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Background

While communications and information will help alleviate the uncertainty of key groups about PDM, training is essential to allow the human resources users, managers and supervisors most affected by change to transition smoothly and support the full functionality of the product. The groups most affected by the change to an automated PDM system are the HR staff and managers and supervisors who initiate position descriptions. They will require training in the new Avue Digital Services classification application and business process. They will be the primary users and key components to successful implementation and operation. 

This training strategy section will be complimented by a Pilot Center Model Training Schedule that can be used as a guideline for Implementing Center activities in the suggested timeframes. Below is an outline of an initial basic training framework for the PDM project. 

.

Training—Pre- roll out at Centers

Human Resources Office Training

Pre-roll out, human resources personnel at each Center will receive a PDM Preview to help set the stage for the in-depth training that will occur at rollout.  This introduction may be delivered virtually using Webex, via videoconferencing or through other creative training methods to accommodate the geographic barriers to bringing all staffs from all Centers together.

PDM Preview

A briefing and product overview of PDM and an introductory demonstration of the software’s functionality to include:

· Access user ID and password information

· Associations and levels of access for user groups
· Introduction to functionality
Training— Roll Out at Centers

Rollout consists of an Avue trainer(s) visiting each Center during their five-day rollout week.  The week will include a combined three days of training by Avue: for human resources specialists; for supervisors and managers and train-the-trainer candidates.  The remaining two days will be used for training follow-up and the Operational Readiness Review (ORR) in anticipation of Centers going “live” following the ORR.  A second phase of training (post roll out) will be described in the PDM Training Plan and include the approach to transition to the Centers, future PDM training of HR staff and supervisors and managers.

Human Resources Office Training

Hands-On Training

One-day human resources training and hands-on experience using the system to create position descriptions.  This will include:

· How to build a PD 

· How to best collaborate with a supervisor or manager

· How to use Agency Position Files

· How to use the NASA process for certifying PDs

· Other internal business processes

· Train-the Trainer Session to include:

· Orientation on the training documents trainers can use to train managers and supervisors and other human resources specialists 

· Tools for “Just in Time” Training for post roll out audiences, including tutorials and other training documents 

· An offer to participate in a general training skills workshop provided by the IFMP Corporate Change Management Office

Supervisors and Managers Training

Supervisor and Managers (identified as those who will be most likely to use the system first) will attend a two-hour classroom training session and learn how to use PDM.

This session will include:

· Experience (hands on or classroom) creating position descriptions

· Training on the new PDM standardized business processes

· Training on Center specific processes and workflow for PDM

Continuous Training Opportunities 

Supervisor and Managers will have opportunities to learn the automated system post implementation.  

These opportunities may include but are not limited to:


· Just In Time (JIT) Training when the tool is needed

· One-on-one training by a Center HR specialist

· Quick reference Guides available on-line and in hard copy
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