Learning Strategies Job Aid

Many “no cost” and “low cost” opportunities for learning exist both in and outside of the employee’s daily work environment.  By considering a variety of strategies, you and your employee can choose those opportunities that best meet his/her needs.  
Tips:

· Consider how the employee learns best.  Some individuals prefer reading and reflecting on what they have read.  Others prefer more of a “hands-on” experience and interaction with others.  

· Consider the learning goal when identifying strategies.  For example, if the employee wants to become more comfortable talking in groups, then attending a discussion forum might be a good strategy.   


· Make sure to close the loop with the employee following the training or development.  For example, talk with employees about what they learned through reading, developmental assignments, and online courses.  Have them share what they’ve learned with other employees in a staff meeting.  

	
Strategy
	
Description

	Coaching
	Observing a mentee at work and providing feedback and facilitative problem solving to enhance performance or correct deficiencies; supporting a mentee as he/she learns new tasks.

	Self-development
	Taking personal responsibility for one’s own learning and development through a process of assessment, reflection, and action.

	Job aids
	Tools that give step-by-step guidance for completing a task (e.g., checklists, decision aids, procedure and policy manuals, work samples, flowcharts). 

	Special projects
	Short-term and/or long-term assignments with a specific learning outcome that lasts from several months to a year; typically in addition to one’s current job.

	Shadowing assignment
	An assignment during which the mentee observes another person in his/her daily routine for a period of time.  Gives the mentee a sense of the duties and responsibilities of the job and how the person handles the work and situations that arise.

	Rotational assignment
	A “detail” to another position or unit to broaden mentee’s knowledge of different operations and working environments. 

	Discussion forum
	A group that meets on a regular basis to share ideas, information, and solutions to work-related issues.  Provides an opportunity for the mentee to build his/her network.  Forums can be face-to-face or online.

	Reading  
	Reading pertinent books, articles, professional journals and magazines to broaden the mentee’s knowledge of relevant issues, trends, challenges, and solutions.

	Online learning  
	Using AGLearn to access free online courses and reference material; using the Internet to research work-related topics, take self-paced courses, access real-time presentations by keynote conference speakers, and access reading materials.

	Classroom courses
	Work-related training held in a traditional classroom setting at either on-site or off-site locations.

	Audiotapes and videotapes
	Pre-recorded professional books and courses on a variety of work-related topics.

	Informational interviews
	Meetings with key people to gain information, as well as their perspective and advice, on areas of interest.
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