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Excelen Performance, Inc. is an innovative provider of superior business training, process 
and performance solutions based upon current learning and performance best 
practices and experiences. Solutions are collaboratively developed and implemented in 
order for clients to experience sustainable performance improvements.

Our Vision
To be a preferred partner in helping organizations achieve improved results in the areas 
of workplace learning, development, performance and compliance.

Kristina R. Barkhouser is the founder and President of Excelen Performance, Inc.
Kristina has over 20 years of experience in technical and 
interpersonal skills development with a background in 
presentation skills and instructional design, quality assurance, 
regulatory compliance, and active learning techniques. With 
nearly ten years of direct training experience in the 
pharmaceutical industry, she specializes in designing training to 
meet the needs of a variety of educational levels and learning 
styles, while ensuring regulatory compliance. Kristina has a 
background in Human Resources, Quality Assurance, 
Education, and Instructional Design and has earned the 
American Society for Training and Development (ASTD) 
Certified Professional in Learning and Performance (CPLP®) 

credential. Kristina has a talent for designing interactive learning experiences to improve 
employee effectiveness and increase organizational performance. Kristina is also a 
frequent speaker and presenter at regional, national and international conferences. In 
addition, she is the author of numerous published articles on effective training and 
development.

Training Consulting
Excelen Performance, Inc. can work with your organization as a trusted advisor on all 
matters related to workforce development and employee training.

Customized Courses
Clients may choose from the selection of courses and topics in this course catalog.  All 
content is customized to the unique needs of the client audience.  Participants learn via 
active engagement with the content and will have ample opportunity to apply learning 
concepts.  All sessions include:

 Customized course design and development.
 Professional resource guide for each participant.
 High energy, interactive training delivery.
 Post training assessment and action plan for implementation.

All topics can be tailored to the time limit, audience size, and delivery method of choice.
Don't see a topic you're looking for, or need a blend of two or more topics you see here?  

Just ask - It CAN be done!
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Here's just a sample of what people are saying about Kristina...

"The level of energy that Kristina brings to a training session is so inviting that you will 
not feel you are in a class but on a journey of enlightenment."

- Eugene Lofton,  Merck

"Kristina is the consummate training professional, and her command of a training 
room is inspiring. Kristina has the ability to work with all levels and abilities within the 
business, adapting easily and is highly respected by all. After you have worked with 
Kristina once, you are left in no doubt of her abilities to design training solutions, and 
of course deliver them.” 

- Ian Rumsey, Novartis

“A compelling and inspiring speaker to say the least.”
- C. Latham Mitchell, MD, Erudita Biotechnical LLC

"Kristina is an excellent communicator who REALLY connects with people. She is one 
of the most creative trainers I have met and always finds dynamic approaches in 
making her training sizzle.  I STRONGLY recommend Kristina for any company who 
needs a spark in creating their training program."

- Stephen Wallace, Alcon Laboratories

"Her proven training methods have been highly effective with the adult learner.”
- Tom Wilder, North Carolina Department of Labor

"Kristina is a seasoned training professional, an excellent public speaker, and I 
recommend her for any company's training needs.” - Garth Mussey, Boehringer-Ingelheim

“Kristina's training is fun yet efficient. She has an incredible skill that gets your 
attention and keeps it.”

- Patty Murdock, Almac Clinical Services

"She has always provided a high level of detail and has expertise in effectively and 
efficiently delivering training that meets or even exceeds organizational 
expectations.  She has a unique way of involving audiences in her presentations that 
adds so much value to the overall training experience.”

- Steven Hicks, Stiefel, a GSK Company

“She is a seasoned conference presenter and her sessions are well attended; often 
overflowing with standing room only attendees who arrive too late!”

