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                                          Methods of Training 

1. On the Job Training Method                                    2. Off the job training method 

 

                                                                On the job Training 

This is the method of training which is applied to the workplace, while the employees are actually 

working. In this employee learn by doing. It is suitable only for technical jobs.  

Advantages: Employees can learn the practical problems while working on the job. 

Disadvantage: It results in wastage of resources. Whenever employees are dealing with expensive 

and sophisticated machinery then this method should be avoided. 

 

                                                                 Off the job Training 

It is used away from the workplace. It is the method of learning before doing. In this employees are 

given a break and sent for training. This method is more suitable for managerial job positions, such 

as conferences, seminars are held to train the managers. 

Advantages: Employees feel relaxed as they remain free from the burden of job. 

There is no fear of loosing the job and no damage/wastage of resources. 

 

                                                            Apprenticeship Training 

In this method trainee is put under the guidance of master worker. Here master worker performs the 

job and trainee observes him performing. These are designed to acquire a higher level of skills. 

 The trainee receives wages and acquires higher skills while learning.  

 It is desirable in industries which require a constant flow of new employees expected to 

become all-round craftsmen. 

 It is very much prevalent in printing trade, building and construction, and vocations like 

mechanics, electricians, welders etc. 

 

                                                                        Internship 

It is the joint program of training in which educational institutions and business firms cooperate. 

In this method students from educational institutes are sent to business firms to get practical 

experience of job and learn skills.  

 The students get the remuneration for their effort during internship known as stipend. 

 Under this training program the organizations get people with fresh ideas and latest 

knowledge. 

 Under this training the class room sessions are backed with the real work situation. 

 



                                                                     Vestibule Training  

It is a training technique which provides employees an opportunity to learn jobs on the equipment 

they will operate on actual work field. Actual work environments are created and employees use the 

same machinery and equipment.  

 This is done when employees are required to handle sophisticated machinery. 

 It is suitable where a large number of persons are to be trained at the same time for the 

same kind of work. 

 

                                            DIRECTING 

Meaning: It is the process of instructing, guiding, counseling, motivating and leading people in the 

organization to achieve organizational objectives. 

 

                                                           Importance of Directing  

1. It helps to initiate action in the organization:  

 Directing helps to initiate action in the organization as the superiors instructs their 

subordinates how to begin the task, clears doubts during the performance of activities so that 

objectives are achieved effectively and efficiently.  

 

2. Directing motivates employees to realize their potential:  

 The manager of the organization assigns responsibility to the employees to perform as per 

their interest and capabilities.  

 This motivates the employees to realize their potential.  

 Moreover the manager arranges for training of the employees to develop their skills. Thus 

leading to higher productivity.  

 

3. Directing integrates the efforts of the employees:  

 Directing integrates the effort of individuals towards achieving organizational goals.  

 With the help of Directing the superiors clearly spell out to the subordinates as to what to be 

achieved and by whom it has to be achieved.  

 Thus the employees have clarity regarding achievement of Organizational goal.  

 

4. Directing facilitates introduction of changes in the organization: 

 Business organization is highly dynamic and it has to adapt itself as per the changing 

environment. 

 Employees usually resist change.  

 But with the help of proper communication, motivation and leadership changes are 

introduced in the Organization with least resistance.  

 

5. Directing brings stability and balance in the organization: 

 Effective directing through motivation and communication helps employees to perform to 

their best. 

 It also helps the organization to maintain balance between people working at different levels 

and departments through cooperation and coordination.  

 Thus directing brings stability and balance in the organization. 



                                          Elements of Directing 

 Directing concerns the total number in which a manager influences the subordinates. To be 

specific, the directing function involves the following elements: 

 1. Supervision (Not to be asked as per CBSE curriculum), 2. Motivation, 3. Leadership and  4. 

Communication 

 

Motivation: It means inspiring the subordinates with zeal to work for the accomplishment of 

organizational objectives. The manager should motivate the subordinates to work for the 

achievement of organizational goals. Various kinds of incentives (financial or Non-financial) may be 

used to motivate the workers. 

 

                                MASLOW’S NEED HIERARCHY THEORY 

Need and desire is a very important element in motivation because employees get motivated only 

for their needs. If the needs of the workers are identified and satisfied, they will feel happy and show 

higher productivity. The workers contribute their maximum to the organizational goals if their needs 

are satisfied. It is not easy to satisfy all the needs of workers at the same time as some needs are 

more complex than others.  

Abraham Maslow, an eminent US psychologist, offered a general theory of motivation, called the 

‘Need Hierarchy theory’. He felt that people have a wide range of needs which motivates them to 

strive for their fulfillment. These needs can be categorized as: 

 Basic Physiological Needs. 

 Safety and Security Needs. 

 Affiliation and Belongingness Needs. 

 Esteem and Status Needs. 

 Self-actualization Needs. 

 

1. Basic Physiological Needs:  

 These needs relate to the survival and maintenance of human life.  

 The common physiological needs are food, clothing shelter etc.  

 The employees develop these needs for their survival that is why they very essential need to be 

fulfilled. 

 These needs can be satisfied through monetary incentive. 

 

2. Safety and Security Need:  

 After securing the survival employees require to secure their future. Safety and security need provide 

that security in future. 

 These needs provide security and protection from physical and emotional harm.  

 Under safety and security need there are two categories: 

Physical security: Safety from illness, accidents and natural calamity etc. 

Economic security: having sufficient fund to meet the future physiological need. 

 These needs can be satisfied through monetary incentive. 

 

3. Affiliation and Belongingness Need: 

 Need for love, affection, companionship, friendship etc. come under this need. 

 Once the people satisfy their physiological and safety need then the social need become more active.  

 To fulfill social need manager prefer team-work, arrange informal get-together so that employees can 

develop social relationship. 



 These needs can be satisfied through Non-monetary incentives. 

 

4. Esteem and Status Need: 

 These needs are related to the respect and recognition.  

 When the above three needs are satisfied then people start demanding respect for themselves in a 

group. 

 This need is more common in higher level employees. 

 These needs can be satisfied through Non-monetary incentives. 

 

5. Self-Actualization Need: 

 This need refers to realizing or reaching to the aim of life. 

 Once the employees become what they want to become, it means satisfaction of self-actualization 

need.  

 These need include growth, self-fulfillment and achievement of goals. 

 

Assumptions of Maslow’s Need Hierarchy Theory: 

 Behavior of people depends upon their need. Human behavior can be changed or motivated by 

fulfilling their needs. 

 Generally the needs follow the hierarchy, i.e. starting from physiological need. 

 A satisfied need can no longer motivate a person; only next higher level need can motivate him/her. 

 A person move to next higher level need only when the lower need is satisfied. 
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