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MANAGEMENT TRAINING COURSE CONFERENCE QUTLINE

JOB INSTRUCTION:

No, 10

THE SUPERVISOR'S RESPONSIBILITY

OBJECTIVES AIDS AND MATERIALS
Recognize the importence of 1. Worksheets 35--39.
instructing as a supervisory 2. Chart Nos. 3, 6--11 and
respongibdlity and develop an 16.

enthusiasm for better
instruction.

3. Film Strip, "The Four
Steps, SFS 80--5."

Acquaint the supervisors with (15 min)
the principles of instruction. 4. Demonstration materials.
Introduce the four steps in

instructing.

30 min
10 mdn
20 min
30 min
20 min

110 min

TIME SCHEDULE = = = o = -« = = = = = =

I. The Importence of Training
II, Instructing as a Skill
III, Demonstrations
IV, The Four Steps in Instructing

V. Summary: Fllm Strip
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I. The Importance of Open the conference by turning to Chart No.
Training 3 on the 4 phases of supervision or manage-
(30 min. ) ment and then announce that we get into the
solid part of the very important instruc-
Chart No. 3 tion phase of this course beginning with

today's session,

A general discussion of the subject,
"instruction, ™ would include such pre-
viously discussed topics as "developing an
understudy," and "orienting a new
employee." Therefore, in reality, we are
already in the "instruction" phase of our
management training course. This and the
two succeeding conferences will cover, spe-
cifically, "job~instruction," that is,
methods to be applied in providing instruc-
tion in jobs assigned to workers.

A. Purpose of Job Introduce the subject of instruction by
Instruction distributing Worksheet 35, "Training: the
Worksheet 35 Superviscr's Responsibility."

Have the conferees read it over carefully.
Then lead a discussion on it. Get the
reaction of each conferee on this important

responsibility.
B, Relative Neg- Ask whether this responsibility is quite
lect of Job widely neglected, What do the conferees
Instruction feel are the reasons for this situation?

Ask the group for other items to add in
both columns at the bottom of this
worksheet,

Review: Make a review of the principles of organi-
zation using Chart Nos. 6 to 11, and show
how the instruction phase is based on the
principles which were taken up in the man-~
agement phase, The importance of each of
these principles stands out when their
application in the instruction phase is
pointed out, Have the group participate in
showing the above correlation.

C. Situations Next have the group turn to Worksheet 36,
Requiring Job "Have You Any of These Problems?” Decide
Instruction which of the two lists of problems is the
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Worksheet 36 more appropriate for your particular group
to take up. Heve the conferees discuss the
problems in the column selected.

Find out whether the conferees have similar
problems in their units.

Ask the group what solution there is to
(30 min. to here) these problems.

II. Instructing as a Agk the group what are the specific quali-
Skill (10 min,) ties which make scme people skillful and
effective in teaching whereas others are
very poor at getting anything across to
another person.

Write down on the blackboard the qualities
necessary in a good instructor which the
conferees suggest.

Then ask the question, "Can a supervisor be
trained to become a skilled instructor?®

The next question is, "If a supervisor is

not even a falr instructor, then should he

be replaced by someone who has all the
(40 min. to here) necessary quelifications of a supervisor?t

III. Demonstrations Then go on to the followlng demonstrations
(20 min.) of two faulty methods of instructing how to
tie the fire underwriterts knot.

(Notes Any appropriate demonstration may
be used: The tylng of a bow tle, a routine
office job, the use of a simple tool, the
assembly or disassembly of a small object,
etc. The demonstration of threading film
in a film strip projector is highly
recommended. )

A. Telling Only Call on one conferee to come before the
(5 min,) group, but warn him that you have a very
tough task for him to try to do and that no
one is expected to succeed in it.

Then hand him a piece of ordinary two-
strand twisted lamp cord (18 or 20 inches
long). Ask him to listen carefully to
your detailed instructions.
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