LPPRECIATION S3ESSION--JOB RLLATIONS PROGRAIL
(time recuired=--45 minutes to one hour)

INSTRUCTIONS AND OUTLINE

INSTRUCTIONS

Presentation

The success of the Job Relations program in your ciaapter
will depend largely on the effectiveness of your presentation of this
session. If you are successful in selling your senior benk officers
on the values contained in the program, then you may be sure that it
will receive their enthusiastic support.

The outline which follows 1s given to you as a tool to work
with. Study it carefully. Read your manual and then when you are sure
you have the whole story, give the session in your own worcs &8 iwch
as possible. It is particulerly immortant that for this scssion you
read no more tinan is absolutely necessary. ’
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Use discretion in drawing out points from groun. Tlis will
depend upon tyme of person to wnom the scession 1s being giv:n. Use
some group narticipaetion however, it will liven up your »reszntation.

To help you in conserving prccious time the rolloiing sug-
gestions arz made regsrding preparation.

Preparation

1. Study this outline carefully and review your rw.iual.

2+ Obtezin, 1f possible, a pad of drawing paper sizilar to
that used by cartoonists and commerciel artistoc e
with a black creyon prepare in advance the f

sheet #1le The five basic needs of a supervisor (use
arch--page 12 manual)

Sheet #2. Funnel--illustrating the complexity c¢i the
supervisor's job.

s results

Sheet #3. Chart illustrating the superviscr gzt
through people (page 18 manual). Lzave circle
blank, write supervisor in box and ca—tion

above.

Shcet #4. List foundation points.



Shzet #5. Circle illustrating people must be treated
as individuals. TVrite in cavtion--1l:ave
circle blank (vage 27 manual

Sheet #6. Make up complete chart as shown (paze 29
nanusl

Sheet #7. List analysis of old timer problei as shown
. ) ~ A
on page 68 of the manuval (first part of story)

3. If not able to obtain drawing paper then prepare in
advance as much &s possible--using sheets of naver to
cover material until ready for presentation. Iy pre-
vering in advence precious time may be saved in the
session.

QUTLINE
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Introduction

Joh Relations is a streamlined course combining treining
and practice in the skill of leading.

Tx»lain what is meant by & "suvervisor® (manual Hice 17)
7o types of knowledge

- Work
- Responsibhilities

Three skills

- Instruction
- lethods
- Leadzrship

(Uncover prepared chart--if not able to prepare in advance
do not teke time to do board work)

Giving workers technical skill is not enough. ouw.crvisors
must give every man and woman under their direction the lsadcrship
that enlists cooperation and teamwork.

Job Relations program can best be presented by a briecf

review of the high spots in the 10-hour course.
First-~discuss the complexity of a supervisor's Jjob:
llanagement expects = Production {uvality

Menagement sunpliss = Material, liachines ond
llannower (not znough)
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Surervisors add to this the

Cooperation and Loyalty

of their veople.

(Uncover sheet illustrating Job complexity--if not able
to prepare in advance, do not take time to do board work)

Supervisors question - "How can I get loyalty and cooper-
ation?™ The answer 1s by good Job Relations and the pattzrn for
such relations is presented graphically on the blackboard.

: (Uncover chart with circle and hox--if not able to vrepare
in advance TAKM TIMZ TO DO BOARD WORK)

First establish that "A Supervisor gets results tiirough
peonle." Then outline the supervisor's job in terms of res onsi-
bility for:

~ Production

~ Costs

- Quality

- Treining

- Customer Relations
etc. )

and show that in each phase people are involved.
It is through people we obtain production =-- (e%c.)
(Fill in blank circle)

Jot Reletions line represents everyday relations between
the supervisor and his people.

(Drew line to box=--put on arrows)

FOUNDATIONS FOR GOOD RILATIONG

l. Let each worker know how he is getting alonrg.
2« Glve credit when due.

5. Tell people in advance about changes thet will alfect
them.

. llake best use of each person's ability.

(Turn to sheet showing foundations--Board--if not przpared
in advance)
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The last part of this chart deals with individual difz

"People must be treated as indivicduals®

This circle represents an individual. What are thz Tactors
that affect hin

HIS

- Job

- Family

- Health

- Background

- Financial Status
gtc.

He can't leave part of himself home when he comes to work,
(Turn to sheet showing individual circle--Board--ii not

prepared in advance)

Review Chart

(Turn to-sheet showing whole chart)

These are the bases for good Job Rzlations but their use
will not prevent 2ll problems.

7e define a Job Relations problem as:
"Anything the supervisor has to take action ont

Re

b

er to problem sheet for tyvpical problem.

The method develoned in this course for handlins nroblems
that do arise is:

I. Get the Facts

Review the record

- Find out what bank rules and customs annly
Talk with individuals concerncd

Get opinions and feeling

!
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Be sure you have the whole stoxry.

II. eigh and Decide

Fit the facts together

- Consider their bearing on each other

- Vhat possible actiong are thsre

Check practices and policies

Consider objective and effect on indivi-<ueld,
group,and production

Don't jump to conclusions.
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III. Take Action

- Are you going to handle this yourself

Do you need halp
- Should you refer this to your supervicor
- Watch the timing of your action

Don't pass the buck

I1Ve.e Check Results

- How soon will you follow up

- How often will you need to check

- Watch for changes in output, attitudes and
relationships

- Did your action help rroduction

"47ter completing four steps we rofer back to the Founda
Toblen

tions to see if any of them might have helped to avoid tne wnro

"I would like to illustrate the technigue used in this
course to provide the necessary training and practice in the use of
this method. I shall use a practice problem, but in the acival course
each supervisor is expected to bring in at least one problem of his
own which is handled in a similar maznner."
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Tell the first part of the 0ld Timer story--vag
(Turn to prepared sheet and show analysis-=-pag
Tell rest of the story--page 69 manual

(Adé additional facts to prepared sheet)

(If it is not possible to prepare material in advance, use
discretion in boarding this problem=--1/ill depend on time aveilable)

Summarize

Foundation points provide tools for preventing »rouoies from
eloping.

Four-step method provides orgenized plan tc follow in
solving problens that do arise.

"Let me talk to you as I would to a group of sup:zrvisors

(Use conclusion--page 92 of manual)