- Vivian Bringslimark, GMP TEA, Inc.
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Professional Development

 Lessons from the Horse - Communication Essentials for Leadership............. pg  8
 More than Words! Vision, Mission and Values................................................... pg  9
 You Are Here - Getting "Unstuck" and Moving On!.......................................    pg 10
 Me First! - Task Prioritization Skills ........................................................................... pg 11
 Change Management in Fast Times .................................................................. pg 12
 Snore No More!  Powerful Presentation Skills ..................................................... pg 13
 Train the Trainer - Be the Best You Can Be!........................................................ pg 14

Regulatory and Compliance

 Safety Compliance Basics
What You Don't Know Could Put You Out of Business! ................................... pg 15

 Really Trained or "Reportedly" Trained - What FDA Warning
Letters Say About the Effectiveness  (or ineffectiveness) of 
Corporate Training Programs ............................................................................... pg 16

 Save Our Procedures! - How to EFFECTIVELY write and evaluate
Standard Operating Procedures (SOPs) ............................................................ pg 17

 Quality Training - Preventive Action vs. Corrective Action ............................ pg 18
 Was I Just Trained? Slaying the Beast We Call SOP Training .......................... pg 19
 When Forgetting Isn't an Option -

Optimizing Training Retention for Regulated Industries .................................. pg 20

Workforce Development and Training

 When The Going Gets Tough, The Tough Get Training ................................... pg 21
 Faith Based Training - What is it? Why doesn't it work? ................................... pg 22
 Whose Learning Is It Anyway - Evaluating Training Effectiveness ................. pg 23
 Build a Better Curriculum- ...and they will be trained well!............................. pg 24
 Making the Transition from Subject Matter Expert (SME)

to Subject Matter Educator Extraordinaire (SMEE)! ......................................... pg 25
 How Much is Too Much?  Training Your Employees Appropriately............... pg 26
 Teaching Old Dogs New Tricks - Adult Learning Principles............................. pg 27
 Targeted Training - Aligning Training Intensity with Objectives...................... pg 28
 Effective Use of Job Aids and Performance Support ...................................... pg 29
 More than a Pat on the Back! 

Designing Effective Reward and Recognition Programs ............................... pg 30



Excelen Performance, Inc.
Presentations and Training Topics

by Kristina R. Barkhouser, CPLP

Page 4 of 30
Excelen Performance, Inc. ® 2012 

434.797.6770
kbarkhouser@ExcelenPerformance.com - www.ExcelenPerformance.com

Get the Message!
                        Effective Written Communication

Summary:
Communication is probably the most utilized skill in the world, every hour of every day; 
however, many people struggle with communicating messages clearly, confidently and 
effectively.  Colleagues and customers judge your competency and professionalism 
based upon your writing ability.  By following some simple tips, you can ensure that your 
communication is received as it was intended - and makes a good impression at the 
same time!

Learning Objectives:
 Identify the costs of poor correspondence.
 Describe the criteria for effective messages.
 Answer the six critical questions for message planning.
 Select the best communication option and use it properly.
 Write customer focused messages that get results.
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We Have to Quit Meeting Like This!
Adopting New and Effective Meeting Practices

Summary:
Are you spending all day in meetings, only to experience few results or actions at the end 
of the day?  The cost to your company is staggering, if you are not following best 
practices for effective meetings.  This course will help you identify meeting habits that are 
costing you time and money, and will provide solutions for adopting new and effective 
practices ... so you spend less time meeting and more time getting results!

Learning Objectives:
 Describe how ineffective meeting habits cost more than just your patience!
 Effectively prepare for meetings.
 Identify clear and concise objectives.
 Set realistic ground rules.
 Employ solutions and tools to plan, conduct, and follow up after meetings.
 Identify gains and new best practices ... commit to action!
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Customer Service
The Key to Getting and Keeping Your Customers

Summary:
Everyone has heard that it costs more to gain a new customer than to keep a customer 
you already have; however, poor customer service practices are still rampant in our 
culture.  In today's competitive business environment, customer service is often the key 
that sets a successful business apart from the crowd.  This course will explore how
customers really want to be treated and help you identify current service habits that
could be hurting your customer relationships.  The customer may not always be right in 
the technical sense of the term, but the customer is always the customer!

