MANAGFMENT TRAINING COURSE CONFERENCE OQUTLINE

NO. 1

INTRODUCTION: THE RESPONSIBILITIES OF THE MODERN SUPERVISOR

OBJECTIVES AIDS AND MATERIALS
1. Get the conference off to the 1. Worksheets 1, 2 and 3,
right start. 2. Charts 1, 2 and 3.
2. PFExplain the conference technique 3. "It's Our Job" (16 mm £ilm)
and procedure to the group. ~40 minutes. To be used
3. Outline the program of supervi- only for groups familiar
sor training. with English conversation.
4. Show the group how the supervi-

sor's job has changed from "boss"
to "leader."

5. Draw up a list of the general and
specific reasponsibilities of the
modern supervisor.

------- @ = ===~ TIME SCHEDULE w« o = = = = =« = = = = = =
30 min I. Introduction
5min  II. Outline of the Management Training Course.
25 min III. Conference Technique
15 min IV. The Modern Supervisor: from "Boss" to "Leader.”
20 min V. Responsibilities of the Modern Supervisor.

5min VI, Summary.

This material is in the public domain — PLEASE SHARE!
For more information, contact: Mark. Warren@Tesla2.com



I. Introduction:
(30 min.)
Checking the room
beforehand

Place card
(I1lustration)

Special
speaker

A. Welcome the
Conferees.

(I1lustration)

As far as possible have the chairs arranged
around a large table so that no conferee
will have his back facing anyone else.

The conference leader should be located so
that he can easily reach the blackboard and
charts.

Before each session check the room for prop-
er temperature and ventilation.

See that each conferee has a place card with
his name written or printed on both sides.
Have one of your own placed where everyone
can easlly see your name.

If possible, get a persomnel or training
officer as a special speaker to help intro-
duce this training course.

In order to familiarize the conferees in
English usage-—even though to a very limited
degree~—uge greetings in English only.
Address the members as Mr, and Miss ’
and have them addrsss you as Mr. 5

Put the group at ease,

Introduce yourself to the conferees, and
encourage them to relax and make themselves
as comfortable as possible.

Introduce each conferee to the group, and
ask each one how many years he has worked
in a supervisory position. List these
figures on the board, and see what an im-
pressive total it makes.

If you have a special speaker, introduce
him to the group at any point you see fit,
and have him take up any of the following
portions of this introduction,

Explain why the particular conferees were
selected to attend this training course.

Stress the importance of attending each
day's session and of being on time,

Explain that a great many important matters
are to be taken up throughout the course.
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B. The background

and objectives
of management
training for
indigenous
supervisors.

(I1lustration)

II.

III.

Immediate
Objectives.

Long-range
Objectives.

Spreading
Democracy

Reconstruction
of Japan

Outline of the

Entire Management

Training Course.
(5 min,)

Worksheet 1

Conference
Techhique.
(25 min,)

What 4s the
conference
method?

Explain that the need for training indige-
nous foremen and supervisors of native
employees hired by the occupation forces
was felt by many U.S. officials from the
very beginning of the occupation; neverthe-
less, it has taken over four years since the
end of the war for the Far East Air Forces
to lay the ground work for this training
program, which would be on a comparable
level to that given to U.S. officers, non-
commissioned officers, and civilians.

Ask the conferees to contribute thelr ideas
as to what the immediate objectives of this

training program are.
List them on the blackboard.

Again ask the group to suggest their ideas.
The answers here are less obvious.
Be sure that the following two are included:

a, That the concept of "democracy™ can be
understood only by being put into prac-
tice and that modern supervisory methods
are nothing more than democracy at work,

b. That the economic reconstruction of this

var-battered world can be achieved only
through climbing up to high production.

Ask how this training ties up with U.S.
policy toward Japan.

Announce that there will be a 10-minute
recess so that everyone can get up and
stretch. Distribute Worksheet No. 2 so
that during the recess the conferees may
glance over the list of subjects to be
taken up during the entire course.
A. The 3 main training methods.
Ask what the 3 main training methods are.
List them.
1, Informational, or lecturing.

2, Instructional, or demonstrations.
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