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Chapter 1 Home Office Training
F—8 SEHATE)

1. Orientation
ABRE

2. English Training
FEEll

3. Library
EHTE

4. Training Center
HYI 0

5. Walton Institute
AN

6. Operating Standards
SRR

Chapter 2 In-Store Training Coordinator Working Procedure

£E EAFIIMWBEIEER

1. Store Training Coordinator Job Description
JEAREYIVEE TR
2. Orientation 30-60-90

30/60/90 ANER =]
3. Cashier Training

R

4. On-the-job Training
IRl

5. Training Needs Assessment

=115 SO/
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6. Vendor Training
R BBl
7. Job Specific Training
ZRaE
8. Sponsor Program
RIS
9. Management Trainee Program
WEEA R
10. New Store Associates’ On-the-job Training
ISR T IR TEE

11. Vendor Promoter Training
R B 18
12. Documentation

DL

Chapter 3 Regional Trainer
F=8 XEHIIR

Supercenter W4 37

1. Management Training
BEREH)

2. Follow Up MTP
RS EIE AN B

3. Operation Guide
=Eintar

4. Modification of MTP
MTP RERE N

Sam’s Club IR =E /5

1. Management Training

EIREE
2. New Store Management Training
HIEEEZEE)
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3. Follow Up MT
RS EIE AN B
4. MIT Program
IYEBABRE

Resources Index EJRZES|

Training Overview

=I5

1. Owur Mission Statement

[ITo Partner With Management [
RRNER R

[ITo provide Quality Training Servicell
REHtSRENHEIIRS

OTo Improve Associates Performance ! [J

WHE T TIEFRIR
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2.  O-chart of Training Team and Main Responsibility of Each Section
SINENBREH REE D EFETAFERT -

Francis Tam

Vice President of HR
[
Elliott Huang Shirley Yang
Senior Training Manager Training Specialist
| | | |
David Wu Jance Du Karen Jin Christina Ye Susan Guo
Ops Training Mgr Ops Training Coordinator Coordinator Officer
- Supercenter Mgr-Sam’s Supercenter Sam’s & DC Overhead
|
| | |
Ray Wang Max Peng Judy Zhu
Regional Trainer Regional Trainer Translator
Supercenter Supercenter
2.1 Regional Trainer:
XI5
Be in Charge of Management training for Supercenter/Sam’s club MR 7

/B =REEREE

2.2 Supercenter/Sam’s Club Training Coordinator

W /LB = REEIER

Responsible for all organization , coordination and following up of store training,
especially the training of general associates..

FEMTEHEILFENER - MENRE - TEESERZTHI -

2.3 Home Office Training coordinator

SEREYIPMER

Responsible for the following up and coordination of Home Office training, including
the training for merchandising associates and cross-training.

ATIRHANNE DB AZHI - BREXWEBESMEB A 15J)1 -
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3. How to be a Good Trainer?

e — R S fERY |

7

N

3.1 Your People Skill APRR2ERTH

o  Partnership, Interdependent
SARTE - GAENKEE

e  Communication
=TI

e Commitment, Passion
HITIFA#EGE - AR

e  Circle of Influence, Leadership
AASTEE - B—EXmA

3.2 Your Open Mind 7 3 i &%

e  Always willing to Learn, to Improve

BAFE - RTIRS -

e See the old lady/young woman

DLIBISHEUR -
3.3 Your Professionalism & M/ 8E

3.3.1 Training expertise 15 J)I|$25E

Train the Trainer, KISS, simple and relevant, Fun Leaning,
Adapt/Adopt/Reject,7 Habits, 1 minute manager, Star Fish, Geese & Buftalo,
Fast Feedback, Basic Supervision, Performance Consulting, etc.

3.3.2 Operations Knowledge &3z F11R

30/60/90 Orientation, Sponsor, 1%t Retailer, PI, Reports, Guides/First Steps,
MTP/MIT, Management classes, Leadership Foundation, HR, Mdse, etc.

3.3.3 English RiERERE
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0 The easiest language
& EZHES °

0 Never write anything you’ve never read;

ABBEMNRETH AR -

0 Never say anything you’ve never heard

A MRIT I IS -
0 New Concept English 11, 111

2R RREE - =it -

Bad Trainer

=R

Good Trainer

HFRIFIIR

Unpunctual

AR

Do not prepare what trainees need
BEEREIF RAOTR

Lack of planning

TR Z TERUAM

Be unfamiliar with training contents
AREEYIANE

Use only one way of teaching
RER—FERG

Lack of communication
5FRERZ )58

Do not allow trainees to ask questions
ATV F RIEID)

