ L.A‘c ¢ il) 2= ¢ pe) yall g 48] LS JPREN
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Practice 2

Select a subject to
present it in front of the
group using one or
more of the audiovisual
alds or handout



Day4



Types of Orientation

» General Property Orientation
» Specific Job Orientation

233l (Adda o) A gil) 3>
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General Property Orientation
A gall alall Zpa il

> Welcome by a Property e JB (e aS L e
Manager. Acnis all

» Welcome by Major S (el g s Sal
Department Directors. Aol ALyl

> Video/Slide Presentation o« (ya e [ s (a e 3
or Handout about the A gal) A8Ula (o gy 40
Organization’s JULALYY

Philosophy and purpose



General Property Orientation

T el alall a5

» Distribution of Manuals N gall g Sl a5 55 3>
and other material. s AY

» Review of Policies and Glubudl d2al
Procedures. el Y

» Discussion of Benefits. ) gal) Addle B

» Discussion of Guest o abh gl A80e AlBla B
and Employee Relation. . Cauall

» Completion of Lol gall Zalad JlaSiul - 3
Personnel Forms. dasgall A en >

» Tour of the Property.



Benefits of general property

orientation
Benefits to the company: s BN |
4S Al
Provides a consistent AS A ) 5
message to all new pren] dnde Al ) 8 g
employees. aaall il ool
Help employees know that s
they are working for a 48 y2a Ao pils ol Bacline
great company. Aaadae A4S )5 Jal O O slany c“ﬁd\

Introduces management.

Provides a memorable
first impression of the Y sl JsY) gLkl b

company. N ,
AS A



Benefits of general property
orientation

Benefits to the Employee:

Provides an understanding of
the company’s expectations and
their performance.

Helps employees understand
the value of their positions.

Builds self-esteem.

Helps employees realize that
they are important to the
operation.

Provides structured learning
about the company and the job.

Establishes early commitment to
being a member of the team.

Builds a foundation for
employee motivation.

1ab gall Ll e

Leilal g A8 5500 el il Lagh jh g
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Specific Job Orientation
s sl A il

Employees are introduced to: e cdlh gal) iyl Al
The Responsibilities outlined in dduls ol diuiall el g'gpanal) Ciiua g
their JOB DESCRIPTION.

Immediate needs as Safety and Ao ) Cladaadl g claliialy)
Key Policies and Procedures. Silslay) Al g
Portions of the Handbook . ‘

related to their Job. pglary Adlaial) i) (e g1 50

Their Department relationship

to other Departments. LAY I g aludVl agitde
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Questions?




Practice 3

Select a subject to
present it in front of the
group using one or
more of the audiovisual
alds or handout



Self-Paced Instruction
413 Claalen
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Mentoring

4 sl

What do Mentors Do? Tl (g gall 13
= Teach by Examples. ALY (e agla
* Share Knowledge. il Jal
" Provide Feedback and il 5 laa e i
Encouragement. S, T
= Assist Self-awareness. S el Bac b
= Build Self-Confidence. Lol 4sil) ¢y
» Communicate Caring. Aglial) Jaal sl
= Coach. e

Act as Allies. lala ) alie,
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Mentoring

4 sl

Explain the Organization. Al ~ i

Model and Encourage A gl Je aadil) o5 gaall

Professional Behavior. S iy

Help Employees Discover and L) alh gall e L
Develop their Talents, = e G

Interests, Ideas and peallias s *’@‘Jm ﬁj%j
Competences. -aﬁj‘dﬁsj e‘U\SﬂU
Help them Live-Up to their dxlice Ao agiacliu
Potentials. ?6-""‘\5"‘\
\I;Ivelpkthem Discc(;vler ’E:ehigw Ll calas) e ?‘“‘L‘“
sl i e,
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Mentoring

4 sl

» Stay Involved in Employees’ Growth,
Experiences and Successes.
» Help Employees Create a Clearer Career

Plan.
lalasll
%Jm&;&u&ﬂ‘omm >

_‘\A.».A‘j
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Day 5



e Program summary reviewing
e Final exam

e Photo shooting

e Program feedback

e Closing the program



Questions?
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Thank you, Good Luck

Amr el He laly
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