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MANAGEMENT TRAINING COURSE CONFERENCE CUTLINE

NO, 8

DEVELOPING AN UNDERSTUDY

OBJECTIVES AIDS AND MATERIALS

1. Impress on the supervisor the 1, Worksheets 26--30
need to have an understudy 2. Chart Nos, 10 and 14

2. Outline a definite procedure 3, Film Strip, "Preparing for
by which an understudy can the Future! (20 min)
be devéloped
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Minutes Topics
10 I. Review
L0 I1I. The Need for Understudies
55 JII. Techniques of Developing
Understudies
5 IV. Summary
110
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II1.

Review (10 min.)

The Need for
Understudies
(40 min.)

A. Xnowing
Requirements
(25 min,)

(35 min, to herse)

B, Difficulty of
Developing
Understudies
(15 min,)

Worksheet 26
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Begin the conference with a review of the
responsibilities of the modern supervisor,
(This 1s an especially appropriate topic
for an assigmment to one of the conferees,)
Make use of the charts.

Introduce the subject for today's confere
ence by first referring to the previous
conferences to the portion on time manage-
ment and safe worklcad.

Then ask the group in what specific ways
developing an understudy will help a super-
visor meet a seriocus problem of being over-
worked,

Next, ask the conferees to suggest other
reasons why a good supervisor will bave an
understudy trained, IList these suggestions
on the blackboard,

Have the group arrive at a conclusion simi-
laxr to the feollowings

Being human, the supervisor naturally has a
physical limitation to what he can do. One
reason for training an understudy is to
prevent the supervisor from overworking by
having the understudy take over same of his
work., Agein, by delegating work and author-
ity, the supervisor can more efficiently
accomplish his work, and in his absence

can keep disturbance and delay down to a
minimm,

Take up the problem why so many supervisors
fall to train subordinates to take over at
least parts of the supervisor's job, This
problem 1s neglected in Japan to a greater
extent than 1n countries like the United
States, Discuss the reasoms vwhy.

At this point distribute Worksheet 26,
"Questions for Supervisors on Developing an
Understudy.” Discuss each question sepa-
rately with the group.

2

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



III.

Worksheet 27

(I11ustration)

(50 min, to here)

Techniques of
Developing
Understudies
(55 min., )

A, The Steps
(15 min, )
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Then have the conferees turn to Worksheet
27, "Case Studys Held Down."

Since practically all of the problems
involved in this case study have already
been discussed, simply ask the confereee to
read this case study outside of the confer-
ence time and ask them to bring questions
to the next comference session in the event
any of the questions at the bottom of the
worksheet puzzles them,

Conclude this part of th. conference by
having one of the conferees read the fol-
lowing paragraph fram the last paragraph of
Worksheet 27.

"The supervisor who tries to do everything
himself, invites failure. He either does
nothing well, favors one cduty to the neg-
lect of another equally important one, or
keeps himself from being promoted because
he has no one trained to take his place.,"

With the help of the conferees write down
on the blackboard the steps in developing
understudies, Use the following suggested
steps in case you wish to add some to those
offered by the conferees:

1., Selezt the right man,
(Refer to an organization chart.)

2. Become well acquainted with him.

3. Explain the department to him.

4. Show him every job.

5. Give him some minor responsibilities.

6. Put him on his own,

7. ILet him go with you when you are doing
your job,

8. Put him in charge when you are out.
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