JOB INSTRUCTION
Instructors Guide
Session 2

SESSION 2 - INSTRUCTIONS

It is important to read this manual and have a clear understanding of the contents, prior to the start of
training.
Before the session starts...
Be there 15 minutes ahead of time.






Have the following materials ready:
Flip chart and "If the employee hasn't learned" chart
Job Breakdown Sheets
Checksheets for demonstration
Electrical cord (2 pieces)

Check that the two volunteers are also properly prepared and select which one will perform in
this session.
Set up the training site:







So it does not look like the typical classroom, arrange seats in a horseshoe
Flip chart at front of room
Have "If the employee hasn't learned" chart hanging up
Whiteboard
A whiteboard eraser
Two different colors of markers

Remember: As the instructor, it is your responsibility to:
a) Provide the right tools, equipment, and materials
b) Set up the training site, making it ready for the trainees
c) Create a conducive and positive learning atmosphere
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A NOTE TO TRAINERS
This manual contains a complete outline for these training sessions. It is your guide on what to
say, what to write, techniques you should demonstrate, and even important things that you should
keep in mind throughout the training activities. The following will help you identify the various
types of materials.

TITLE

Each section and subsection is labeled with a title, in CAPITALS, for
your reference.

TEXT

The material should be presented in the order given to aid comprehension
and speed progress. You may change the wording to suit the teaching
situation - as long as you maintain the same general meaning.

[

Instructions inside square brackets are for you, the instructor. There are
four kinds of instructions:

]

1.
2.
3.
4.

Areas where you should use your own words,
Gestures that aid comprehension,
Background factors for you to keep in mind, and
The order of presentation.

This icon indicates to write on the flipchart.

This icon indicates to use transparencies on overhead projector.
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MATERIALS
MATERIALS TO
BE DISTRIBUTED
1. Job Breakdown Sheets

MATERIALS TO
HAVE ON HAND
1. Electrical cord (2 pieces
approx. 24 inches long)
2. Checksheets for demonstration.
3. Flip chart
4. "If the employee hasn't learned"
Chart
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GENERAL OUTLINE

Activity
Introduction
Review of first session; questions and answers.

Time Allotted
Sub Total

10 minutes

Sub Total

30 minutes

Introduction to Analysis
Preparation for Teaching
The Importance of Breaking down the Job

Sub Total

5 minutes

Analyzing the Fire Underwriter’s Knot
Job Breakdown Example

Sub Total

15 minutes

Job Breakdowns
Definitions, major steps and key points

Sub Total

15 minutes

Analyzing the Volunteer’s Job
Practice breaking down the job

Sub Total

20 minutes

Summary
Review of major factors in Job Analysis

Sub Total

10 minutes

Preparation
The Instructor’s Responsibility

Sub Total

10 minutes

Wrap Up
Review of session 2 and preview of session 3

Sub Total

5 minutes

Demonstration by Volunteer
Demonstration and Critique.

Total

120 Minutes
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LEARNING OBJECTIVES
After this session, the trainees will be able to:
1. Understand how important it is to break down a job into simple steps before trying to teach
it, and to teach with actual practice.
2. Describe how to break down a job.
3. Understand the effectiveness of the four-step approach to teaching.
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TABLE OF CONTENTS
ITEM

CONTENTS

2-1

Opening

Review of first session; questions and answers.

2-2

Demonstration by
Volunteer

Demonstration followed by critique.

2-3

Introduction of
Analysis.

Preparation for teaching and the importance of
breaking down the job.

2-4

Analyzing the Fire
Underwriter’s Knot.

Actual example of job breakdown.

2-5

Job Breakdowns.

Definitions, major steps and key points.

2-6

Analyzing the
Volunteer’s Job.

Practice breaking down the job presented by the
first volunteer.

2-7

Summary

Review of major factors in job analysis.

2-8

Preparation

It is the instructor’s responsibility:
a. to provide all the right tools, equipment
and materials
b. to set up the training site.

2-9

Wrap-Up

Review of session and preview of next.
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2-1 OPENING

NOTES

[Thank everyone for coming. Try to create
an informal atmosphere and put the group at
ease. Flip chart is required - 2.1 Briefly
review the first session.]
Read
Let’s get started. We are all here today
because everyone in this room is trying to
produce quality products while keeping
production costs down, however a wealth of
obstacles stand in our way.
One way to eliminate - or at least reduce these
problems is to train employees well.
Training is our responsibility, so we must
devote some thought to how to train others.
What we require is a method that is both sure
and reliable. As we learned in Session 1,
lecturing or demonstrating are simply not
enough. To be effective we must use the
method which involves four steps:
Ask
Question: Can anyone remember what the
four main steps of JI are without looking at
their cards?
Answer:
 Prepare the employee to learn


Present the job to them



Have the learner try out in front of you



Follow up their progress for some
time afterwards
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NOTES
Action
[Have employees take out their J.I cards and
review as needed}.
(POINT TO J I MOTTO)
“If the employee hasn’t learned, the instructor
hasn’t taught.”

