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Do you have any similar problems in the cffice?

Operating Problems - Getting the Work Out

Work is delayed because of confusion

Employees don't "get the hang" of their jobs

Employees don't understand all the changes in procedure
Papers not routed properly - mix-ups in messenger service
Not sure what is expected - slow in getting started

Have difficulty in getting out the work load

Careless housekeeping; work place poorly arranged

Nesks and work places too congested

Peaks and valleys in work output

Lack of needed work skills

Quality of Vork

Standards not interpreted uniformly

Too much left for employee's assumption

Errors not discovered until it is too late

Work returned because it does not meet requirements
Too much work has to be done over

Some materials not filed properly

Personnel Problems

Employees:

lLeave to go to other employment.

Juit after a short time on the job

Lack experience in local procedures

l.ack interest in the job

want transfers

Think they can "make out" better on another job
lack desire to excel on the Job

Yeel there is little chance to get ahead

Don't "come through

Get discouraged learning the job

Most supervisors say that about 80 of the above problems could be
solved - or at least, helped, - if they had a better trained staff,

How about yours?
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Sample Job Break-downs and Timetable
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Here are some examples of Job Break-downs and a Timetable which have been developed as guides to assist

you in making your own.
Put this sheet in a 3-ring binder for reference.
Start breaking down your operations.

Make a timetable for your training.

4 . Example 1. Example 2.
JOB ?REAK—DOWN SHEET FOR TRAINING: MAN ON NEW JOB JOB BREAK-DOWN SHEET FOR TRAINING MAN ON NEW IOB
T ok el [Y Roll Fingerprinting =- right hand Pant Trenscribing machine, cylinder OrERATION Oporating transcribing machine
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1. Position applicemt B Epratol
¥ Applicant relaxed 1. Place Jndicator slip in guide
Roll toward body I R W T i | l’(’:’arriago up &t oxtreme Jort
2, Ink right thumb Cover nail edgo to nail edgo %o Printed end last
first Joint 2. Placo eylindor on nandrel Fingers inside
Right prossure "feel" = don't smudge ¥ Don't touch surface
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In thumb square

Roll toward bod;
8¢ Print right thub Hail edgo to nn{l o

3. Aidjust headphones Comfort
Right pressure "feel" - don't amudge s 4

Depress forward control

4+ Inspect print Delta and swirl 4. Start cylinder Place needls 1/16" left of first
' cut
' Roll away from body
5. Repeat steps 2, 3, and 4 for Order of printing -

finger of right hand Index, Middls, Ring and Little S. Adjust volume and tone

6. Resot machine

A fingerpriut clerk made this"
‘broakdown in about|fouwr minutes Note directions, corrsctions,

7. Transcribe i aFa

2 B. Return carriages to left Carriage up

Depress ejoctor lover
Fingers inside

This breakdown was made by the -
supervisor of a transcribing unit
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9. Remove oylindor




