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MANAGEMENT TRAINING COURSE CONFERENCE CUTLINE

NO, 12

JOB INSTRUCTION METHODS

OBJECTIVES AIDS AND MATERIALS
To review and discuss the 4-step 1. Worksheets 5261,
method of instructing by means 2. All charts pertaining to
of teaching demonstrations. instruetion.
To recognize learning difficul- 3. Film Strips, "The Job
ties and to devise means of Breakdown, SFS 80--4" (15
overcoming them in the instruct- min) and "There's a Job to
ing process, be Done" (25 min),
To become thoroughly familisr
with the use of the fraining
timetable, the training progress
chart and the job breakdown.
To understand fully the super-
visor's responsibility in train-
ing his subordinates and to rec-
ognize that the ability to ac-
complish these training func-
tions marks the supervisor as a
leader.
---------- TIME SCHEDULE = = = = = = = = = = - e = -
30 min I. Review of the Job Breakdown: Film
Strip
25 min ITI. Teaching Demonstrations and Critique
25 min III, Sumnary of the Supervisor's Responsi-
bility in Instructing
30 min IV, Film Strip: "There's a Job to be
110 min Ll
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I.

II.

Raview of the Job
Breakdown (30 min, )

A, Fllm Strip
(15 min.)

B, Check of
Assignments
(15 min.)

(30 min. to here)

Teaching
Demonstrations
and Critique
(25 min.)
Worksheet 52

First Demonstration

Worksheet 53
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Open the conference by presenting the film
strip, "The Job Breakdown.® Playing time
is about 15 minutes. MNot only does this
film show how a job breskdown is made but
it also shows how the breakdown helps the
instructor in his prepvarations for a train-
ing assignment.

Corment on a few of each of the three as-
signments handed in at the beginning of the
conference today. Find at least one excel-
lent exarmple for each problem and praise it.
Point out any errors or weaknesses that you
find in checking through the assignments
turned in by the others.

Have the conferees ask any questions per-
taining to previous conferences or to as-
signments. Problems that are not of any
special interest or value to the whole
group should be taken up with the individ-
ual conferee after the session is over.

Announce that you will see the conferees
individually within a few days to return
their assignments.

Distribute Worksheet 52, "Requirements of
Successful Instruction,™ and have the group
read it over quickly while the first demon-
gtration is being prepared. Refer them
also to Worksheet 37, "The Four Steps in
Instruction,"

When the demonstration is ready to be
given, the person assipgned (in Conference
10) is to pick out any one from the group
to take the part of the learner, Fifteen
minutes are alloted to each demonstration,
but if it is necessary, allow an extra few
minutes to prevent rushing through demon-
strations,

After having assured that the preparation
is adequate and that all necessary help was
given, have the first denmonstration pre-
sented,

Have the group turn to Worksheet 53, "In-
struction Demonstration Check List," and
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III.

Second Demon-
stratlion
Worksheet 54

(55 min. to here)
Summary of the
Supervisor's Re-
sponsibility in
Instructing

(25 min, )
Worksheet 55

Worksheet 56

Worksheet 57

Worksheet 58

Worksheet 59
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discuss the demonstration step by step.
Give the person who gave the demonstration
the first chance to make a self-evaluation.

Have the second demonstration and its cri-
tique presented in the same procedure as
the first one.

Distribute Worksheet 54, "A Review of the
Steps in Instructing” and tell the group to
work out the problem in their spare time.

Have the group turn to Worksheet 55,
*Zenta's Start on the New Job." Ask the
group to read this over carefully outside
of conference time, Comment that undoubt-
edly each one has had similar experiences
at one time or another.

Distribute Worksheet 56 and make the fol-
lowing comment: That in addition to the
training timetable such a control chart as
this would be very useful to the supervisor
and would be valuable particularly when his
unit was being inspected by higher echelon.

Distribute Worksheet 57, "Training Progress
Chart.” Encourage them to use this work-
sheet in making charts for their units and
to tack them up near their desks.

Briefly review the value of the job break-
down; if time permits, mske a breakdown on
the blackboard of one of the demonstrations
glven today with the help of the entire

group.

If time permits, make use of Worksheet 58,
another "Sample Training Job Breakdown.”

Also, ask the group to look over Worksheet
59, "A New Start--A Case Study."”

Briefly review the supervisor's responsibi-
lities in developing an understudy and in
properly orienting new employees on the
job, and conclude the conference with a re-
view of the supervisor's responsibility for
conducting necessary on-the-job training,
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