Lack of passion

TR BB

Lack of confidence

P =KE

Poor presentation
TR B
Improper attire

B2xAE

Planned and organized

BAHR - AES

Proper dress

BENER

passionate, confident and experienced
5 BEEAZWFS
Humor

B R 150 FH YRR

Encourage participants to involve
FRNES

Adopt various ways of teaching
KAZHEIRS I

Try to improve training skills
Z A E IS

Waved tones

EIRAER

Smiling

BES

Eye contact

S5FRBAN&EM

Good Presentation

FRE M
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1. Orientation

Chapter 1 Home Office Training
F—F BRRDPREHIITIEEE

AHRE5Y
Home Office Supercenter/Club MY 37/=5R
ltLe\ﬁ
i J&
Format 2 full day 2 K 1 30-60-90 Orientation
£zl
Time Schedule On a monthly basic [0 The 1%, 30t 60 and 90 day
iNfE] BH—X ANHRZE 130 - 60 #0190 K
Content Day 1:Wal-Mart History, Wal- (] Day 1: History, Handbook (3
ANA Mart Today, Wal-Mart Culture Basic Beliefs, Ethics, General

F—K OARBIE ~ SHAR
BAK/RIBE AL

Rules, Policies, Benefits
Overview)

F£1XR XRBRhE - ZIF
ARG IMEAREMD ~ EXRAE
B SRR 125 43 ) Bkt

Day 2: C&B, Wal-Mart Policies
and General rules, LP, ISD and
Orientation Test

F_K . LHEREF KRB
%~ BEENR - ISD F1E A AER
=31

[l Day 30: C&B, Terminology,

Business Philosophy
B 30K LHEEF - fio:5

T KK x
r=HE

] Day 60: No Quit Policy, Career

Development and Grass Roots
Meeting

565 60 K : BEBIREEEUR -
YD  =Rg=

] Day 90: Transfer Policy and

Orientation Test
2690 K : BHEEEIEE -
YA

NERE
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2. English Training
F I

2.1 Objective
HAY

To prepare our associates to be more proficient in English for better communication and
perform their job duties to cater for the business needs, we started our English Training in
April of 2000.

AE AR TEMGMIZ AR TR DS A B AREK - 1T 2000 F 4 BH
RIIBIEYIRZ -
2.2 The first Stage (from April to November, 2000)
F£—bE (2000 £4 B2 11 A)

In this period, our company provided an opportunity to learn English to as many people as
possible and our English Training mainly focused on the oral speaking.

EXPH RS - ATYARIESHRTRBEFZIREN S - MW RBEIEEE
sTMELME -

2.3 Details of each class @ MW EAXREE:

Class A A3

0 Basic level

WK

0 6 months program, 3sessions a week with 2 hours a session, totally 150 hours
RERNP 6N 8A3ITR - 8R2/NW - Hit 150 /MKW

0 For4 DGMs
FRENZ24UELSEE/E S

0 Class time: Monday, Wednesday and Friday morning, from 7:30am to 9:30am
ERNEER— = A% L - 7 30am---9:30am

0 Class Venue: Conference room, 6/F, Home Office

Wal-Mart China CO.,LTD. - Confidential - 11/15/24
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Class B1 B13f

0 Intermediate level

ch 2K

0 3 months program, 1 sessionl a week with 2 hours a session, totally 24 hours
RERNEIRE 88 1R 8RR 2/ - Hit 240N

0 For Home Office key managers

LRV R EEE 238

0 20 participants
SIMAZ 20 A

0 Class time: Tuesday morning, from 7:30am to 9:30am
FIRINEEE 2L 7 30am---9:30am

0 Class Venue: Conference room, 5/F, Home Office
RS REAMSINE

Class B2 B2 3T

0 Basic level

W IKF

0 3 months program, 1 session a week with 2 hours a session, totally 24 hours

REANAIH - BB 1R - 88 2/ - Hit 24 /MY

0 For Ops. DM and above and Home Office key managers
RN B EER )R8

0 10 participants
SIAZ 10 A

0 Class time: Thursday morning, from 7:30am to 9:30am
ERNESEMNS £ - 7 30am---9:30am
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0 Class Venue: Conference room, 6/F. Head Office
RS BSOS SINE

ClassC C3f

0 Basic level

W IKF

0 One and a half months program, 2 sessions a week with 2 hours a session, totally 24
hours

RERNI—N¥R - 8828 8R2/)\W - Hit 24 /0

0 For Home Office general associates

ERNRBEDREEER L

0 30 participants
SIMAZL 30 A

0 Class time: Wednesday night from 7:00pm to 9:00pm and Saturday afternoon form
2:00pm to 4:00pm
TR B EE =M1 7 : 00am---9:00pm, MEEF /X N 2 © 00pm---4:00pm

0 Class Venue: Conference room, 5/F, Home Office
RS REAMSINE

ClassD D 3T

0 In Kunming
D Yttt &2 A

0 Basic level

IR IKF

0 3 months program, 3sessions a week with 2 hours a session, totally 74 hours

RENHINDH - B3R - SR 2/NW - HiF 90N

0 For B Grade and above
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RN SHHA=EBRT

DA E N BONAE SR T8, ARTRERBN NS WmET
B e, HEH:
https://d. book118. com/515034021004011214
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