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MANAGEMENT TRAINING COURSE CONFERENCE OUTLINE

NO. 21

EFFECTIVE PERSONNEL UTILIZATION: HIGHEST PRODUCTION

CBJECTIVES AIDS AND MATERIALS

1. To review the importance of train- 1. Worksheets 108--110.
ing as a means to increase a work- 2. Chart Nos, 36, 37 and 38.
er's capacity to do useful, pro-
ductive work.

2, To stress the supervisor's respon-
8ibility for seeing that as far as
poasible each subordinate is given
a full day's work on projects de-
serving a person's maximum efforts.

3. To summarize the main problems in
the effective utilizetion of per-

sonnel,
------- « == TIME SCHEDUIE = = m = = = = = = = = = «
Mimtes Topics
10 I. Review
30 II. Increase a Worker's Capacity
to Produce
40 III. Use Him Fully on Essential
Tasks
30 V. Sumary
110
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I.

II.

Review (10 min.)
Charts Nos. 32-=35
Increase His Capa-
city to Produce

(30 min.)
Chart No, 36

(40 min. to here)
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Review the topics from the previous confer-
ence by making use of Charts Nos, 32, 33,
34 and 35.

Turn to Chart No. 36, "Increase His Capacity
to Produce." Ask the group to recall the
large objective of the instruction phase of
this management training course.

Agk the conferees individually what they
have done up till now in increasing their
subordinates' capacity to produce. Have
they conducted any informal on-the-job
training? Have they encouraged their men to
improve their skills or to learn new tech-
niques outside of working time and during
any slack period during working hours?

And to all those working directly or indi-
rectly under American perscnnel how many of
the supervisors have shown the initiative
and industriousness required of a leader to
improve their English ability so as to be
able to work effectively with American per-
sonnel? And--just as lmportant--how many
have encouraged their subordinates to study
English?

Ask the group how many have already found
the training timetable so useful that
they've actually made one and have started
on-the-job training according to it., Ask
for details on the training plans end on
any progress made so far., Have they put up
training timetables along with organization
charts of their units in a conspicuous place
where all workers and visitors alike can
immediately spot them?

Have the conferees discuss three problems
under the topic "Increase His Capacity to
Produce," Ask for concrete illustrations
from experiences of the conferees.

Ask for comments on the practicability of

the 4-step preparation for instruction and
of the 4-step instruction procedure.
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III.

Use Him Fully on
Essential Tasks
(40 min.)

Chart No. 37

A, Full Day's
Work

Worksheet 108

B. Schedule
Effectively

Workshseet 109

C. Question the
Nesd

D. Check Results
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Turn to Chart No, 37, "Use Him Fully on Es-
sential Tasks," and ask the group why this
problem is so important to the worker, to
the supervisor, and to the overall opsra-
tions of the organization.

To introduce the item on a full day's work,
distribute Worksheet 108, "A Full Day's

Work,™ and have the group read it and com-
ment on it.

As for effective use of time, what do the
above cases bring out? What about the cases
in the previous conference?

Turn to Worksheet 109, "Trouble in the Pay
Line," and have the group read it over
quickly. Although this case does not happen
to involve indigenous personnel, similar

problems can be found in practically all
nations.

What devices were studied in Conference 5 to
agssure effective use of time? Ask the group
whether they've started making use of any of
them, Ask for comments.

Why is it sc important to question the need
for every task? Cannot a person find spe-
cial and creative work to do during slack
time? What about initlative?

Or is there full justification for reducing
personnel? If there is, is it the respon-
sibility of the supervisor to take steps to
reduce personnel? How can this be accom-
plished with the least amount of hardship
on the livelihood of his subordinates?
Should a supervisor have a vacant position
filled even though there is no need for it?
Is a large reduction in force of personnel
generally a sure sign that management had
been poorly handled?

In checking results, supervisors may find
that his subordinates work best when the
conditions are such that they are able to
get the satisfaction of having accomplished
something that challenges their ability,
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