Learning Objectives:
 Define the elements of excellent customer service.
 Assess your current customer service practices to determine what you should 

stop, start, or continue doing.
 Handle difficult customers with grace and professionalism.
 Develop a customer service standard to which you will commit to be 

accountable.
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Presenting a Professional Image
Business Etiquette, Grammar and Proofreading Boot Camp

Summary:
Poor business etiquette, grammar and proofreading cost companies millions of dollars 
every day!  Do you worry that your staff is presenting an unprofessional, or worse yet,
incompetent impression to your customers?  Impressions matter, and your employees' 
understanding of the basic principles of business etiquette can make all the difference.  
This course will explore the basics of business professionalism, as well as how grammar 
and proofreading habits contribute to the overall image of your business.

Learning Objectives:
 Define the principles of basic business etiquette.
 Prevent grammatical mistakes that hurt your credibility.
 Proofread for perfection using techniques of editors.
 Present a professional and competent image, in person, over the phone, and via 

written communication.
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Lessons from the Horse
Communication Essentials for Leadership

Summary:
Communication is more than talking and listening. Genuine communication requires a 
deep understanding of another person's perspective.  Effective leaders have learned the 
secrets of effective communication and how to create an atmosphere of trust and 
respect. 

To illustrate this concept, a demonstration will be given on how to communicate with 
horses, in their own language.  This program requires the group to travel to a Danville 
area farm to experience hands on the concepts of communication, trust, respect and 
leadership ... using lessons from the horse.  Foundational truths of communication, trust 
and respect are demonstrated in the role play.  Sir Winston Churchill said, "There is 
something about the outside of a horse that is good for the inside of a man."  This 
program is more than a course ... it is an experience!

Learning Objectives:
 Identify the critical elements of perception, which often speak more than words.
 Adjust your communication style to the target audience.
 Identify the implications of non-verbal messages.
 Describe the foundations of leadership based on the principles of 

communication, trust and respect.
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More than Words!
Vision, Mission and Values

Summary:
Having defined Vision, Mission and Core Value statements provides the foundation for 
good strategic planning and is essential to successful leadership.  Whether or not these 
statements are articulated, they exist and are driving forces within an organization.  Even 
companies with Mission Statement posters on the wall might not be "walking the talk".  
Defining these elements is more than just a passing fad, and it's more than an event ... it's 
a process that should include action and integration into the culture and behaviors of 
the organization.  No company is too big or too small to have clearly defined Vision, 
Mission and Core Value statements.  This course will help you determine yours and 
identify how to put them into practice!

Learning Objectives:
 Describe the benefits of having defined Vision, Mission and Core Value

statements and how they should be used.
 Determine the "to be" elements needed to define a personal and a business 

Vision.
 Identify the differences between a company Vision and a company Mission 

statement.
 Describe the foundational elements of Core Values and how they support your 

business, driving corporate culture and behaviors.
.
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You Are Here                       Getting "Unstuck" and Moving On!

Summary:
Are you really that comfortable?  Have you ever wondered why you keep doing what 
you've always done, yet expect different results?  How do you get yourself over the 
hump and on to what comes next? 

Sometimes we consciously, or subconsciously, keep ourselves in a "comfort trap",
because fear of the unknown is greater than discomfort with the known. Based upon the 
book, "The Comfort Trap - or, What If You're Riding a Dead Horse?" by Judith Sills, this 
program will help participants identify and break free of what is holding them back from 
better futures.

This course is applicable to organizations stuck in the past and having difficulty seeing a 
way forward.  It is personally and professionally applicable to personnel who may need 
to change roles in an organization but are having difficulty letting go of current 
responsibilities.

Learning Objectives:
 Recognize a "comfort trap" and face it "head on".
 Create a vision of where you want to be.
 Determine your pattern of behavior to reveal what you need to modify.
 Face fear and take action!
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Me First!
Task Prioritization Skills

Summary:
Are you overwhelmed with tasks and find that your "to do" list is longer at the end of the 
day than at the beginning?  Good time management is based on effective task 
prioritization.  However, finding the balance between customer needs, business needs 
and personal well being can be challenging.  This course will help you evaluate tasks and 
categorize them in a way that will help you achieve balance and efficiency.

