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EMPLOYEE ASSESSMENT 
TOOLS: T H E N A N D NOW 

Assessing e m p l o y e e per for -
mance has traditionally been a 
pen and paper maneuver...tak-
ing notes, evaluating strengths 
and weaknesses, writing evalu-
ation reports. Help for the eval-
uation process arrived in the 
form of more paper: books and 
pamphlets. Books from our own 
pages include: Rating Employee 
and Supervisory Pe r fo rmance 
(1957). Superv isor's Performance 
Jotter (1963), Work Performance 
Rating (1973), and Performance 
Review System (1982). Today, 
however, you can automate all 
administrative tasks of the evalua-
tion process. 

The Best Manager Edition of em-
ployee appraiser computer software 
makes it simpler to apply "best prac-
t ices" in e v a l u a t i n g e m p l o y e e s . 
Austin-Hayne claims that their soft-
ware cuts review writing time in half. 

The sof tware ' s initial QuickStart 
menu lets you p r o c e e d directly to 
y o u r work , w h e t h e r it's s tar t ing a 
new appraisal, working on an exist-
ing appraisal , reviewing emp loyee 
p e r f o r m a n c e notes , consu l t ing the 

coaching advisor, or learning how to 
use the software. The Best Manager 
Edition generates coaching memos, 
d e v e l o p m e n t plans, correct ive ac-
tions, employee recognition, and, of 
cou r se , e m p l o y e e appra i sa l s . Im-
provements from the previous Em-
ployee Appraiser sof tware include 
enhanced review writing help, em-
ployee m e m o templates, automatic 
employee improvement suggestions, 
arid job profiles which are derived 

f r o m AMACOM's Resul ts-Oriented 
Job Descriptions. 

This software requires a 386-class 
PC or higher, Windows 3.1 or higher, 
DOS 3.1 or higher. 2 MB RAM, 2.4 MB 
hard disk space. VGA monitor, and a 
mouse. 

The Best Manager Edition retails 
for $179. For more product informa-
tion. contact Austin-Hayne in San Ma-
teo, California. 
Circle 260 on reader service card. 

Carnevale and S. Kami Kogod address 
seven vital areas in this new book: 
I facets of diversity (What is diversi-
ty and what is its value?) 
ft a s se s smen t s to collect data and 
identify needs (exercises to explore the 
needs of the organization and yourself) 
l awareness activities (role-play and 
group exercises to heighten aware-
ness of diverse groups) 
» e n h a n c i n g skills (exerc i ses and 
h a n d o u t s to sha rpen managemen t 
skills and conflict resolution strategies) 
ft organizational strategies (diversity 
models, training programs, mentoring 
programs) 
ft organizat ional phi losophies and 
approaches to diversity in the work-
place (case studies) 
ft resource tools (books , journals, 
newsletters, training guides, audiovi-

DLSTANCE LEARNING 

LearnLinc is a new software system 
designed to incorporate interactive 
multimedia tools and live audio/video 
for distance learning and training ap-
plications. Corporate trainers can use 
LearnLinc to de l ive r m u l t i m e d i a 
courses to par t ic ipants a round the 
world. 

LearnLinc offers these features: 
ft "hand raising" which lets partici-
pants electronically signal the instruc-
tor for the floor 
» shared electronic whiteboard with 
drawing tools 
ft capability to launch video clips or 
other multimedia from the software 
ft instructor-led videoconferencing. 

LearnLinc software costs $2,000 per 
license. For more information about 

the product, contact Interactive Learn-
ing In te rna t iona l Corp . (1LLNC) in 
Troy, New York. 
Circle 261 on reader service card. 

DIVERSITY WORKS 

Tools and Activities for a Diverse Work-
Force is an inventory of resources 
and strategies to welcome diversity in 
the w o r k p l a c e . An thony Patrick 

• What is 
diversity 
and what 

is its 
value? u 
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How To Contact 
Training & Development Magazine 

Unless o therwise no ted , submi t manuscr ip ts 
and other materials to Ryann Ellis, editorial as-
sistant, c / o Training & Dewlopnient. Box 1443. 
A l e x a n d r i a , VA 2 2 3 1 3 - 2 0 4 3 . For p a c k a g e 
delivery, use 1640 King Street, Alexandria, VA 
22314-2746. P h o n e 703/683-8100; f ax 703 / 
683-9203; TDD.703/683-4323; e-mail ryannJel-
lis@astil.noli.com on the Internet. 

