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5.

MANAGEMENT TRAINING COURSE CONFERENCE OUTLIE

NO. 20

EFFECTIVE PERSONNEL UTILIZATION:

RIGHT MAN ON THE RIGHT JCB

OBJECTIVES AIDS AND MATERIALS
To explain how the entire course 1. Worksheets 104—107.
thus far builds up towards the 2, Chart Nos, 32, 33, 34
effective utilization of personnel. and 35, plus others in
To study the problems involved in review.
getting the right man in the right
Job,
To stress the responsibility of
supervisors in taking proper ac-
tion on a malassigned employee.
To understand the importance of
controlling both off-the-job ab-
sence and on-the-job absence.
To recognize the need for stimu-
lating the will to work, a problem
of modern leadership.
---------- TIME SCHEDULE = = = = = = « = = = = -
20 min I. Introduction and Review
40 min II. Right Man in the Right Job
15 min III. Keep Him on the Job
20 min IV, Stimulate His Will to Work
15 min V. Case Studies

110 min

This material is in the public domain — PLEASE SHARE!
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I.

II.

Introduction and
Review (20 min.)

Chart No. 32
Worksheet 104

(20 min. to here)
Right Man in the
Right Job

(40 min.)

A. Designing the

Job
Chart No. 33

B. Getting the
Right Man
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By making a quick review of all the charts
in the series, show how the whole course
thus far has been bullt up towards the ef-
fective utilization of personnel. The con-
ference leader must select beforehand these
points which he will stress in this review.

In introducing the specific problems to be
taeken up in this conference and in the next
one, turn to Chart No, 32, "Full Potential."
Also distribute Worksheet 104, "Procedure
for Effective Personnel Utilization," Ex-
plain that the first three points will be
taken up teoday.

Turn to Chart No, 33, "Get the Right Man in
the Right Job," and take up the first point.
The following problems should be discussed.

What important device from Conference No. 4
on the organizing function is absolutely
necessary in designing the job?

And what about homogeneous assignment?

What part do the organization chart and the
unity of command principle play in design-
ing the job?

And, most important of all, i1s there full
Justification for the job?

The next problem is to get the right man
for the job, Ask the conferees these ques-
tions.

How a man is secured for a job in their re-
spective units. What are the defects and
good points in this system?

What is the general quality of the people
seeking employment at this base?

Does the interviewer at the personnel office
generally do a satisfactory job of screening
the applicants first?

What methods of classification are used at
the personnel office to determine an appli-
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Worksheet 105

C.

Eliminating the
Unfit

MTP Course 20 of 22

cant's qualifications?

When an applicant comes from the personnel
office, does the supervisor carefully
screen the man again? Is it his responsibi-
lity to do so? Why? Should the supervisor
clearly make it understood to the new em-
ployee that he is being hired for a couple
of weeks on a trial basis?

To review for a moment the complexity of
getting the right man for a job in a large
company, turn to Worksheet 105, "Cooperation
and Operation." Read and discuss.

To take up the third problem, discuss the
following points:

Why 1s this such an important responaibi-
1ity of the supervisor? Is a person justi-
fied 1n remaining in the position of a su-
pervisor if he cannot handle this problenm
satisfactorily?

What are some of the ways in which the su-
pervisor can assure the man that he is
treating him fairly? What about "hidden
talent" in the man? Can the employes be
helped in his personal problems which may be
causing him to be a misfit at work?

How mich 1is the supervisor responsible for
an employee'!s not being able to make the
grade?

Next, what are the possible actions once it
has definitely been decided to eliminate a
person?

What does reassignment within the unit
require?

Is it fair to everyone concerned to arrange
a transfer to another unit unless there is
a good possibility that the employee can
make a satisfactory adjustment to the new
Job?

What are the various problems involved in
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