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Why Training Needs Analysis Matters  

Many organizations book training based only on a topic request. 

Examples: 

• “We need communication training.” 

• “Let’s conduct leadership training.” 

• “Team needs motivation training.” 

But without understanding the real workplace challenge, the training 

may not create meaningful change. 

A simple Training Needs Analysis (TNA) helps HR teams: 

✔ Identify the real problem 

✔ Define the expected behaviour change 

✔ Select the right participants 

✔ Align training with business outcomes 

The following template can help HR teams plan more focused and 

effective training programs. 
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Common Mistakes in Training Needs Analysis  

Many corporate trainings fail not because the trainer is weak, 

but because the training need was poorly defined. 

Here are some common mistakes HR teams encounter. 

✔ Starting with a topic instead of a problem 

Example: 

“Let's do a communication training.” 

Better approach: 

“Client escalations are happening due to unclear updates.” 

 

✔ Mixing very different participants 

When freshers, managers and senior leaders attend the same program, 

the training becomes too generic. 

 

✔ Focusing only on knowledge 

Training should answer: 

What should employees do differently after the session? 

 

✔ No manager involvement 

Managers often understand the real daily challenges better than anyone. 

Their inputs make training far more relevant. 

 

✔ No follow-up after training 

Without reinforcement, most learning fades within a few weeks. 
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Training Request Information 

Before finalizing any training program, collect the following details. 

Department / Team requesting training: 

 

Number of participants: 

 

Experience level of participants: 

☐ Freshers 

☐ Individual contributors 

☐ Team leaders 

☐ Managers 

☐ Senior managers 

Training requested: 

 

Requested timeline: 
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Business Problem Identification 

Describe the specific workplace challenge that led to this training 

request. 

Example: 

Instead of writing 

“Communication training required” 

Describe the problem clearly: 

Example: 

• Client escalations due to unclear updates 

• Sales team losing deals during negotiations 

• Managers struggling to give feedback to team members 

Problem description: 
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Behaviour Change Required 

Training should focus on what employees should start doing differently. 

Examples: 

• Provide structured project updates 

• Handle difficult client conversations calmly 

• Run more effective team meetings 

• Give constructive feedback to employees 

Expected behaviour change: 
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Training Outcome Expectations  

What improvements should this training ideally create? 

Examples: 

• Reduce customer complaints 

• Improve team collaboration 

• Increase sales conversion 

• Improve leadership effectiveness 

Expected outcome: 
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Manager Input Questionnaire 

Before conducting training, managers can share observations. 

Managers may answer the following questions: 

     What are the most common challenges your team currently faces? 

 

     In which situations do employees struggle the most? 

 

     What skills would help them perform better? 

 

     What behaviour changes would you like to see after training? 

 

     What real situations should the training address? 
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Example Training Needs Analysis  

Example: Training Needs Analysis for a Sales Team 

Business Problem 

Sales team losing deals during negotiation stage. 

 

Behaviour Gap 

Sales executives struggle to handle pricing objections and hesitate during 

negotiation conversations. 

 

Participants 

15 Sales Executives 

Experience: 2–5 years 

 

Desired Behaviour After Training 

• Handle pricing objections confidently 

• Ask better discovery questions 

• Communicate value instead of discounting quickly 

 

Expected Business Outcome 

Improve deal conversion ratio. 
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HR Training Planning Checklist  

Before confirming a training program, HR can review the following. 

✔ The real problem has been clearly defined 

✔ The expected behaviour change is identified 

✔ The right audience has been selected 

✔ Managers have shared inputs 

✔ Training outcomes are linked to business goals 

When these elements are clear, training becomes more relevant and 

impactful. 

 



CorporateTrainerIndia.com | Corporate Trainer India By Navin Budhwani  

Questions HR Can Ask Before Booking Training  

Questions HR Can Ask Before Finalizing Training 

Before confirming a training program, HR can ask the following: 

✔ What specific workplace situations should the training address? 

✔ What behaviour should change after the program? 

✔ How will managers reinforce learning after the training? 

✔ What real examples should the training include? 

✔ How will we measure whether the training was effective? 

These questions help ensure the training is practical and outcome-

focused. 
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Closing Page 

Corporate training becomes truly effective when it addresses real 

workplace challenges. 

A simple training needs analysis helps ensure that: 

• The right problem is addressed 

• The right employees attend 

• The training creates practical behaviour change 

If you would like support in designing a customized workshop for your 

team, feel free to reach out. 

Navin Budhwani 

Corporate Trainer 

 

To plan a workshop for your team: 

Corporate Trainer India by Navin Budhwani 

     CorporateTrainerIndia.com 

       navin@corporatetrainerindia.com 

     +91-9321020797 

Workshops delivered across India and online globally 

Communication | Leadership | AI | Business Skills | Soft Skills | Sales Skills 

| Team Motivation 
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