NEEDS ANALYSIS DOCUMENT


What you do:  Fill in the answers to the questions below.  You may want to get insights from various advisors such as account managers, recruiters, marketing people, other employees, and personal acquaintances.  This document can be used for both performance gap and opportunity gap issues.


1. Who, if anyone, requested that you fill the need or solve the problem?

2. Name of the category, job title, or topic where performance or opportunity gaps exist. What specific needs or problems do you see that lead you to developing a solution?

3. Describe in broadest what the performance should be, or what the opportunity is.

4. Describe specifically what the performers are doing, or what the current situation is that does not take advantage of the opportunity.

5. Describe what the performance gap is costing in terms of personal frustration, irritation, personnel turnover, or similar issue.  Or, what the lost opportunity is costing in terms of market demand, customer satisfaction, employee retention, or similar issue.

6. Can this performance gap be addressed with an education and/or training course?

7. Why is, or is not, the performance gap worth putting time, money, and effort into resolving?

8. What can be done to resolve the gap besides training?

9. If only the things in #8 are done, is the gap resolved?   
Yes ______     No _____

(If Yes, training development stops.)

10. If No, is training part of the solution?    


Yes _____     No _____

(If No, training development stops.)

11. If Yes, what training would you say should be developed?  This may entail more than one course or subject.

12. If you develop this course, how will it impact you, for instance, in your personal and professional schedules, completing other assigned tasks, and the like?

13. Who else might need to become involved to accomplish the project?  Are these people available?

14. Is there management and organizational support to develop and implement the course?

15.  If not, what can be done to build the foundation of support needed?
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