On-the-Job (OJT)�Trainer Selection Checklist


Check each item that applies to the On-the-Job Trainer candidate you are considering or interviewing. The more “yes” answers you have for a candidate, the more likely the candidate will be a successful on-the-job trainer.


The OJT Candidate’s Name: _______________________________________________


q	Is the candidate enthusiastic about becoming an on-the-job trainer within the department?


q	Does the candidate demonstrate a high level of job function competence and knowledge within the department?


q	Does the candidate enjoy working with and talking with people?


q	Has the candidate’s manager clearly defined and communicated the role and responsibilities of the on-the-job trainer in the department?


q	Has the candidate’s manager demonstrated support of the on-the-job trainer function, by reducing the candidate’s normal job responsibilities and by providing a realistic amount of time for the candidate to spend developing training materials and training new employees?


q	Has the candidate’s manager added the on-the-job trainer responsibilities of the candidate as a job performance objective, to be measured on the candidate’s annual performance review?


q	Does the candidate have at least intermediate word processing software skills?


q	Can the candidate type at least 35–40 words per minute?


q	Does the candidate have any previous training experience?


q	Does the candidate have previous experience writing procedures or training materials? (Review writing samples, if available.)


q	Has the candidate demonstrated a high level of accountability and follow-through on other assigned projects?


q	Does the candidate understand the importance of the role of the on-the-job trainer, including the role he or she will play in reducing errors and turnover in the department? Will the candidate be able to measure results of the training in these terms?


q	Is the candidate already seen as a leader or a knowledgeable and respected mentor in the department?
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