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Ref. No. 2022- 05- £+

May 17, 2022

TO :  ALL BAR EMPLOYEES

SUBJECT . TRAINING NEEDS ASSESSMENT SURVEY QUESTIONAIRE

This refers to the preparation of a Training Plan for DA-BAR staff for FY 2022 of the Human
Resource Management Unit. In this regard, all BAR personnel shall accomplish the attached
Training Needs Assessment Survey Questionnaire and return the same to the Human
Resource Management Unit on or before May 31, 2022.
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Furthermore, all division/section/unit/office heads are required to validate the entries of
their respective subordinates by affixing their signatures in the questionnaire after
discussing the same or after the employee-respondent has successfully completed the

entries.

For your information and strict compliance.
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TRAINING NEEDS ASSESSMENT SURVEY QUESTIONNAIRE

Dear Colleagues at BAR,

We are in the process of preparing a Training Plan as a major component of a total HRD
Plan for DA-BAR staif for FY 20ZZ. in this regard, please accompiisit viis Training Needs
Assessment Survey Questionnaire and return to the Human Resource Management Unit
on or before May 31, 2022. Please be informed that the data will serve as basis and
reference for the evaluation and approval of requests for trainings and scholarships.
The employee-respondent and the immediate supervisor/head of unit/division shall

hoth affiv their cignatures for validation purposes.

L. Personal Information

NAME
SEX . S [AGE |
DIVISION/UNIT |
| DESIGNATION/POSITION

LENGTH OF SERVICE

' YEAR GRADUATED |

II. Relevant Trainings Attended for the Last Five Years (please include local and
foreign trainings, scholarships, conferences, study tours, etc.)

T+ . 4 Rolein the Training
: | Inclusive | Sponsor/ (i.e. participant,
Title e 4 :
‘ Date/s | Organizer | facilitator, resource
Honadain person, secretariat)

You may continue on separate sheet
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[II. Present responsibilities and duties
Please enumerate at least five major responsibilities and functions of your
present position/designation and at least one major task under each
responsibility. Example No. 1 is done for you. You may enumerate more than five
duties or responsibilities or tasks if necessary.

Position: Administrative Assistant (Example)

[ : . Y. .
Major Responsibility Major Task

Ex | Assists in the management and | Maintains a logbook and updates computer
tracking of all R.& D.records and files—of- - incoming - and OULEGInE
documents within the unit/division. | communications.

1

2

3

4

5

IV. Training Topics
Based on the above list, please enumerate at least five topics / subjects for your
training needs in their order of priority (No. 1 being the top priority, No. 2 being
the second priority, etc.). You may specify the topic or subject if necessary.

Ex Records Management Tools for R&D—Uses and Importance

1




V. Competencies
On the basis of competencies, what related interventions or suggestions do you

think are relevant for inclusion in our training plan and other HRD programs?

CORE COMPETENCY (Ex. Honesty, Etiquette, Team Building)

Topic Timeframe Assessed Desired
P Weakness Goal/Outcome
1.
2.
3.
4.,
5.

ORGANIZATIONAL COMPETENCY (Ex. Public Speaking, Data Privac

Employee
Signature over printed name

Noted by:

Immediate Supervisor
Signature over printed name

THANK YOU VERY MUCH FOR YOUR COOPERATION!



