
If you are unsure about what your training needs are, please complete this short questionnaire to 
help identify your requirements.

Company Details

Name 

Designation 

Company 

Industry Sector 

Contact Name (if different from above) 

Contact Telephone Number 

Contact Email Address 

Number of Employees 

Communication Skills

	 Required	 No. of Employees

Face to Face

By Telephone

Customer Service

Other: 

Literacy/Numeracy

Taking Messages 

Following Instructions

Writing Email/Letters/Reports/Plans

Using Numbers and Handling Money

Other: 

Organisation

Time Management/Improving Efficiency

Decision Making/Taking Initiative & Responsibility

Working as Part of a Team

Other:  

Training Needs Analysis Questionnaire



Computing & ICT Skills

	 Required	 No. of Employees

General Computing

Installation/Maintenance/Networking

Office 365

Website Design

Computer Aided Design

Other: 

Business Planning

Solving Problems

Research/Investigation

Coaching/Mentoring

Training Others

Motivating Others

Leading A Team

Management Training

Understanding Financial Information 

Project Management

Other: 

Miscellaneous Skills

English for Speakers of Other Languages (ESOL)

Health & Safety

Fire Safety

Moving & Handling

Legislative Training, i.e. Child Protection

Food Hygiene

First Aid

Literacy/Numeracy

Other: 



Required	 No. of Employees

Engineering

Abrasive Wheels

Access to Higher National Qualifications

CNC Training

Computer Aided Design/Manufacture (CAD/CAM)

Electrical Training

Hydraulics

Machine Shop Skills

Pneumatics

Refrigeration

Safe use of Power Tools

Welding/Preparation for Coded Welding

Other:

Once complete please scan/return the form electronically to fwdf@nescol.ac.uk
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