2-2 DEMONSTRATION BY VOLUNTEER
Read
Now, as announced in the last session,
will attempt to teach us
a job using the four basic steps of JI. As with
all volunteer demonstrations the aim is to
provide a learning experience for us all. Please
be considerate and attentive.
The purpose of the demonstrations is to
provide topics for discussion afterwards.
Using your Job Instruction cards, note how
closely they follow the steps listed here.
, can you move up to
the front of the room please? What are you
going to teach us today?
[Solicit a volunteer who does not already
know the job to act as the trainee.]
[Sit down and allow the demonstration to
proceed. Do not allow it to run beyond the 15
minutes allotted.
If the time runs out,
apologize for the tight schedule and stop the
demonstration.
Note time taken for
demonstration. After the demonstration, thank
the two volunteers and have them sit
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NOTES
down, leaving their tools and materials at the
front of the room.]
DEMONSTRATION EVALUATION
[Note: Once the demonstration is complete
return to the front and ask the trainees to
evaluate the demonstration. Always give
support and positive feedback first. ]
[Note: It is expected that the first volunteer
will not have mastered all steps and key points
of JI. That is to be expected and as such it is
often wise to chose someone that is good
natured and open to feedback.
Steer the discussion toward the overall point
that the leader must really prepare well before
teaching]
Step 1.

Prepare The Learner

Question: How did ______ attempt to
prepare the learner?
Key points to review:
 At this point, it is necessary that the
trainer's attitude toward the employee
be constructive.


Be sure to put the learner at ease.



Comments should be on the overall
process, not each tiny key point.



Look for a complete, clear, and orderly
presentation.

Discuss
Step II.

Present The Operation
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Question: How many times did he/she
demonstrate? (Answer should be three if the
JI method was followed correctly)
Comments should cover:
1st Time:

1. Did they pause enough?
2. Was it a major step?

2nd Time:

1. Did they cover the Major
Steps & Key Points
2. Was the Key Point of each
step clear?

3rd Time:

1. Did they cover the Major
Step, Key Point &
Reasons
2. Were the reasons for each
key point clear?
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NOTES
Step III.

Try Out Performance

Questions to probe


Did the instructor
employee carefully?



Did he/she have the employee describe
what he/she was doing?



Did he/she have the employee list the
key points?



Did he/she have the employee give the
reasons for the key points?

Step IV.

observe

the

Follow-Up

Questions to probe


Did the instructor designate someone
to whom the employee could go for
help? At this point, it is not necessary
to go into further detail.

Once again thank the volunteers:
Read
Thank you,
how would you
evaluate your own performance today?
[Address the group:]
was good enough to
give us all a picture of how to instruct a basic
task. Their performance should remind us
how difficult it is to teach and how easy it is to
make mistakes. The key to success in Job
Instruction is very thorough preparation.
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Note that all my criticisms are not directed at
anyone personally. We will all have similar
faults and problems. Let’s give them a round
of applause to thank them for volunteering to
go first and be put on the spot in this way!

2-3 INTRODUCTION TO JOB ANALYSIS
Read
Perhaps the biggest single conclusion that we
can draw from today’s demonstration is that
we must think through the job very carefully
before we can teach it properly and effectively.
We think we know the job, but, when it comes
time to teach it to someone, we skip points
that are vital to understanding.
Ask
Question:
Why do we sometimes skip
steps or key points?
Answer:
Because we sometimes know it
so well. We have never thought of how to
organize this knowledge into a readily
understandable form for someone who does
not.
Read
Similarly, because we have never thought
about how to teach the job, we may not realize
that we really do not know the job well
enough to teach it until it is time to teach
someone else. If you stop to think about it,
isn't this lack of preparation fairly universal?
When I introduced the four steps to effective
teaching in the previous session, I may have
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given the impression that they are all you need
to teach effectively. Often this is not the case.
The key to being an effective trainer is prior
preparation.

