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:Course Introduction / Overview
Effective training is the cornerstone of organizational growth, but its success hinges on flawless administration and
logistics. This course delves into the operational excellence required to transform training delivery from a series of
tasks into a streamlined, strategic function. It moves beyond basic coordination to instill a mindset of continuous
improvement  and value creation in  every  aspect  of  training management.  Drawing on principles  of  process
optimization and project management, participants will learn to master the complexities of planning, executing,
and evaluating training programs. We will  explore concepts championed by experts like Jack J.  Phillips in his
influential work, "Return on Investment in Training and Performance Improvement," to ensure that every logistical
decision is tied to measurable business outcomes. This program, offered by BIG BEN Training Center, is designed to
equip professionals with the skills to manage resources efficiently, mitigate risks, and enhance the overall learning
experience.  By  mastering  the  art  and  science  of  training  logistics,  participants  will  be  empowered  to  drive
efficiency,  demonstrate  tangible  ROI,  and  elevate  the  strategic  importance  of  the  learning  and  development

.function  within  their  organizations

:Target Audience / This training course is suitable for
.Training Administrators and Coordinators

.Learning and Development Specialists

.HR Generalists and Managers with training responsibilities

.Corporate Event Planners

.Project Managers overseeing training initiatives

.Operations Managers involved in workforce development

.Departmental Training Officers

.Anyone aspiring to a career in training operations and management

:Target Sectors and Industries
.Financial Services and Banking

.Healthcare and Pharmaceuticals

.Information Technology and Telecommunications

.Oil, Gas, and Energy

.Manufacturing and Engineering

.Retail and Consumer Goods

.Hospitality and Tourism

.Governmental Bodies and Public Sector Organizations

.Non-Profit and Educational Institutions



:Target Organizations Departments
.Human Resources

.Learning and Development

.Training and Development

.Operations Management

.(Project Management Office (PMO

.Corporate Communications

.Talent Management

.Organizational Development

.Procurement and Vendor Management

:Course Offerings
:By the end of this course, the participants will have able to

.Develop a strategic framework for training administration aligned with business goals

.Master the complete training logistics cycle from planning to post-event analysis

.Create and manage comprehensive training budgets and control operational costs effectively

.Implement robust processes for participant registration, communication, and engagement

.Select and manage vendors, venues, and facilitators to ensure quality and value

.Design logistical plans for in-person, virtual, and hybrid training formats

.Utilize technology and learning management systems (LMS) to streamline administrative tasks

.Apply evaluation models like the Kirkpatrick Model to measure training effectiveness

.Analyze training data to identify areas for continuous process improvement

.Calculate and communicate the Return on Investment (ROI) of training programs to stakeholders

:Course Methodology
The training methodology at BIG BEN Training Center is designed to be highly interactive, experiential, and directly
applicable to the participant's work environment. We move beyond traditional lecture-based formats to create a
dynamic learning atmosphere grounded in  adult  learning principles.  The course heavily  emphasizes  practical
application through a series of hands-on activities, including real-world case studies that challenge participants to
solve  complex  logistical  problems.  Group discussions  and brainstorming sessions  will  encourage peer-to-peer
learning and the sharing of diverse industry experiences. Participants will engage in simulation exercises to practice
budgeting, scheduling, and vendor negotiation in a risk-free setting. Interactive workshops will guide attendees in
developing process maps and action plans they can implement immediately within their organizations. Continuous
feedback from the instructor and peers is a core component, ensuring a deep understanding of the concepts. This
blended approach ensures that participants not only grasp the theories of operational excellence but also build the

.confidence and skills to execute them flawlessly

:(Course Agenda (Course Units

Unit One: Foundations of Strategic Training Administration

.The Strategic Role of Training Administration and Logistics

.Understanding the Complete Training and Development Cycle



.Aligning Administrative Functions with L&D and Business Objectives

.Key Roles, Responsibilities, and Competencies of a Training Administrator

.Establishing Standard Operating Procedures (SOPs) for Training Operations

.Introduction to Project Management Principles for Training Professionals

.Stakeholder Analysis and Management in the Training Context

Unit Two: Financial Planning and Budget Management

.Developing a Comprehensive Training Program Budget

.Techniques for Accurate Cost Estimation and Forecasting

.Managing Direct and Indirect Training Costs

.Strategies for Cost Control and Resource Optimization

.Calculating the Return on Investment (ROI) for Training Initiatives

.Building a Business Case for Training Program Funding

.Tracking and Reporting on Budget Performance

Unit three: End-to-End Logistics for Flawless Delivery

.Pre-Program Planning and Creating a Logistics Checklist

.Venue Sourcing, Selection, and Contract Negotiation

.Managing Logistics for Materials Production and Distribution

.Catering, Accommodation, and Travel Arrangements for Participants

.Technical Requirements for In-Person, Virtual, and Hybrid Sessions

.On-site Coordination and Event Day Management

.Post-Program Logistics including Material Archiving and Venue Closure

Unit Four: Managing Participants, Vendors, and Facilitators

.Implementing Efficient Participant Registration and Confirmation Systems

.Developing a Pre- and Post-Course Communication Strategy

.Sourcing, Evaluating, and Selecting External Training Vendors

.Negotiating Contracts and Managing Vendor Relationships

.Onboarding and Coordinating with Internal and External Facilitators

.Handling Special Participant Needs and Requests

.Managing and Resolving Logistical Issues and Emergencies

Unit Five: Evaluation, Technology, and Continuous Improvement

.Applying the Kirkpatrick Model for Training Evaluation

.Collecting and Analyzing Feedback for Program Improvement

.Leveraging Learning Management Systems (LMS) for Administration

.Using Technology to Automate and Streamline Workflows

.Analyzing Administrative Data to Identify Trends and Inefficiencies

.Implementing a Continuous Improvement Framework for Training Operations

.Preparing and Presenting Post-Program Reports to Stakeholders



:FAQ

?Qualifications required for registering to this course

.There are no requirements

How long is each daily session, and what is the total number of training hours for
?the course

This  training  course  spans  five  days,  with  daily  sessions  ranging  between  4  to  5  hours,  including  breaks  and
.interactive  activities,  bringing  the  total  duration  to  20  -  25  training  hours

:Something to think about

How might the principles of supply chain management be adapted to revolutionize training logistics and create a
?more agile learning ecosystem

What unique qualities does this course offer compared to other
?courses

This course distinguishes itself by treating training administration not as a support function, but as a strategic
driver  of  organizational  effectiveness.  While  other  programs may focus  on  the  transactional  "what"  and "how"  of
coordination,  we emphasize the "why"  behind every logistical  decision.  We provide a holistic,  business-centric
framework  that  integrates  principles  from project  management,  financial  analysis,  and process  optimization  into
the L&D context. The curriculum is uniquely designed to elevate the participant's role from a coordinator to a
strategic  operations  manager.  A  significant  focus  is  placed  on  mastering  financial  acumen,  particularly  in
calculating and articulating the Return on Investment (ROI), a critical skill for demonstrating the value of training to
senior leadership. Furthermore, the course content is deeply rooted in the concept of continuous improvement,
equipping  participants  with  the  tools  to  analyze  data,  identify  inefficiencies,  and  re-engineer  administrative
workflows  for  long-term  impact.  Rather  than  just  providing  checklists,  this  program  cultivates  a  mindset  of
operational excellence that transforms training delivery into a seamless, value-added, and highly respected business

.process


