Employee Training Plan
Template Example

Employee Information

Employee Name Start Date Position Held

Sasha Petrov MM/DD/YY Marketing Coordinator

Marketing and Communications MM/DD/YY Sarah Goodwin

Provided by Smartsheet, Inc.



Training Schedule and Activities

Training Phase Activity Description Category Active / Hold Point of Contact Status Comments

Introduction to company Employee handbook

oolicies and culture Compliance Active HR Representative Complete reviewed
Teom an department Soft Skills Active Manager Complete Met key feam
infroductions members
Email and project Technical Active IT Specialist Complete System access
management tool setup granted

Week 1 Activities
Inifial 'morke’rlng strategy Job-Specific Active Marketing Director Complete Asagnepl first
overview campaign

Active Complete

Active Complete



Training Schedule and Activities

Training Phase Activity Description Category Active / Hold Point of Contact Status Comments

Marketing software Completed module 1

Technical Active Development In Progress

tfraining of 3
Content c;req’non on.d Job-Specific Active Marketing Team Lead In Progress Drafted first blog post
brand guidelines review
Cross-team collaborafion ¢ ¢t gy Active Training Coordinator Scheduled Team engagement
workshop focus
30-Day Activities
Performance check-in with Development Active Manager Scheduled Evaluate progress on
the manager goals
Active Complete

Active Complete



Training Schedule and Activities

Training Phase Activity Description Category Active / Hold Point of Contact Status Comments

Learning reporting
tools

Data analysis and

) - Technical Active Marketing Director Scheduled
reporting fraining

Understanding
audience insights

Customer engagement

L Job-Specific Active Manager Planned
strategy training

Midpoint self-assessment Sr. Marketing Identify strengths and

. Development Active Planned
and review Manager gaps
60-Day Activities
Active Complete
Active Complete

Active Complete



Training Schedule and Activities

Training Phase Activity Description Category Active / Hold Point of Contact Status Comments

Advanced campaign Sr. Marketing Running independent

. Job-Specific Active Planned .
management fraining Manager projects
Peer mentorship session Soft Skills Active Peer Mentor Overdue Knowledge—shorlng
opportunity
Final 90-day review with Development Active Manager Planned Pgrformonce
manager discussion
90-Day Activities
Active Complete
Active Complete

Active Complete



Training Schedule and Activities

Training Phase Activity Description Category Active / Hold Point of Contact Status Comments

Leadership training

orogram enroliment Development Hold HR Representative Pending Approval  Preparing for growth

Industry networking and
conference participation

Strengthen industry

Development Active Marketing Team Lead Scheduled .
connections

Active Complete
Continuing
Development
Active Complete
Active Complete

Active Complete



Competency and Performance Tracking

Competency Area | Target Date Ob[zg:\?ed Areas of Strength Improvement Areas| Next Steps

Company Policies and

Compliance MM/DD/YY MM/DD/YY Strong grasp of policies None Continue policy adherence
Mor'ke.’nng Software MM/DD/YY MM/DD/YY 3 Basic sof’rwgre Practice with analytics Additional hands-on fraining
Proficiency understanding tools
Contenf Creation and 1 /iy vy MM/DD/YY 4 Writes engaging Improve in fone Review with the senior editor
Brand Consistency content consistency
Cross-Team MM/DD/YY MM/DD/YY 4 Engages wellin Improve response Set reminders for follow-ups
Communication meetings fimes
Compqlgn Strategy MM/DD/YY MM/DD/YY 3 Understands process Neeg:ls experience Work ur)der supervision on the next
Execution running full campaigns campaign

MM/DD/YY MM/DD/YY

MM/DD/YY MM/DD/YY

MM/DD/YY MM/DD/YY

MM/DD/YY MM/DD/YY

MM/DD/YY MM/DD/YY



Training and Meetings Attended

Date(s)
Training Title Target Date Aftended Topics Covered Trainer / Speaker

New Hire Orientation MM/DD/YY MM/DD/YY Company overview, compliance, policies HR Representative

?g”i:ﬁgng Soffware MM/DD/YY MM/DD/YY 2 CRM, email automation, data analytics Learning and Development
Brand and Content MM/DD/YY MM/DD/YY 5 Brond]ng guidelines, voice, and content Marketing Team Lead
Strategy planning

Cross-Team

Collaboration MM/DD/YY MM/DD/YY 2 Team synergy, role alignment Training Coordinator
Workshop

Performance Check-In MM/DD/YY MM/DD/YY 1 Goal assessment, feedback discussion Manager

EA%TEQQSIYS'S for MM/DD/YY MM/DD/YY 3 Reporting best practices, fracking success Analytics Team

Leadership MM/DD/YY MM/DD/YY 5 Decision-making, conflict resolution, growth Human Resources and Guest

Development Program Speaker

MM/DD/YY MM/DD/YY

MM/DD/YY MM/DD/YY



DISCLAIMER

Any articles, templates, or information provided by Smartsheet on the website are for reference
only. While we strive to keep the information up to date and correct, we make no representations
or warranties of any kind, express or implied, about the completeness, accuracy, reliability,
suitability, or availability with respect to the website or the information, articles, templates, or

related graphics contained on the website. Any reliance you place on such information is therefore
strictly at your own risk.
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