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SME Responsibilities

Business leaders, project managers, and sometimes SMEs, will collaborate to determine the business goal for the training. Identify the measurable business change this training should help create. Focus on changing behaviors, not just transferring knowledge.

	Not so effective goals:

	More effective goals:

	Marketing staff will understand our new positioning
	Marketing staff will use the new positioning in their materials and increase market share x%

	Sales staff will know all the features of our product
	Sales staff will more accurately identify the benefits of our product to the customer, increasing sales x %




A SME should answer the following:
1. What do the learners need to DO to reach the business goal? (job behaviors)
2. What activities will help people practice each behavior?
3. Identify the minimum amount of information required to complete each activity.

	EXAMPLE
Business goal: “Increase sales of Product X”


	1. SME should determine the actions the learners need to take, such as:
· Ask more questions to determine customer’s needs
· Emphasize the benefits that matter most to the customer
· Identify the best version of Product X for the customer

Use actions, not knowledge


	2. SME can try to think of a realistic practice activity for each action.
1. Customer appears on screen. Learner chooses questions to uncover the customer’s needs.
2. A customer wants to reduce their use of electricity. The learner offers the right Product X and explains why this choice will help the customer.

Avoid fact checks, if possible


	3. SME should identify information the learner MUST HAVE to complete each activity.
· Add the history of Product X’s development? 
· Describe the supply chain for Product X?

If information does not directly support an activity here, then do NOT include the information. 


 




Content from SMEs

· Your content may come from existing classroom training documents, instructor notes, PowerPoint presentations, leader’s guides, participant’s guides, lesson plans, policies, procedures, etc. Be sure to document the source of content you provide, i.e., Sales Training Participant Guide, March, 2008.

· Copy and paste relevant existing content into a Word document. (You may use the form included below as a template, if desired.)

· Minimal formatting is preferred (no fancy fonts, tables, etc.) 

· Separate the essential information from the “nice to have” information. Highlight content you consider to be essential in yellow. Explain your thinking whenever possible (Use Review>Add a Comment, or insert red comments directly into text).

· Try to chunk the information, organizing it into logical, smaller pieces.

· List common mistakes the learners make on the job, and known struggles. We can address/emphasize these areas.

· Include your ideas for images, games, videos, activities.

· Always keep in mind the key behavioral goals.






Testing out

Build 3-5 realistic sales scenarios. Learner reviews situation, makes decision based on their current sales knowledge/experience. Challenge here is to create scenarios that aren’t too subjective; there can be many satisfactory solutions for a given scenario. 

Knowledge quizzes may also be used here.



Introduction for SMEs (Subject Matter Experts):

While Instructional Designers (IDs) know training, we don't always know the content (at least not at the beginning of a project). IDs rely on SMEs to provide the information, context, and best practices that IDs need to craft an effective learning activity. So… the content will need to come from YOU!!! 

Here are the steps:

1. Meet with your fellow SMEs to discuss:
0. Should the topic be covered in one module or should it be broken up into several separate modules. Keep in mind that these modules are used for initial training but also for ongoing training. Smaller modules are more versatile and are easier to maintain.
0. Decide who owns what part of the content and how to collaborate
1. One great way to collaboratively work out the outline of a module or even the content is to use a wiki page. 
0. For a fun intro to Wikis, check out this: http://www.commoncraft.com/video-wikis-plain-english 
1. You can, of course, also use Word and revision marks or whatever works best for you.
1. You may want to work on the outline and course objectives collaboratively on a wiki page and then go off on your own to create the content in the Word doc – again, whatever works best for you.
0. Determine a timeline for first draft – review(s) – final draft.
1. Develop the content for your module:
1. Review your current PowerPoint slide decks and other training material to see what can be re-purposed. 
1. We highly recommend creating an outline first (IDs call this often “storyboarding”) and having that reviewed by others. You may find working collaboratively on the outline in a wiki page the most efficient and effective way. 
1. It is very important that you are very clear and specific about the Course Objectives and that all content is focused on those specific objectives. It is easy to branch out into other related areas but these are covered in different modules. It is crucial that each module is focused on the particular topic at hand (and not more) and that the content maps directly to the objectives.
1. If you have screenshots or other image files, keep track of them in a designated folder.
1. Please make sure to consider knowledge checks (e.g. quizzes) and other additional relevant resources that should be made available through the module (e.g. documents, related topics, FAQ etc.)
4. FAQs are very easy to create and maintain. They may be good resources for ongoing “training” but can also be a helpful resource during initial training.
1. If your module requires specific homework that trainees should complete, please indicate this. You don’t have to have the homework developed yet, but hopefully you can provide this piece later, too.
1. Narration is normally beneficial in the learning process. If possible, provide a draft for the audio script. (Note that if you have an area where content changes often, updating the audio is a bit costly.)
1. Review the outline and content of your module
2. Please use your fellow SMEs to review the content you created for your module.


SME CONTENT SUBMISSION FORM

	Your Name
Click here to enter your name.

	Date 5/10/2010




	Topic or Title
Click here to enter topic/title.

	Source
Click here to describe source of content.


	Content

Key Points:

Homework/pre-work:

Content outline and text:





















Enter additional related content on next page


	Image (name/location):
Click here to paste image.

	Image (name/location):
Click here to paste image.

	Image (name/location):
Click here to paste image.


	Comments:
Click here to type additional comments.
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Content outline and text:
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