Manage Task Assignment
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Introduction
The purpose of this lesson is to provide you the knowledge and skills necessary to manage and supervise tasks and assignments.  This lesson will help provide the structure for your administration shop, which will enable you to provide the support needed to your Marines.  This lesson relates to all other lessons given here at the Adjutants Course. 
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Learning

Objectives
There are no learning objectives since this is a lesson purpose class.
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References
(1) 7 Habits of Highly Successful People by Covey


(2) MCO 1510.53, ITS Standards for OccFld 01 Personnel and Administration


(3) MCO P5000.14 Marine Corps Administrative Procedures (MCAP)


(4) The One Minute Manager

[image: image4.wmf]Service

Records

MCTFS

Unit Diary/Pay

Order Writing

Section

Discharge

Reenlistment Section

Personnel

Chief

Personnel

Officer


Adjutant's

Role
*Volume and complexity require organization


*Each member contributes to mission accomplishment


*MOS specific training, ITS for OccFld 01

Key Elements

of Section

Management
Direct relationship between leadership, organization and teamwork.  Set the example, make decisions, analyze, develop and promote growth.


4 Key Elements - Plan, Coordinate, Direct, Control


Plan

· What has to be done?

· How will it be accomplished?

· Always plan for a logical flow of work.

Coordinate

· Supervisor's role plays a large part in ensuring that the team functions properly.

· Unity of effort is the key.

Direct

· Ensure Marines work up the limits of their abilities.

· Offer the necessary directions.

· Remove the obstacles in the way of progress.

Control

· Determine if the task is being properly accomplished

· If not, take appropriate corrective action.

Principles of

Section 

Management
One Boss 

· Outline tasks through the NCO/section chief assigned responsibility for that specific section. 

Span of Control 

· The number of clerks assigned to each NCO/section chief should be small enough to allow close supervision.

Delegation of Authority 

· Delegate authority commensurate with assigned responsibility.

Flow of Information 

· Keep your Marines informed.

Lines of Responsibility 

· Maintain from the highest to the lowest level of supervision.

Job Assignments 

· Ensure Marines are aware of the duties and tasks required to accomplish their job assignments.

Objective and Mission 

· DEFINE!  Ensure supervisors and clerks understand.

Planning 

· Supplies and equipment to complete the mission.  

Coordination
· Well directed conferences and informal meetings.

Establish & Maintain Control 

· Accurately accomplish each and every task assigned per established procedures.

Corrective Action 

· Correct inefficient practices immediately!  They are costly in terms of time, money and motivation.
Economy

Exercised through the elimination of unnecessary paperwork and 

duplication of effort, which causes an increase in man-hours, wasted materials, and adversely impacts on individual motivation/desire.

Necessity for Paperwork.  

· Simplify and reduce where possible.

Importance of Simplifying Paperwork.  

· Ensure accurate and timely reporting in MCTFS.

Elimination of

Unnecessary

Begin at Your Desk.  

· Organization!

Check Reports Receipt and Reports Submission.  

· Can they be combined?  

· Are you spending more time compiling information than it is actually worth?

Analyze Mail and Files Practices.  

· Filing unnecessary correspondence.  Mail properly routed.  Excessive copies of directives.

Records Disposal.  

· Files disposed of per the SECNAVINST 5212.5.  Nonrecord material disposed of as soon as it has served is purpose

Check Forms Being Used.  

· Are they current?

Working Conditions and Organization of the Section. 

· Section layout

· Section working conditions

Section

Layout

Flow of work!

· Reduce the flow of work to shortest possible distance.

· Minimize work flow repetition. (Backtracking)

· Work should come to the worker, not vice versa.

· Locate related sections near each other.

· Place the supervisor to allow view of the entire section

· Place clerks having primary responsibility for greeting incoming personnel near the entrance

· Make files accessible to all section personnel

· Locate phones in accessible positions 


Section 

Working 

Conditions
Conducive to working!
· Proper lighting.

· Proper heat and ventilation.

· Quiet:  Equipment, music....

· Professional environment:  Layout, decoration, signs, etc.


Training

Your responsibility!

Job Performance Aid (JPA).  

· Step by step guidance.  

· Lists, flowcharts, etc…. 

Managed on the Job Training (MOJT).  

· Permits clerks to perform regular duties and, at the same time, observe and learn other phases of personnel and general administration.

Independent Study and MCI Courses

· Encourage Marines to particpate

Formal or Local Schooling

· IPAC, APAC, college
Adjutant 

Section


Personnel 

Section
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