TP 2-2 Pre-Instruction
There are three pre-instruction key points that
you should be aware of for effective job
instruction training.
1. Create a training time table (Note: we
will cover this tomorrow)
2. Create a Job Breakdown Sheet (Note:
this will be the major thrust today)
3. Make sure that the work area is
properly prepared (Note: we will cover
this point later as well)
4. Make sure that all materials are ready.
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NOTES

PREPARING TO INSTRUCT JOB BREAKDOWNS
Read
The first point is "have a planning timetable."
We will be discussing this in the next session.
Today we will discuss the second one "break
down the job", because it is by far the most
important type of preparation. Think, for
example, of the demonstration at the beginning
of this session. Wouldn't it have proceeded
more smoothly if the instructor had thoroughly
analyzed the job?
[Review any
demonstration:

faults

found

in

the

EXAMPLES:


The necessary information would have
been prepared more clearly.



The explanation would not have jumped
around.



The employee wouldn't have been given
too much to handle at a single time.



The critical, important, or key points
would have been more obvious.]
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CONCLUSION
In other words, if we do not have the job
clearly organized in our heads, we will not be
able to teach it effectively. Poor teaching then
leads to unnecessary scrap, rework, and
delays.
It also contributes to a higher
incidence of accidents, injuries, and worker
dissatisfaction. All the problems which we
listed on the board during the last session.

2-4 ANALYZING THE FIRE UNDERWRITER’S KNOT
How do we get the job clearly organized in
our heads? The procedure is actually quite
simple. Let me show you how I broke down
the procedure for tying the fire underwriter’s
knot so that I could teach you in the previous
section.
Distribute
[Pass out a bland Job Breakdown Sheets and
explain the layout - headings, important steps,
and key points.)
(Briefly explain Major Steps and Key Points)

TP 2-3 Blank Job Instruction Sheet
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APPENDIX 1

JOB INSTRUCTION
FIRE UNDERWRITERS KNOT
MAJOR STEPS

KEY POINTS

REASONS

1.

Untwist and
straighten

1.1 6 inches

1.1.1 Quality standard

2.

Make right hand
loop

2.1 In front of
main strand

2.1.1 In order to make
correct tie

3.

Make left hand
loop

4.

Put end through loop

5.

Pull taut

3.1 Pull towards you

3.1.1 To make it easier to
move to next motion

3.2 Put a kink in wire

3.2.1 To make it easier to
move to next motion

3.3 Under stub

3.3.1 In order to make
correct tie

3.4 Behind main
strand

3.4.1 In order to make
correct tie

5.1 Ends even

5.1.1 Even tension in
loops

5.2 Knot snug

5.2.1 Correct positioning
of knot
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NOTES
Write on flip chart (to be filled in with class based upon above
information)

Operation:
Parts:
Tools & Materials:
Safety Equipment:
Major Steps

Key Points

Read
As we fill out this sheet together, remember
that we are not particularly interested in the
details of the knot tying procedure.
Concentrate instead on the analytical
procedure used to prepare this sheet.
Emphasize
[Let the class know you are going to verbalize
your thought process in performing a job
breakdown. Take the cord and go to the
board. Briefly cover the sections labeled
OPERATION, PART, TOOLS, AND
MATERIALS and have the trainees copy the
entries onto their sheets.]
Read
This is the point where you show the trainees
how to analyze the job into its component
steps and key points.
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Major steps advance the job and are the "value
added" actions.
NOTES
[Start with the column for the major steps.
Stand to the left of the board.]
 Perform the first major step and then
analyze it out loud:
Analyze
-“Make right hand loop”
-Is this a demonstrable step and does this step
advance the job? Say “yes.”
Write


Write the first step on the board so the
trainees can copy it.



Repeat the above procedure until you have
all major steps on the board.



Next, fill in the KEY POINT column.
Stand to the right of the board. Share your
thought processes with the trainees by
speaking out loud.



Define the three types of key points Quality (affects the success of the job),
Safety, and Knacks.

KEY POINTS
1. JOB QUALITY
2. SAFETY
3. KNACK
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NOTES




Explain each key point for each step.
Write the key point on the board so the
trainees can copy it.
Repeat the above procedure until you have
all the key points for that step. Then
repeat for all steps on the board.
Read
As you can see, the procedure is quite
simple, and it gives us a complete list of
what we have to teach.
[Lay cord on table. The flipchart should
look something like this:]

Operation:
Parts:
Tools & Materials:
Safety Equipment:

Fire underwriter's knot
Twisted electrical cord

Major Steps
(1) Untwist and
straighten
(2) Make right
hand loop.
(3) Make left hand
loop.

