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This form is used for the identification of training needs that are not currently met by the University Staff Development Program (www.tedi.uq.edu.au/sdh).  When completing this form, the supervisor should consider and consolidate the needs of particular positions in the organisation rather than complete one form per staff member.  Career advancement and/or performance enhancement training needs may be listed.  This information will be used as part of ongoing training needs analysis to help ensure the University Staff Development Program is relevant and sufficiently comprehensive.

1.
Tasks and Skills For Which Training is Required
(Tasks requiring training which are not provided by the University Staff Development Program.  List the tasks to be done and the training needed to acquire the required job skills.)

Example:

	Task
	Training Required

	Act as secretary for committee meetings.
	Instruction on meeting procedure, the role of the secretary and minute writing.


	Tasks and Skills
	Training Required

	
	

	
	

	
	


2.
Position Title(s) For Which This Training Is Needed
	Position Titles(s)
	HEW Level

	
	

	
	

	
	

	Supervisor’s name
	

	Supervisor’s signature


	Date

	Head’s name
	

	Head’s signature


	Date

	Organisation Unit
	


Forward to the Manager, Organisational & Career Development, Human Resources Division.
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