Feature Articles W e w e l c o m e manuscr ip ts 
for passible publication in traini^&& IMvtop-
meni. Contact Customer Service for authors ' 
guidelines. Include a self-addressed, s tamped 
envelope. 

Mailbox We want to hear your opinions and 
observations about 1-IRD and Training & Deuel' 
opment. Send letters to Haidee Allerton; call the 
''Mailbox" p h o n e line. 703/683-9590; or fax a 
letter to her ai 703/683-9203. 

News You Can Use 'send press releases or short 
articleson news, trends, and best practices. 

Training 101 Submit articles on training basics. 

Multimedia News This quarterly column fea-
tu res n e w t e c h n o l o g y a n d d e v e l o p m e n t s . 
Send ideas to Brandon Mall. 1623 Edmonton 
A v e n u e , S u n n w a l e , CA 9 4 0 8 7 . P h o n e 
408/736-2335; fax 408. "36-9425; e-mail BHall-
Maii@aol.com on die Internet. 

Career Power This monthly co lumn covers 
ideas for personal career effectiveness. Contact 
Richard Koonce at 703/536-8568. 

FaxForum is a monthly survey of readers' opin-
ions. Fax ideas for topics to 703/683-^)3-

TechTalk This quarterly column lixiks at learn-
ing technologies. 

The Opposite Sector This quarterly column 
looks at training. Of) , and performance in the 
government and nonprofits. 

Research Capsules Tliis quarterly column sum-
marizes recent IIRD research. Send material to 
Linda Morris, Learning and Professional Devel-
opment, American Management Systems, 4000 
Legato Road . 10th Floor, Fairfax, VA 22033; 
"03 267-2215. 

Books Review copies of lxx»ks welcome. 

New Learning Tools Send press releases. 

Working Life Send press releases on t rends 
and tips on work lifestyle issues. 

Rights and Permissions No pan of this publica-
tion may be reproduced in any form or by any 
means, except as permitted under Section 107 or 
108 of the 1976 United States Copyright Act. with-
out prior written permission of the publisher. For 
permission to reprint material from Training & 
Dtwlofmmt, send a written request to Ryann El-
lis. v» ith the name of the article, the issue date, 
and the intended use. 

Product Information For your convenience, w e 
assign reader service numbers to most products, 
services, and books mentioned in 7&D. For mote 
information, circle the appropriate numbers on 
the postage-paid reader service card. 

Advertising For advertising information, contact 
the appropriate .sales rep, listed on page 9. 

ASTD Membership For information, call the 
Customer Service Center, 703/683-8100. 

Subscriptions Call 703/683-8100. 

^ T R A I N I N G & 
D E V E L O P M E N T 

suals, assessment tools, associations, 
theater groups). 

Tra in ing w o r k s h o p as sessmen t , 
qu izzes , and h a n d o u t s in the 444-
page book are reproducible. For fur-
ther information, contact McGraw-
Hill in New York, New York. 
Circle 262 on reader service card. 

MAKE THE CONNECTION 

How do you connect with training or 
meeting participants? Connections by-
Lois B. Han gives you 125 structured 
ac t iv i t ies fo r f ive key c o n n e c t i o n 
points: pre-workshop contacts, open-
ing icebreakers, transitions, endings, 
and workshop follow-ups. 

The activity h a n d o u t s are repro-
ducible . and each activity includes 
group size requirements, time guide-
lines, equ ipment and supply needs, 
special room setups, steps for complet-
ing the activity, and activity variations. 

The 370-page, three-r ing b inder 
costs $79.95. For more information, 
contact HRD Press in Amherst. Massa-
chusetts. 
Circle 263 on reader service card. 