Learning Objectives:
 Manage tasks in a fashion that balances customer needs, business needs, and 

your personal well being.
 Evaluate a task to identify its importance and urgency.
 Identify the degrees of urgency of a task.
 Identify the levels of importance of a task.
 Create a daily plan for optimal impact.
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Change Management in Fast Times

Summary:
It's often said that people don't like change.  However, that's really not true.  Ask 
someone who just got a new car, or a teenager with a new phone ... people actually do 
like change.  What people don't like is change over which they have little or no control.

Change management is the art and science of guiding an organization and its people 
through the predictable transitions and stages of change.  The key to surviving and 
thriving is to take a proactive approach.  

This course is customized to change that is currently underway, or anticipated by, your 
organization and is based on solid principles of effective change management.  It is an 
excellent way to kick off change initiatives by clearly outlining the steps needed for 
effective change.

Learning Objectives:
 Determine why NT + OO = EOO - New Technology in an Old Organization equals 

an Expensive Old Organization.
 Implement new systems and processes in a way that doesn't keep your 

organization stuck in the past.
 Ask the necessary questions to address the stages of change.
 Anticipate responses and take pre-emptive action to minimize resistance and 

smooth transitions.
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Snore No More!  - Powerful Presentation Skills

Summary:
You've been there.  Prisoner to a painfully poor presenter who drones on and on without 
any apparent consideration for you...the "captive" audience.  Public speaking certainly 
isn't everyone's idea of a good time, but some simple things can make your presentations 
meaningful, memorable and motivating!

This course will be tailored to the audience and the types of presentations they will likely 
be making.  Presenting doesn't have to be painful...for the presenter or the audience!  
Let this course show you how it's done!

Learning Objectives:
 Minimize anxiety by using well tested techniques.
 Recognize the elements of a great opening, middle, and close.
 Identify the one thing all audience members really want to know.
 Enhance content to make it more meaningful and interesting.
 Create slides that enhance your content vs. read like a book.
 Engage the audience in your presentation with simple techniques.
 Present with polished "platform skills".
 Manage difficult participants with grace and professionalism.
 Determine what makes a memorable close and how to leave an audience 

wanting more!
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Train the Trainer - Be the Best You Can Be!

Summary:
It's not enough to train the workforce, you also have to train the trainer.  The training field 
is always changing and improving. Whether you’ve been training for a while or never 
stepped in front of a group to speak, this workshop will show you how to become a 
facilitator of learning, not just a presenter. You’ll build confidence, engage your 
audience from the beginning and leave your trainees with the motivation to put into 
action what they just learned.

While the Snore No More! course focuses solely on presentation skills, this course delves 
more into adult learning and how to train content vs. how to present a message.  This 
course will be tailored to the audience and the type of training they will most likely be 
delivering.  

Learning Objectives:
 Boost training retention by utilizing the latest techniques for adult learning.
 Develop training that targets the key learning points, without overloading trainees 

with "fluff".
 Recognize the elements of a great opening, middle, and close.
 Present information in an engaging manner and identify opportunities for active 

learning.
 Present with polished "platform skills".
 Create slides that enhance your content vs. read like a book.
 Utilize visual aids and activities effectively.
 Develop strategies for dealing with difficult participants.
 Evaluate the effectiveness of a training session.
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Safety Compliance Basics
What You Don't Know Could Put You Out of Business!

Summary:  
The economy has caused many business, large and small, to tighten their belts.  
However, what they may be sacrificing could cost them even more! Regulatory 
inspections are on the rise as governmental bodies are attempting to increase revenue.  
Compliance related fines are becoming a very lucrative avenue for the regulatory 
agencies!

Small and medium sized businesses with 10 to 500 employees represent 99.7% of all 
employers, according to the U.S. Small Business Administration (SBA).  These businesses 
may not have the resources to ensure all compliance requirements are being met. While 
looking after core business activities in a tough economy is essential, also vital is
protecting the business and it's employees from regulatory consequences.