Key Points
(1.1) 6 inches

(4) Put end thru
RH loop
(5) Pull taut

(2.1) In front of main
strand
(3.1) Pull toward you
(3.2) Under stub
(3.3) Behind main
strand

(1.1) Ends even
(1.2) Knot snug
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2-5 JOB BREAKDOWNS

NOTES

Discuss
[Discuss briefly the breakdown.]
Read and Emphasize


This breakdown does not have to
cover every conceivable step, key
point or motion. Neither need it
serve as a complete instruction
manual for the job, a manual that
can be handed to the employee.

The purpose of this breakdown is to help
the instructor organize the job in their mind
and determine the best way to impart this
knowledge to the employee. In other
words, once written, it is merely a note
from us to ourselves, not to anyone else.
DEFINING MAJOR STEPS
What constitutes a major step? The usual
definition is "any logical segment of the
operation that helps advance the job or
adds value to the product." Consider, for
example, reaching into a drawer for a new
file handle.
“Obtain pin or pick up screw driver” is not
a step worth writing down as it is only a
motion or part of a larger set of motion
that advances the job.
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NOTES
What is important is “Inserting the pin into
the designated hole”. It is not necessary
to go into any greater detail. The point is
that these breakdowns are not meant to be
complete time motion studies. They are
organizing tools for the trainer – not for
handing over to the learner.

Job Breakdown Sheets should be simple,
commonsense reminders of all that we
must cover when teaching the job. While
it is important to be thorough, it is equally
important to be concise.

[Reading the first six steps is usually
sufficient to get the message across.]
Read
In order to make my point, I will now read
to you the entire set of motions for tying
the knot. (YOU MAY WRITE THIS ON
THE FLIP CHART IN ADVANCE AS
WELL IF NEEDED)
TYING THE FIRE UNDERWRITER’S
KNOT
(1) Pick up cord.
(2) Hold in the left hand, between thumb
and forefinger, 6 inches from the end.
(3) Unravel the two wires so that they
form a “V”.
(4) Straighten the loose ends with the
thumb and forefinger of the right hand.
(5) Hold the cord at the base of the "V."
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NOTES
(6) Take the right wire and, with the right
hand, loop it clockwise so that the end
passes in front of the main strand.
(7) Adjust the loop until it is
approximately an inch in diameter and the
end protrudes about 3 inches to the left of
the main strand. Hold it in place with the
thumb of the left hand.
(8) Grasp the left wire with the right hand.
(9) Loop it counterclockwise, pulling it
forward and passing it under the stub and
behind the main strand.
(10) Pass the end forward through the loop
on the right.
(11) Align both ends between the thumb
and forefinger of the right hand.
(12) Pull knot taut.
(13) Shape the knot between the thumb
and forefinger of the left hand as you pull it
taut.
Ask
Question: What do you think of this
complete description?
Read
The entire detailed procedure consists of
13 separate steps - a total of 175 words.
The essentials, the five steps written on the
board, require only 41 words. In teaching
how to tie this knot, the instructor will
naturally describe all thirteen steps, using
all 175 words or maybe two or even three
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NOTES
times that many. But to keep the entire
procedure organized in their own mind,
they need only remember the five major
steps and the associated key points.

Read
KEY POINTS
Now, what about the key points? Large
parts of any new job are quite easy to learn
since they represent new combinations of
actions already familiar to the employee.
Only some 5-10% could be called "hard"
or "tricky" requiring exceptional effort to
learn. As the name suggests, a key point
gives the key to doing a particular step
properly.
They are:
Write

Success

=

quality

Safety

=

avoid injury

Knack

=

special skill or
technique

(A) Things that make for job success;
(B) Safety points in a job which could
prevent injury;
(C) Knack - "technique”, “feel”, or
"special timing" as was the case with
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NOTES
the major steps, you do not have to cover
every precaution and everything that could
conceivably go wrong. There is no need to
go into excessive detail.
Read
Knowing what the key points are and how
to pick them out quickly and accurately are
perhaps the most important parts to job
instruction. Your jobs involve a great
variety of key points. Who can give me
give a few examples.
TYPICAL KEY POINTS
[You should substitute own examples have a variety to illustrate success, safety,
and knack.]
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NOTES
Read
Key points sometimes involve such factors
as "feel," "knack," "timing and location of
heat," "knowledge of risks," "special
motion," "special information," and "ability
to distinguish unusual sounds." We will
discuss these items more later in the week.
Note
Ask for any questions on breaking down
jobs for analysis.

