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Ministry of Iabour & Natiocnal Service
Training Departmnent,
dbury Bridge House,
Ebury Bridge Road,
London, S.W.1.

To the Job Instriwtion Tr irar

You have an opportunity to render sgervice of constructive and

far-reaching significance through this Job Instruction programme.

You also accept a major responsibility when you assume the position
of Trainer on this programme. To & large number of industrial men, YOUR
presentation of it may represcent all they know first-hand of the Training

Within Industry programmcs for supcrvisors.,

You should strive with all the energy aond diligence you possess to
lead each group in Job Instruction in the very best way possible, and

to do a gtill better Jjob with cach succeeding pgroup.

To assume a uniform hipgh standord on o Notion-wide basis, you
should ALWAYS work from tnis outlinc, Do not deviate Trom it.
Do not trust to your memory, regurdless of the number of times ycu may
present the plan. It is not difficult and if you follow instructions

you cannot fail -~ furthermore you will find it an interesting Job.

Once again, leadership in Job Instruction presents an opportunity

and an obligation. ] !‘ \ /ﬁ (. 955 |
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Principol Assistant Secretary




PAGE 47 “MM ¥ /_/d A g 130 &

JOB BREAKDOWN SrLEET FOR TRAINTNG WORKER

CN NEW OPERATION
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IMPORTANT STEPS IN THZ OFPERATICN

Step: A logical segment of the . Key point:

operation which subu tentially i

VANCES the work. :
}
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KEY POINTS

fnything in a step that might
lMake or scrap the work
Injure the worker
Make the work easier to do
i.e, "knack", "Lrick”,
spcﬂlal timing, bit of
special 1nformatlon
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MITISTRY OF 1LARCUR AND TAT
Tralning Denarimont,
Houry Bridgs Houce,
btury Bridge Rcad,
Loadon, S.W.1.

'TONAL SERVICE,

To the Job Nethods Tralver

Your Job Methods sesgicas con heve for your fectory and for production a
constructive Influence, perhaps never tefors erpericonced., You have an unusual
opportunity of influencing individual supcrvizors ia the development of this
skill in improving methods and ia helping ths country as a whole in its

transitica problems from war to pecce-time production,
i i3

The situation is a very praclical one. Most of the men with whem you

u"

will work have had jears of oxporicace, thoy have latent idcas which iff properly
developed, will increasc production, rcduso lost time, prevent waste of
material, aand incrcasc the usc of mechiacry ocnd eguipment., These men command
your respccet because of their knowledge.

Your functioa is to show them how to develop their idecs for practical use
and present them succegsfully to thelr Hanngouents, You noave a twofold tosl
to accomplisth. Pirstly you have Lo help the supervisor to acquire this skill
of improving ¢ method and seccoudly rcu miz’t ceatvinuelly strive to improve your

supcrvisors how to usge this skill cffcctively,
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Yeu must sirive with oll the cocrzy and diligence you posscse to lcad each
grovp in the very best possitle wey, ond to do a still beticr job with coch
succecding group.

To engsure - uaniformly high stenderd you should ALJAYS work from this
outline., Nover deviate from it, Don't trust to your memory, rcgardless of
how mony tlmcs you may prescnt the plaa, It ig not difficult aand if you
follow iastructicas you counot fail,  Furthcrmorc, you will find it a

fascinatlang Job.

Once again, leadership in this Job Methods Programme presents an

opportunity cnd an obligation, _ ‘
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Time CUTLINE FOR SESSION ¥
Taﬂjg
Allow CTHITNG 1T SUSSI0M
5 min.
Opening rcmarks

- Hend cut name cards.

- Express your appreciation of the inferest ths Group
has shown during the foor sassiouns.

- Compliment those who presented coastructive
improvements at Session IV.

5 min, - Cite one or two reccnt improvements which ere the
to here result of epplyling the Job iethods plan.
FEVIET PREVIOUS SESSIONS
Allow Review purpose and L steps of the Job Methods plan
5 min,

- Ask another member of the group to decveleop the L4 steps
on the blackboard by questioning the group Cards to
be put away.

- Review use of steps.

Blaclkboard
STZ2 T - BREAX DOWLT The Job
List ALL deteils

STEF II STER III
| UZSTION DEVELOP
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i C Whate 3Eliminate!
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j Whore? Y s A
: . ’ x 230 0mbine !
| © When? ¢
3 © Who? e ) REATTAOEZE Y
f How? ) - : ~ e e pSimplify !
' e e e e e e et e+ s sremeiae
? STEP IV - AFPLY The ilew llethod
10 min.

to here ‘ Convince -~ Submit - Use ~ Credit




MINISTRY OF LABOUR AND NATTIQIAL SERVICE,
Training Depertment,
Ebury Riridge Housc,
Fbury Dridge Road,

London, S-Va.ls

To the Job Relaftions Trainer:
Your Job Lielationg seesions can have for your factory and for procuction

perheps acver before cxperiencods  You hove an

a construntiive infloconco, C

unwsund opportba ity of dnfliucncing supervisors to iprove their cveryday
rclationzhips on the Job,

Giving workers technical skill alonc is not cnougiie Supecrvisors nust
give cvery men and women al work the lcadership that enlists co-operation

and tomrrrork.  You erm help supervicors to geb this &kdll of working with

people = 1t is your cobligrtion to gtress its importance to thome.

o

You should strive with all the cncrgy and diliccnce you posscss to

5

lead coach Job Relationg group in the very best woy puossible ~ ond to do a

Cdedl o, d s AT e D e peeer e
Dothor jub writh coclr succosding Litlive

Yc ensure & uniforly high svondord, werin Iron
Do not deviatec fron it Do not trust to your nconcrey, vesardless of the

number of gessiong you put one

4

Once again, leadersiip in Jdb Relations prescnts an opporbuniftv and
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Is therc any part of the supervisor's Jjob which docs not
involve pcoplc?

Noe

Paned . . L] X ":"-'..-’:".‘.-‘:"""
j Placc circlcs in A ,upp{ achy {euult
, | nrough pCop.le
| i : |
blank scament ; | Supervisor |
‘ ‘ i !
When we look atb any vpart
of thc supecrvisor's Jobs
we find people in the
situation. ‘ ‘ N
Training TFroducticon
Enclosc amall circlios
D odn o wbe Medntonnno s ~+ Costs
_ - ouaiity 1+ Safcty

Erase nost of the min

circlcs and varite

o POORTE dnside the hube '

The supcrvisor gets rosults

hrousn pucnloe

Point to heeding.