This course is customized based upon industry statistics for compliance concerns of the 
particular audience for whom it is being delivered.  The course will identify key areas of 
required training for the specified business industry and provide an overview checklist of 
requirements to be satisfied in order to prevent regulatory consequences.  The old 
adage "ignorance of the law is no defense" certainly applies.  Failing to implement and 
monitor your safety compliance program can produce devastating results. Keep your 
money in your business rather than putting it in the hands of the regulators!

Learning Objectives:
 Identify current regulatory trends and how they can affect you.
 Determine which key compliance requirements your business is missing.
 Identify the documents and training that must be in place to protect your 

business from regulatory consequences.
 Develop a sustainable action plan for achieving and maintaining compliance!
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Really Trained or "Reportedly" Trained - What FDA Warning 
Letters Say About the Effectiveness (or Ineffectiveness)

of Corporate Training Programs

Summary:
With efforts to deliver training more efficiently, effectiveness is often sacrificed, leading to 
a myriad of other compliance problems.  While e-learning and Learning Content 
Management Systems deliver vast amounts of content to large groups of employees in a 
very efficient manner, it’s important to measure the effectiveness of training.

This course explores the root causes of ineffective training and provides innovative 
solutions for combating each of them. It will also provide information on how to evaluate 
the effectiveness of your current training programs, so you can remedy any deficiencies
before they lead to costly mistakes.

Learning Objectives:
 Identify root causes of ineffective training that can lead to serious compliance 

problems.
 Develop effective training that actively engages learners for optimal retention 

and return on training investment.
 Utilize a four level model of learning evaluation to ensure that training is achieving 

its intended objective.
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Save Our Procedures! - How to EFFECTIVELY write and evaluate 
Standard Operating Procedures (SOPs)

Summary:
SOP ... three little letters that wreak havoc on organizations and cause numerous 
observations by regulators.  Having a good understanding of what should and should not 
be in a "written procedure", and how to author and manage them effectively, is a key
skill for which few people have ever received training.  Is your organization bogged 
down in an SOP writing and management style developed by employees who are long 
gone?  You don't have to start from scratch, but the concepts gained from this training 
will certainly help you begin the process of saving your procedures.

This course will equip you with the information you need to effectively write and evaluate 
your organization's SOPs.  From determining the need, scope and purpose of an SOP, to 
maintaining and applying your SOPs in an effective and compliant manner, you'll gain 
practical insight on each step of the process.  

Whether you’re an SOP end user, author, approver, or member of the Quality 
department, understanding the key features of effective AND ineffective SOPs can save 
your organization from tragic mistakes and regulatory action.  If you’re worried about 
drowning in a sea of badly written SOPs, this is your S.O.S. call, and your opportunity to 
take steps toward safe, useful and compliant Standard Operating Procedures.

Learning Objectives:
 Determine what to put in writing and what NOT to put in writing.
 Describe the lifecycle of an SOP.  
 Structure a compliant and useful SOP from everyone's perspective, not just the 

author's. 
 Identify the roles of the author, the approver and the Quality department in the 

SOP process ... a partnering perspective.
 Evaluate the effectiveness of the SOP and the transfer to on-the-job behavior.
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Quality Training - Preventive Action vs. Corrective Action

Summary:
Retraining is a very common corrective action for deviations. However, retraining as a 
corrective action points to a greater concern ... ineffective initial training!

This course will identify the compliance concerns regarding employee qualification and 
will describe how to measure and improve your organization's training effectiveness. 
Training effectiveness isn't a luxury, it's a necessity.  Take a proactive approach by 
improving your training system, so that deviations are avoided vs. corrected with 
retraining.

Learning Objectives:
 Identify the common causes of training-related deviations.
 Discover root causes of ineffective training.
 Practical suggestions for measuring and improving training effectiveness.
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Was I Just Trained?  Slaying the Beast We Call SOP Training!

