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Å Act "as friendly moderator and change agent" 

Å Holding eye contact to your participants

Å Being well prepared and always in time

Å Prepare a good class room set up

Å To define training aims and instruction units

Å To select a training strategy referring to participantsô  needs

Å Giving good presentations and demonstrations

Å Planning practical exercises, more group works and games 
to activate participant

Å Use AV-media in your instruction

Å Examine success of learning process.

10 Tips for Improvement
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Trainer shouldParticipants want

Å To be active in the lesson

Å To have successful 
experience

Å To learn practically 
oriented

Å To identify solutions for 
owns self

Å To get clear and practical 
information

Å Apply active methods

Å Get participants 
successful experience

Å Include practical know-how 
and experience

Å Let the participants to 
explore their own solution

Å Give clear instruction and 
practical hints

Motivated Participants
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Teaching Principles

Å Principle of clearness

Å Principle of practical approach 

Å Principle of learning by doing

Å Principle of securing learning success

Å Principle of problem- and based approach

Å Principle of democratic acting

Å Principle of transparency of learning 

organisation

Å Principle of social learning forms

Å Principle of heterogeneity of participants

Å Principle of didactic reduction





10 Requirements of Good Listening 

(after Davis)

ÅDo not speak. One cannot listen, if one speaks! 

ÅHelp to relax the interlocutor. 

ÅShow that you can listen. Show interest! 

ÅKeep away from diversions.

Å Adjust yourselves on the partner. 

ÅBe patient. Take yourselves time. 

ÅControl yourselves. Do not let yourself provoke.

ÅDo not quarrel! Avoid gaining in the discussion. 

ÅAsk questions, it encourages your interlocutor. 

ÅDo not speak. This is the first and also the last rule. 



Question Techniques

ÅThe open question 

ÅThe closed question 

ÅSuggestive questions

ÅThe alternative question 

ÅThe question about the lost thread



Interview Structure

ÅIntroduction or warm -up phase

ÅInformation exchange phase 

ÅSolution conception phase

ÅEvaluation phase

ÅEnding or wrap -up phase



Success Control - Requirements

ÅWritten defined objectives

ÅClearly defined achievements (quantity and 
quality)

ÅChecking the used resources

ÅMethods of controlling

ÅDefined time limits

ÅDefined cost limits

ÅPersons who are entitled to control





Personnel Management

Definition 

ÅPersonnel management can be understood 
as the economical coworker supply.

Economical coworker supply means above all to 
guarantee the availability of appropriate coworkers 
and the effectiveness of their work performances.



General Aims of Personnel 

Management

Economic aim/enterprise need

"best appropriate coworker 
with consideration of the 
economic principle"

Social aim/coworker needs

"optimum organization of 
the work circumstances 
for coworker is the social 
principal purpose"

A harmonious relationship between the aims of 
the 

enterprise and the interests of their coworkers
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Aims of Personnel Planning

Å Personnel planning prepares the employment of 
personnel in the future systematically. 

Å Personnel planning offers beginnings for continuous 
personnel development. 

Å Personnel planning makes adequate measures possible 
on changes of the business framework conditions
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