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MANAGEMENT TRAINING COURSE CONFERENCE OUTLINE

NO, 15

ANALYZING THE PRESENT METHOD

OBJECTIVES AIDS AND MATERTALS
To review the 5-step method 1. Worksheets 72—-76,
improvement procedure. 2, Chart No. 23.
To study means for determining 3. Film Strip, "Stop, Loock and
priorities on projects needing Question, SFS 80--8" (25 min).

improvements.,

To study the job breakdown and
the flow diagram as means for
writing up proposed method
improvements,

Through demonstrations to study
how methodical planning cuts
down on wasted time and motion.

---------- TIME SCHEDULIE ~ = = = = = = e e = = = =
Minutes Topics
15 I. How to Select the Job Method

Requiring Improvement

75 II. The Job Breakdown and Making a
Method Improvement Plan

20 ITI. Demonstrations

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




I.

II.

How to Select the
Job Method Reguir-
ing Improvement
(15 min.)

Worksheet 70

Worksheet 72

Making a Method
Irprovement Plan
(75 min.)
A, TFilm Strip
(25 min.)
Chart No. 23
B, The Job Break-
down (20 min,)

Worksheet 73

C. Steps 3 and 4
(15 min.)
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Refer the group back to Worksheet 70, and
use the bottom portion of it as a basis for
a discussion on the problem of selecting
the job method which is to be improved.
Have the conferees cite potential examples
from their own place of work.

In taking up the problem of setting up a
priority list of improvement projects dis-
tribute Worksheet 72, "A Method Improvement
Priority Check List.™ Explain how this
check 1list is used. Add that in many cases
celculating priorities may be entirely un-
necessary, A erying need for an improve-
ment will in itself dictate that actlon be
taken immediately. Nevertheless, the use-
fulness of a check list, such as the above,
will be obvious to all.

Present the f1lm strip, "Stop, Look and
Question,” This film shows how a woman
supervisor helped one of her clerks who
was swamped with work completely rearrange
the method of doing the work. It follows
the procedure of making & method improve-
ment in a logical, effective sequence.

Refer to Chart No., 23 in summarizing the
above film strip.

Distribute Worksheet 73, "Job Breakdown
Sheet for Method Improvenment,” which gives
the actual job breakdown from the above
£1lm strip. (Note that items 10 to 14 are
omitted on the breakdown as in the film.
Repetitions take place here,) Have the
group weigh the importance and indispensa-
bility of msking a job breakdown as one of
the steps in improving a job method. Also
have them note its similarities: and dif-
ferences from the breakdown for job in-
struction.

Using the same worksheet show how Step 3,
"Question Every Detail,” and Step 4, "De-
velop an Improved Method,"™ are worked out.
Have other examples ready to cite in order
to emphasize the importance of these steps.
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III.

Worksheet 74

D. The Flow
Diagram

Worksheet 75

(90 min, to here)

Demonstration
(20 min. )

Worksheet 76

Assignment

(110 min. to here)
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Distribute Worksheet 74, a blank "Job Break-
down Sheet for Methoed Improvement,™ and
encourage the conferees to come to the
training office to get as many coples as
they need in working ocut method improve-
ments in their own units,

Distribute Worksheet 75, "Flow Diagram of a
Voucher.” To some of the conferees the
example here no doubt looks like a highly
exaggerated case, Point out the fact that
this is a case study from an actual situ-
ation-~both before and after, Also point
out that many unreasonable and even some
absurd situations will be brought teo light
by drawing up flow diagrams.

Show how the flow diagram, also, can be
used in taking up Steps 3 and 4.

Distribute Worksheet 76, "Room Inspection
Report."™ Ask for one conferee to volun-
teer to make an inspection of the classroom
using this form. While the inspection is
going on, all the rest of the group are to
make a rough flow diagram of the inspec-
tion.

Announce that the assignment which each
conferee must submit at the beginning of
the next conferee is a plan for an improved
method of carrying out the room inspection
required in Worksheet 76,
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