Summary:
“I think I was trained on that …”  Trainers have often heard these words from trainees who 
were victimized by meaningless training.  It’s time to re-visit that age old practice we call 
“SOP Training” and identify whether or not it should qualify as training at all.  In a time 
when companies are striving to call themselves “learning organizations”, isn’t it about 
time we point out the wolf in sheep’s clothing that we call “SOP Training”?

Learning Objectives:
 Describe the difference between “training” and “learning”.
 Identify the competency level your standard operating procedure (SOP) training 

is targeting vs. achieving.
 Brainstorm innovative ways to achieve greater performance results with SOP 

training.
 Convince your organization’s management to view SOP training differently.
 Improve compliance by shifting the focus from training to learning!
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When Forgetting Isn't an Option -
Optimizing Training Retention for Regulated Industries

Summary:
Did you misplace your keys today and forget your own phone number when trying to 
recite it to a colleague?  Busy lives mean busy minds, and new information is competing 
for the finite “space” we have left!  However, in the world of compliance training for 
regulated industries, forgetting key concepts isn’t an option!  

This session will explore new (and old) ways of embedding content into a learner’s 
memory for optimal retention, recall and performance!  We’ll explore what makes us 
remember and what causes us to forget information.  We’ll also explore techniques for 
increasing retention of information ... not just any information, the RIGHT information.  
Today’s employees can’t afford to forget what they just learned, so how can you help 
them remember … and APPLY … critical learning?  

This presentation will focus on how regulated industries demand training compliance, but 
often aren't using the optimal techniques to achieve it. Strategies from evidence-based 
learning, active learning and neuro-linguistic programming will be explored to optimize 
the training experience and cement learning points. Additionally, the presentation will 
touch on performance support tools now being used to refresh learning and improve 
application of knowledge.

Learning Objectives:
 Identify what learning needs to be "unforgettable", for whom it needs to be 

"unforgettable", and why.
 Utilize effective design principles to ensure optimal retention and application on 

the job.
 Sharpen your training toolbox with tips for designing effective training programs, 

building memory “triggers” and designing job aids that maximize retention and 
compliance.

 Evaluate the effectiveness of your learning materials and identify key 
components of material that has “sticking power”.

 Measure the effectiveness of the training and identify techniques for increasing 
recall and retention at the time of need.
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When The Going Gets Tough, The Tough Get Training!

Summary:
Most people would agree that the current business climate is tough!  Many organizations 
have slashed training budgets, quit sending personnel to conferences, and put a "freeze" 
on getting outside training support or delivery.  As companies are being asked to do 
more with less, they are finding it business critical to look more inside their own ranks to 
meet ever present learning and development needs.  They are also determining when 
and where external support will have the biggest bang for the buck.

Now is the right time to target your training budget toward personnel within your 
organization who can amplify that investment by delivering content internally ... and 
more effectively. Investing in training your trainers brings one of the biggest returns on 
investment in lean times.  Personnel with training skills are good candidates to develop, 
because everything you give to them, they can give back ... exponentially!  

Cutting costs by not properly training your employees can cost more than you can 
imagine! Now is not the time to skimp on your most valuable asset … your employees ...
especially those capable of spreading knowledge to others. That's why I say, "When the 
going gets tough, the tough get TRAINING!” ... especially "Train the Trainer" training!

Learning Objectives:
 Identify how investing in training your trainers is a good investment.
 Select the most suitable personnel in which to invest training.
 Maximize training investment by using a carrot that actually works!
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Faith Based Training
What is it? Why doesn't it work?

Summary:
Have you ever attended a training session, or sent employees to one, and not been able 
to recall or apply one thing after the session ends?  If so, you were likely a victim of 'faith 
based training' ... training based upon the primary belief that delivery of the training is the 
most important part and that what happens thereafter cannot be controlled.  

We know from experience, if you don't use it, you lose it. This session explores the various 
misconceptions about training and will identify actionable ways to keep the training 
flame burning long after the campground closes.