TEAM PLAYER 

Let's face it. being a team player is vi-
tal to success in many workplaces . 
So. how do you successfully serve the 
team, the organization, and yourself? 
Here's a book for those shining stars 
w h o want to ttirn team-based work 
into personal success. 

In The Breakthrough Team Player 
author Andrew J. DuBrin descr ibes 
the b reak th rough team player as a 
t ightrope walker w h o balances the 
welfare of the group with individual 
welfare. This person is viewed as a 
strong team player, but not to the ex-
tent of obscuring personal contribu-
tions. And, according to DuBrin. the 
breakthrough team player is the one 
positioned for promotions, bonuses, 
and choice assignments. 

DuBrin guides you through choos-
ing team roles, avoiding the confor-
mity trap, developing cross-function-
al skills, looking good at meetings, 
and self-evaluating your team-play 
style. 

This 192-page p a p e r b a c k cos ts 

The V 
Breakthrough 
Team Player 
IN 

Andrew J. DuBrin 
$16.95. For further information, con-
tact AMACOM in New York , New-
York. 
Circle 264 on reader service card. 

NEW TOOLKIT 

Toolkit for Trainers by Tim Pickles is 
an overview of training methods and 
tools. 

The 208-page, three-ring binder is 
organized into six chapters: introduc-
tion to the toolkit, models for under-
standing groups, tools for learning, 
tools for evaluation, tools for co-work-
ing. and tools for coping with prob-
lems. Pickles covers the basics, includ-
ing task vs. process, icebreakers, trust 
games, feedback, leadership rating, 
and confronting resistance. This is a 
source book, a beginning point on 
which to build your own collection of 
training techniques and tools. 

Toolkit for Trainers costs $94.95. 
For more information, contact Ash-
gate Publishing Company in Brook-
field. Vermont. 
Circle 265 on reader service card. 

CHECKLIST HEAVEN 

Interested in 130 checklists to help 
you be a better leader? Smart Moves 
for People in Charge offers help for 
managers . Authors Sam D e e p and 
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LITE TOOLS 

Lite Tools 
Just for fun... The Smithsonian In-
stitution catalog offers four com-
puter screen saver collections that 
educate onlookers as well as pro-
tect your monitor. You can choose 
the Elegant Orchid collect ion of 
registered orchids, the Landscape 
Majesty collection of scenery paint-
ings from the National Museum of 
American Art, the Romantic Gar-
dens of the Early 1900s collection 
of hand-colored glass lantern slides 
from the Smithsonian Horticultural 
Services Division, and the Fighting 
Birds of WWII collection of fighter 
plane images from the National Air 
and Space Museum. 

These 22-image collections re-
quire an IBM-compatible PC with 
Windows 3.1 or higher, 3 5-inch 
disk drive, 4 MB RAM, and 256-col-
or VGA monitor. 

Each s c r e e n s ave r co l l ec t i on 
costs $16.95. For more product in-
formation, contact the Smithsonian 
Gift Catalog in Springfield, Virginia. 
Circle 275 on reader service card. 

Lyle Sussman cover topics of particu-
lar interest to trainers and human re-
sources personnel in this book, in-
c l u d i n g t e a m w o r k , p e r f o r m a n c e 
reviews, diversity, TQM. and inter-
views. And. they 're all in quick-to-
read lists. 

Learn the seven ways to build your 
senior management team, and check 
out the 11 steps to effective bench-
marking. Above all. don't miss the 12 
guidelines for managing by wander-
ing around (MBWA). 

This 313-page paperback retails for 
$15. For further information, contact 
Addison-Wesley Publishing in Read-
ing, Massachusetts. 
Circle 266 on reader service card. 

GENDER TALK 

"Talking f rom 9 to 5: W o m e n and 
Men in the Workplace" is Deborah 
Tannen's new training video address-
ing differences in how the sexes com-
municate on-the-job. 

