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	Training/Internship PLacement Plan

	An acceptable Training/Internship Placement Plan should cover a definite period of time and should consist of definite phases of training or tasks performed with a specific objective for each phase. The plan must also contain information on how the trainees/interns will accomplish those objectives (i.e. classes, individual instruction, shadowing, etc.). Each phase must build upon the previous phase to show a progression in the training. A separate copy of this page must be completed for each phase (i.e.; if the trainee is rotating through different departments). 

	Name of Trainee (Last, First, MI)
	Field of Training/Internship:

BUSINESS


	Name of Phase:
	Start Date of Phase:


	End Date of Phase:
	Phase # __ of __

	Specific Objectives for This Phase: 
It is the ambition of this program to combine an academic introduction to U.S. business methodologies with their practical application. 
In doing so we aim specifically to offer training in:

1. The start-up of the business, 
2. Operation,  
3. Retail business, 
4. English language for business, 
5. to establish a set of evaluative tools and skills that might later be applied in the participants own country, 
6. Cross-cultural experience, 
7. Leadership skills both at a group and individual level. 



	Skills to be imparted for this phase:
1. Trainee will gain the skill and insight required to manage competing interest within an organization (manufacturing efficiency VS customer service), 
2. An ability to communicate industry concepts and standards in proper written and oral form, 
3. The ability to function successfully within a group setting while leading at times and following at others, 
4. Knowledge and experience in the application of spreadsheets as they relate to various financial and operational considerations (i.e. lending/borrowing, inventory management, etc.), 
5. Customer service skills required within the service sector, 
6. Human resource management skills (ranging from interviewing and hiring new staff to evaluating and training them), 
7. Risk management issues, 
8. An understanding of how to balance short and long term profitability requirements, 
9. Financial management skills required of any small business owner, including the handling of cash, negotiating with suppliers, and accurate financial system and reconciliation, 
10. The skills to consider the legal implications of different transactions and behaviors within an organization, 
11. A model framework in which to consider various business opportunities.


	Justification for on-the-job training: 
After observation, in order for the trainee to demonstrate that he/she has indeed learned enough to perform the appropriate skills in the proposed field of training, he/she needs to practically apply the newly acquired skills. By actually performing tasks which utilize these skills, the training can be fully internalized. There is no way to assess that learning has actually occurred unless the trainee demonstrates that learning through application and performance. Furthermore, the use of on-the-job training allows the trainee's performance to be observed and corrected, while at the same time giving the trainee the opportunity to use the acquired skills in ways that are appropriate to specific situations. On-the-job training is the best way for the trainee to show that learning has occurred, that the experience has been worthwhile, and that the program was a success.


	Chronology or Syllabus of Training or Tasks to be Performed During This Phase: 
MONTHS 1-3. STARTING FROM SCRATCH OR JOINING AN EXISTING BUSINESS. 

· Getting Started. 

· Franchises and Buyouts. 

· The Family Business. 

MONTHS 4-8. DEVELOPING THE NEW VENTURE BUSINESS PLAN. 

· The Business Plan: Visualizing the Dream. 

· The Marketing Plan. 

· The Human Resources Plan: Managers, Owners, Allies, and Directors. 

· The Location Plan. 

· The Financial Plan: Projecting Needs. 

· The Financial Plan: Finding Sources of Funding. 

· Planning the Harvest. 

MONTHS 9-12. FOCUSING ON THE CUSTOMER: MARKETING GROWTH STRATEGIES. 

· Customer Relationships: The Key Ingredient. 

· Product and Distribution Plans. 

· Pricing and Credit Decisions. 

· Promotional Planning. 

· Global Marketing. 

MONTHS 13-16. MANAGING GROWTH IN THE SMALL BUSINESS. 

· Professional Management in the Entrepreneurial Firm 

· Managing Human Resources. 

· Managing Operations.

· Managing Risk in the Small Firm.

MONTHS 17-18. UNDERSTANDING WHAT THE NUMBERS MEAN.

Managing the Firm’s Assets.

Evaluating Firm Performance.

Courses 

Business English              
Budgeting and Fiscal Management    
Conducting Performance Appraisals 
Business Fundamentals    
Management Concepts
Legal aspects of Human Resources


	Method of Evaluation and the Frequency of Supervision During This Phase: 
Constant supervision, discussion and feedback will be provided by the department supervisor for each area of responsibility.  Monthly review meetings will take place with the direct supervisor.  The direct supervisor will be the contact person for practical support and supervision for the duration of the program.
Monthly meetings with the direct supervisor will occur.  Upon completion of the department rotation, a written evaluation will be completed and co-signed by the department supervisor and direct supervisor.  A final meeting of the department supervisor, direct supervisor and the trainee will conclude the departmental rotation.  A final meeting with the direct supervisor will take place to review, discuss and evaluate the entire training program.  A final written evaluation will be completed by the trainee and a separate evaluation will be completed by the direct supervisor.




PAGE  
2
YMCA International Training & Internship Programs * 5 West 63rd Street, NY, NY 10023 * 212-727-8800 * www.internationalymca.org