Learning Objectives:
 Dispel common training misconceptions and beliefs.
 Identify how you can keep training alive past the initial delivery.
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Whose Learning Is It Anyway?
Evaluating Training Effectiveness

Summary:
Employee training is such an essential part of our daily activities, that we often lose sight 
of the actual "customer" involved. Everyone has a stake in the game, but who should be 
the focus?  

When shifting the focus from compliance and training objectives to a learner centered 
objective, you will find that the other two conditions will be more easily met in the 
process.  This presentation will explore learning from the learner's perspective and help 
trainers and managers identify the real objectives behind the activities we call "training".  
Active learning principles will be taught and utilized to increase the trainee's motivation 
and understanding.  

However, the true measure of any training initiative is the impact on the learner and the 
organization as a whole.  This session will introduce a 4-level model of training 
effectiveness evaluation and provide insight into which level is appropriate for various 
initiatives.  Finally, training is only really useful if it can be applied at the appropriate time.  
The session will identify opportunities for ongoing learning support to ensure the training 
investment yields expected returns.

Learning Objectives:
 Identify the proper level of learning required for specific tasks.
 Motivate trainees by engaging them with active learning principles.
 Evaluate training effectiveness using the 4-level model.
 Identify opportunities for ongoing learning support tools.
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Build a Better Curriculum - ...and they will be trained well!

Summary:
A well designed curriculum is the cornerstone of a strong training program, whether 
utilizing a Learning Management System (LMS) or a manual process.  Poor curriculum 
construction and assignment can create a myriad of problems…and a swarm of trainees 
beating a path to your door for clarification!      

Investing in proper curriculum building is the key to success!  This session will give you the 
building blocks you need to construct a strong, compliant curriculum and keep your 
sanity in the process! You’ll have an opportunity to share common problems and put 
theory into practice during this interactive program!

Learning Objectives:
 Recognize the importance of building a strong training curriculum.
 Determine the ‘cornerstones’ of training that are shared across job titles.
 Utilize a technique to separate ‘general’ training requirements from ‘specific’ 

training requirements and use that knowledge to create multiple, specialized 
curricula.

 Effectively manage curricula changes.
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Making the Transition from Subject Matter Expert (SME) to 
Subject Matter Educator Extraordinaire (SMEE)!

Summary:
Leveraging existing expertise and knowledge held by subject matter experts (SMEs) is 
more valuable now than ever.  SMEs can be great trainers with proper preparation, 
management and transition from the role of expert to educator.

As companies are being asked to do more with less, they are finding it business critical to 
look inside their own ranks to meet ever present learning and development needs.  
Whether it's because your training budget has been slashed or because you just want to 
make sure your knowledge and expertise doesn't walk out the door, it's a great time to 
look into harnessing the power of subject matter experts (SMEs). 

Harvesting and re-planting the existing expertise and knowledge of your resident experts 
is more valuable now than ever and can provide a tremendous return on investment.  
However, a lot of SMEs are not equipped to transfer their valuable expertise to others, 
which can leave your organization starving for knowledge as the baby boomer 
generation nears retirement.  

Blending and transitioning SMEs effectively into the training function can help your 
organization become knowledge rich in lean times.  Don't let knowledge drain out of 
your business.  It is a wise investment and worthwhile endeavor to convert subject 
expertise into usable content and experiences for the successor workforce. 

This workshop will equip SMEs, as well as those looking to better utilize SMEs in their 
organizations, with the tools and processes to ensure successful optimization of internal 
expertise, knowledge and resources.  There's no doubt that a SME can be a great 
training resource; and with proper preparation, management and transition an internal 
expert can become an EDUCATOR extraordinaire!

Learning Objectives: 
 Identify the characteristics that will make a SME a successful educator.
 Implement solutions for overcoming the common pitfalls experienced when 

utilizing SMEs to meet learning and development needs.
 Evaluate the effectiveness of SMEs in the training role and drive continuous 

improvement.
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How Much is Too Much?
Training Your Employees Appropriately

Summary:
What would Goldilocks want?  She'd want her employee training to be "not too much", 
"not too little", but "just right".  But what is that magical balance of "just right"?  We live in a 
world where too much information (TMI) is leaving most of us in a state of information 
overload!  Common sense and experience tells us that people have limits on how much 
they can learn at one time.  They also have capacity limits on how much information 
they can retain over the long haul. 

