Name:


EMPLOYEE TRAINING PLAN

Position
Fundamental Level
Date/Equiv.
Intermediate Level
Date/Equiv.
Senior Level/Developmental
Date/Equiv.

Secretary
Proofreading 

Leadership Skills for Secretaries 

Modern Management for Secretaries 


FV-318 series
Personal Computer Courses 

Decision Making for  Secretaries

Basic Contract Administration



Basic Communication Skills

Effective Administrative Writing

Constructive Communication



T&A's 

Skills Improvement Workshop

Federal Budget Process



Essentials of English

Assertiveness Training

Office Management



Shorthand

Stress Management for Support Staff

Report Writing Workshop



Business English Refresher

Accounting for Secretaries/ Administrative Personal

 



Telephone Service Skills

 

 



Time Management

 

 



Basic Math Skills

 





Effective Listening & Memory Development

 





FAA Orientation

 




















































Note: 
Absence of a date or code 1000 (equiv.) indicates a skill gap

















SKILL GAP CLOSING PLAN















Course Description

Planned 


Employee Signature:
____________________Date:_____

 

Date










Manager Approval:
____________________Date______
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