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REQUIREMENTS FOR

EXCEL

Assistant Trainer
And Head Trainer
	Introduction


The experience acquired in many hours of other training may not be enough to qualify a trainer as an EXCEL Trainer. The trainers will assist their assigned teams in their course development. Their work is giving advice, helping with ideas when needed and solving any conflicts they may face during the discussions
EXCEL Head Trainers must have great knowledge of the Internet and email, as they will manage the course via Internet, 30 days before the starting day, and excellent computer skills in order to run the multimedia activities.

The role of the EXCEL Assistant Trainers is to assist and support the designing teams and conduct the modules assigned by the EXCEL Head Trainer.
	CERTIFIED TRAINERS


Regardless of their positions in the JCI University, all trainers must apply to become Certified EXCEL Trainers. All applications must be certified by the JCI Certification Commission. 

The names of the JCI Certified EXCEL Trainers will be posted on the Trainers Directory on JCI’s website.
The ideal EXCEL training team consists of one trainer for every two Designing Teams. Normally there is one Head Trainer and two Assistant Trainers, depending on the total number of participants. 

	REQUIREMENTS FOR CERTIFIED EXCEL ASSISTANT TRAINERS


1.
Be at least an International Graduate.

2.
Submit the application form with the EXCEL Trainer Observation Form to JCI World Headquarters

	REQUIREMENTS FOR CERTIFIED EXCEL HEAD TRAINERS


1. Be an International Training Fellow.

2. Have conducted EXCEL at least twice as an Assistant Trainer.

3. Submit the application form with the EXCEL Trainer Observation Form to the JCI World Headquarters.
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CERTIFIED EXCEL TRAINER APPLICATION FORM
 FORMCHECKBOX 

Certified EXCEL Assistant Trainer
 FORMCHECKBOX 

Certified EXCEL Head Trainer
PERSONAL DATA

	Name:      
	Date of birth:      

	Current status in the JCI University:                     
	 FORMCHECKBOX 
 IG
	 FORMCHECKBOX 
 ITF

	Mailing address:      

	City:      
	Postal code:      

	State or province:      
	Country:       

	Home telephone: (     )      
	Home fax: (     )      

	Office telephone: (     )      
	Office fax: (     )      

	Cellular phone: (     )      
	Email address:      

	Profession/occupation:      
	Date joined Junior Chamber:      

	Date of graduation from PRIME:      
	Date of graduation from EXCEL:      

	Date of certification as IG:      
	Date Certified EXCEL assistant coach:      


JUNIOR CHAMBER ACTIVITY

	Offices held at the LOCAL level
	Year
	Offices held at the NOM and JCI level
	Year

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


TRAINING PRESENTATION CONFIRMATION

	Name of the training course conducted
	Date
	Number of hours of training conducted by the applicant
	Number of participants
	Chapter and country where the training was conducted

	1st Excel Course
	     
	     
	     
	     

	2nd Excel Course
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


	Name of the applicant:      
	Date:      

	Signature:      


Send this form to the JCI Headquarters
Chesterfield, MO 63017, USA

Fax: +1 (636) 449 3107 – Email: training@jci.cc
JCI University
CERTIFIED EXCEL TRAINER OBSERVATION FORM

 Please indicate the status the coach is applying for:

	 FORMCHECKBOX 
EXCEL Assistant Trainer
	 FORMCHECKBOX 
 EXCEL Head Trainer


	Name of the applicant:      
	      FORMCHECKBOX 
 IG     FORMCHECKBOX 
 ITF

	Name of the observer:      
	      FORMCHECKBOX 
 ITF

	Training course observed:      
	Date:      

	Place of the training course:      
	Duration:      


	Presentation and teaching skills
	Excellent
	Very good
	Good
	Adequate
	Poor

	Methods used to overcome room restrictions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Introduction to topic and purpose of session
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Setting aims and objectives
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Checking previous knowledge
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Putting group at ease
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Logical sequence of presentation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Group participation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Use of visual aids
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Self-confidence
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Questions asked and answers given
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Group understanding verification
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Effective eye contact
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Avoidance of irritating mannerisms
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Summary at the end of the session
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Positive conclusion of the session
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Use of games and group activities
	Excellent
	Very good
	Good
	Adequate
	Poor

	Use of games and activities related to the topic
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Explanation of the relevance of the activity with the topic presented
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Care to avoid placing people in embarrassing situations during games and activities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Readiness and preparation for the activity or game
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Participants’ reaction
	Excellent
	Very good
	Good
	Adequate
	Poor

	In general, how did the participants react to the coach’s session?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	How did the participants interact with the coach during breaks?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Coach’s willingness to help participants when asked?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Coach’s positive attitude toward the participants?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Coach’s attitude toward the coaching team during sessions?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



For EXCEL Assistant Trainer applicants only

	Team member
	Excellent
	Very good
	Good
	Adequate
	Poor

	Acceptance of the sessions and tasks assigned by the Head Coach
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Ability to stay within the topic only, without digressing into other’s topic
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Willingness to help other coaches in their sessions, when asked
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Positive attitude and interaction within the coaching team 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Reaction of other coaches towards the applicant
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



For EXCEL Head Trainer applicants only

	Understanding of adult learning
	Excellent
	Very good
	Good
	Adequate
	Poor

	Ability to differentiate the way adults and children learn
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Ability to use adult learning techniques
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Ability to teach presentation skills
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Ability to motivate adults to learn 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Ability to demonstrate the use and value of visual aids and handouts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Other comments:

	     



Observer’s recommendation to the JCI Certification Commission:

	     



Send this form to the JCI Headquarters

Chesterfield, MO 63017, USA

Fax: +1 (636) 449 3107 – Email: training@jci.cc