This course explores the areas where businesses commonly fail in delivering the 
appropriate amount of training to employees.  It then explores how to appropriately 
portion and deliver training, so employees understand and retain what they are learning.  

Learning Objectives:
 Identify where companies commonly fail to meet training requirements.
 Identify best training practices to avoid information overload.
 Discover 6 levels of learning and determine which ones are appropriate for 

various personnel and processes
 Define and measure appropriate training outcomes.
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Teaching Old Dogs New Tricks (yes, it can be done!)
Adult Learning Principles

Summary:
Training adults is a completely different science (some say art!) than teaching children.  If 
you’ve never explored the differences between pedagogy and andragogy, but you’ve 
witnessed ‘eyes glazed over’, this course is for you!  

Many trainers are transplants into the training role due to their subject matter expertise in 
one or more process areas.  However, knowing a lot about a subject does not qualify 
one to transfer that knowledge effectively to others.  Poor training is often the result of 
training delivered in a way that’s not suited to adult learning.  Identifying adult learning 
principles and applying them to training design and delivery will yield more effective 
training in less time!  Employing active training principles, suited to the adult learner, will 
ensure that training is no longer a daunting task but an exciting opportunity!

Learning Objectives:
 Identify the key differences between pedagogy and andragogy.
 Describe learning style preferences and how each translates to adult learning.
 Utilize methods for capturing adults’ attention and engaging them in active 

training.
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Targeted Training - Aligning Training Intensity with Objectives

Summary:
Train the right topics, at the right time, with the right intensity, to the right people!  In a 
perfect world, that would describe the design and execution of every organization's 
training program.  However, many companies miss the mark daily when it comes to 
training staff with the appropriate intensity.  This course will help you utilize the proper 
needs assessment tools to develop a targeted training program that hits the mark.

Learning Objectives:
 Identify pitfalls of training with inappropriate target intensity.
 Separate "need to know" vs. "nice to know" using Blooms taxonomy of learning 

domains.
 Customize training delivery for optimal retention.
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Effective Use of Job Aids and Performance Support

Summary:
Job aids and performance support are all around you and most likely a bigger part of 
your life than you think!  There's been a tremendous shift from learning things you might 
need to know, to getting information on precisely what you need to know, right when
you need to know it!  Essentially, we're shifting from a "just in case" culture to "just in time".   
GPS devices, apps and icon-based directions are such a part of daily life, that we often 
take for granted how helpful these tools really are and how they make us more efficient 
and effective.

This course will explore the world of job aids and performance support to identify ways 
you could be incorporating them into your daily work to improve quality, efficiency and 
overall performance.  

From a simple checklist to reduce infection rates in hospitals to simulations that allow 
technicians to interact in a virtual machine repair, job aids and performance support 
can have big impacts on organizational efficiency and quality.  

Learning Objectives:
 Determine whether information needs to be “known” or needs to be "accessible 

knowledge".
 Design an effective job aid.
 Identify when performance support should be used, and when it should NOT.
 Discover new uses for job aids and performance support within your organization.
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More than a Pat on the Back!
Designing Effective Reward and Recognition Programs

Summary:
Believe it or not, studies indicate that employees find personal recognition more 
motivational than money.  While money is important, what tends to truly motivate 
employees to perform at higher levels is the thoughtful, personal kind of recognition that 
demonstrates appreciation for a job well done.  Employee satisfaction surveys continue 
to report that employees want to be recognized by their managers as well as by their 
organizations.  

Reward and recognition programs need not take a lot of administrative effort.  In fact, 
the best programs are actually the easiest to administer and utilize!

This workshop will help you work through key steps in creating, or improving, the reward 
and recognition programs within your organization.  

Learning Objectives:
 Determine what rewards your employees truly value.
 Create a clear connection between performance and outcome.
 Avoid potential pitfalls and de-motivating traps that can disrupt your programs.