Linguistic variances that follow us 
f rom ch i ldhood are not necessarily 
r ight or w r o n g , T a n n e n exp la in s . 
However, it is necessary for us to un-
derstand that women usually commu-
nicate in a "connection" m o d e (em-
phasizing sameness) while men tend 
to talk in a "status" mode (emphasiz-
ing position, one -up or one-down) . 
Dealing with the differences in how 
the sexes communicate is not a matter 
of w o m e n talking like men, or vice 
versa, Tannen stresses. It is an under-
standing and respect for differences. 

This video uses real-life examples 
of workplace conversations to show 
you, for example , that w o m e n are 
more likely to hedge requests with 

• Linguistic 
variances 

from childhood 
are not 

necessarily 
right or wrong • 

"Could you?" and "maybe" while men 
t radi t ional ly issue o rders . Ne i the r 
method is wrong or impolite, but this 
example highlights how women can 
be perceived to lack confidence and 
men perceived to be too abrupt. 

The "Talking f rom 9 to 5" video 
costs $695. Discounts are available for 
educational and non-profit organiza-
tions. For more information, contact 
Char tHouse Internat ional Learning 
Corp. in Burnsville, Minnesota. 
Circle 267 on reader service card 

O N - D E M A N D 

So much software, so little time. How 
do you provide effective just-in-time 
training? PTS Learning Systems devel-
o p e d t he O n - D e m a n d In te rac t ive 
Learning system which gives comput-
er users "live" software training and 
s u p p o r t at the i r d e s k s w h e n they 
need it. Current titles of fer he lp in 
Windows 95, PowerPoint, Microsoft 
Word, and Lotus SmartSuite applica-
tions, among others. 

O n - D e m a n d r u n s on a n e t w o r k 
server and conta ins th ree learning 

modes: animated demo, interactive 
teacher, and concurrent learning. The 
animated demo mode presents an op-
eration as the computer user watches 
and learns. The interactive teacher 
mode prompts the user for keystrokes 
or mouse clicks in a simulated envi-
ronment . The concu r r en t learning 
mode is available when the user is in 
the application and needs help. 

O n - D e m a n d k n o w s w h e r e the 
u s e r is h a v i n g p r o b l e m s u s i n g 
t he s o f t w a r e . It g u i d e s t he use r 
t h r o u g h an o p e r a t i o n u s i n g text , 
g raphics , sound , and an an imated 
laser pointer. 

On-Demand Interactive Learning 
will run best on a 486 PC with 8MB 
RAM, MS-DOS 6.22, W i n d o w s 3.1 
or Windows 95, two-button mouse, 
e ight -b i t s o u n d card , and for net-
work installat ion, 2x or faster CD-
ROM drive. 

On-Demand titles cost $79 each for 
o n e user, $395 each for a ten-user 
network, and $6,995 each for an un-
limited-user network site. 

For m o r e p r o d u c t i n f o r m a t i o n , 
contact PTS Learning Systems, King of 
Prussia, Pennsylvania , at 800/PTS-
8040. 
Circle 268 on reader service card. 

FREE QUALITY MINUTES 

"The Quality Minutes" is a video sub-
scription program that offers monthly 
lessons in quality. Each month, you 
receive four 90-second v ideo seg-
ments and a discussion guide for the 
current quality topics. The brief seg-
m e n t s s h o w real- l i fe e x a m p l e s of 

I quality in action. 
An annua l subsc r ip t ion to "The 

| Quality Minutes" costs $1,200. For a 
| free video sample, contact Juran Insti-

tute in Wilton, Connecticut. 
Circle 269 on reader service card. 
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FREE BOOKLET 

Check out this freebie for trainers and 
manage r s : Building the Corporate 
University booklet from Merit Solu-
tions. This company offers training 
modules for organizat ions building 
in-house training resources. Current 
t i t les a m o n g many inc lude Team-
work: Getting and Slaying on Track, 
Coaching for Optimat Performance. 
Presentation Skills: Techniques for 
Skillful Presentations, and Bench-
marking the Best Practices. Each 
module follows a three-phase system 
of deve lopment : p r e -workshop as-
signment, workshop, and post-work-
shop application. 

For a f r ee copy of Building the 
Corporate University, contact Merit 
Solutions in San Mateo, California, at 
800/677-1667. 
Circle 270 on reader service card. 

C D - R O M MAGAZINE 

Here's a new publication on CD-ROM 
geared to the new work environment 
of the ninet ies . "Get Smart: Know-
How for Busy People" offers practical 
information and tips to help you deal 
with corpora te restructuring, work-
place stress, and life planning. 

Regular publication depar tments 
cover career advancements , money 
strategies, work transitions, and fami-
ly concerns. Also read about health 
and stress, new office products, and 
personal and professional develop-
ment resources. The April issue will 
spotlight telecommuting issues. 

Minimum system requirements for 
running the "Get Smart" CD-ROM in-
clude a 386 or higher computer. 4 MB 
RAM, 2 MB hard disk space. 256-color 
moni tor . CD-ROM drive, W i n d o w s 
3.1, mouse, and 8-bit sound card with 
speakers or headphones, 

For more information, contact The 
Productivity Shoppe, Princeton. New 
Jersey. 
Circle 271 on reader service card. 

TOUCH THIS O N E 

Flo TouchSys tems , Inc. has a n e w 
touchscreen technology for multime-
dia, interactive kiosks, and training 

• Measuring 
touch time 

rather than 
ratios eliminates 

screen drift • 

applications. The IntelliTouch Touch-
Monitor Model P284-20SE uses a 20-
inch Sony Multiscan high-resolution 
monitor for sharper video images and 
better audience viewing. The Intelli-
Touch uses a different approach to 
measur ing the screen s touch loca-
tion—the measurement of time rather 
than ratios. This, according to Flo, 
eliminates the screen "drift" of other 
technologies. 

T h e In te l l iTouch is c o m p a t i b l e 
with DOS. Windows, Windows NT. 
Macintosh, OS/2, and UNIX software. 
It costs $3,140 per unit; volume pric-
ing is available. 

For more information, contact FLO 
TouchSystems Inc., Oak Ridge. Ten-
nessee. 
Circle 272 on reader service card. 

T O U C H S Y S T E M S 

STYLISH COMMUNICATION 

Discover your preferred style of ver-
bal and nonverbal communication in 
this 24-i tem inventory , What's My 
Com muni catio 11 St) ie.> 

Are you direct, spirited, consider-
ate. or systematic? Each style is a dif-
ferent combinat ion of assertiveness 
and expressiveness, not only in talk-
ing to others, but in how you use per-
sonal s p a c e and body l anguage to 
convey your messages. For example. 

the spi r i ted t ra iner c o m m u n i c a t e s 
with high assertiveness and high ex-
press iveness . whi le the systematic-
person communica tes with low as-
sertiveness and low expressiveness. 

O n c e you d i s c o v e r y o u r style, 
what's next? Capitalize on it. accord-
ing to author Eileen Russo. That in-
volves improving your strengths and 
minimizing your weaknesses. Direct 
communicators, for example, speak 
forcefully and give a strong presenta-
tion-. however, they can be impatient 
with others and enjoy arguing, Russo 
says. This tool can help you recog-
nize trouble spots and work to make 
your communication style even more 
effective. 

For more information, contact Or-
ganizational Design and Development 
Inc. in King of Prussia, Pennsylvania. 
Circle 273 on reader service card. 

INTERNET C B T 

"Mastering the Internet" is a comput-
er-based training tool for beginning 
Netters. This software prepares you 

for Internet travel by showing you 
how to access the Internet and how-
to use major search tools. 

Learn how to select appropr ia te 
c o m m u n i c a t i o n s s o f t w a r e , set u p 
your hardware, join newsgroups, and 
b r o w s e the World Wide Web with 
this self-paced software. It is not nec-
essary to be connected to the Internet 
to use the program. 

"Mastering the Internet" software 
requi res a 386 compu te r and Win-
dows 3.1. For more information, con-
tact MicroVideo Learning Systems, 
New York City. New York. 
Circle 274 on reader service card. 

"New Training Tools " is compiled and 
written by D o n n a A b e r n a t h y Send 
items of interest to Ryann Ellis. Train-
ing & Development. 1640 King Street. 
Box 1443. Alexandria. VA 22313-
2043. 
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