2-6 ANALYZING THE VOLUNTEER’S JOB
Read
Now that I have explained how to analyze
a job, let us apply the procedure to the job
which taught at the beginning of this
session, __________ could you bring a job
breakdown sheet and a pencil to the front
and prepare to demonstrate the job once
again?
As you analyze the job, I will make notes
on the board, and everybody can write
them down on the job breakdown sheets.
DETERMINING MAJOR STEPS

[First, have the volunteer name the part
and the operation - help them if necessary
and write these down on their Job
Breakdown Sheet. Write them on the
board for the others to copy.
Ask the volunteer to start.
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NOTES
When they have completed the first major
step, stop them and ask them what they
have done. Help if necessary.]
Coach


Ask them if the job has been advanced.



Ask them if it constitutes a major step.



Have them enter this first step on their Job
Breakdown Sheet. (Help them with the
wording, if necessary.)



Write it on the board for the others to
copy.
Repeat the above until they have written all
major steps.]
DETERMINING THE KEY POINTS
[Tell the volunteer to return to the first
major step.



Have them ask themselves the conditions
for key points.



Ask them or the others which condition it
satisfies.



Ask them if it actually is a key point.
Have them enter this key point on their Job
Breakdown Sheet. (Help with the wording,
if necessary.)
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NOTES


Write it on the board for the others to
copy.
Repeat the above until the volunteer has
given you all the key points for that step
and then proceed to the next step.]
If the volunteer fails to recognize a key
point, prompt them with such questions as:


"Does it make any difference if ....



"What would happen if.....



"Why did you..... ?"

Thank the volunteer for giving you the
essentials and send them back to their seat
- with their tools and materials.]

2-7 SUMMARY
Read
On the board, we have listed two types of
information: the major steps and the key
points. The first tells us, what to do; the
second, how to do it. Keeping this
distinction in mind will make it much easier
for you to complete the two lists.
Once again, let me remind you that you are
writing these lists for your use only. Keep
them brief! Too much detail can cause you
to lose track of the essentials.
It may seem difficult at first, yet, with a
little practice, you will soon be able to do it
both quickly and accurately. Remember
also that you should apply this breaking
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NOTES
down process to everything you will have
to teach.
Once you have done this basic preparation,
you will find the actual teaching much
easier. At Step 2, “present the operation”,
you will be able to present the entire
procedure clearly, one step at a time, and
to emphasize all the key points. At Step 3,
“try out performance” you will
automatically have a list of just those items
that the employee must be able to feed
back to you as they are practicing. You
will know immediately if they have missed
any of the essentials.
Explain
[Explain that job breakdowns are necessary
whether they are teaching beginners or
experienced employees. Also mention that
it sometimes becomes necessary to break
major steps down further, into smaller
steps, to aid in comprehension.]
We should prepare job breakdowns for
everything we have to teach in our jobs.
Ask
Question: How should we go about
creating Job Breakdown Sheets?
Answer: First, we must actually run
through the job (not at your desk!)


Next, we run through the job and list major
steps.



Finally, we run through a job and list key
points.
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(1)

Is there any risk to the worker?

(2)

What can make the work
easier?
How is quality affected?

(3)

Once again, let me remind you that these
sheets are not to be given to employees.
They are solely for your own use in
clarifying and organizing your own
thinking about the job. You should also
file them for future reference so that you
can quickly refresh your memory the next
time you have to teach that job. Just
handing the employee the job breakdown
sheet does not equal effective training!
Other job aids, instruction sheets, or
operating procedures can be created for
the employee once the job is initially
instructed.
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2-8 PREPARATION
Read
Please look once again at the side of your
Job Instruction cards entitled "PreInstruction".
What are the key elements of effective preinstruction?
(Emphasize the following)


Is the job breakdown complete?
-Major steps
-Key Points
-Reasons why




Is the work area organized?
Are all tools available?

2-9 WRAP UP AND PREVIEW OF NEXT SESSION
Read
Today, we have discussed three things we
need to do to prepare: 1) analyze the job,
2) have the necessary items ready, and 3)
have the work place properly arranged.
None of them takes all that much time,
once you put your minds to it.
The Job Instruction Card summarizes on
both sides, everything you need to know to
teach effectively. In the remaining three
sessions, you will learn more of the details
by doing each of the teaching steps in this
class.
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NOTES

Each one of you will have to present a
simple job from your area at some time
during this program. I suggest that you
start preparing right away.
Note
[You may exempt the person who has
already given their demonstration as part
of this session unless they want to try
again.
Read
Remember for your demonstrations that
you have only 15 minutes to cover all four
steps and that you must bring plenty of
materials in order to be sufficient for
several demonstrations as part of Step 2
and for a large number of practice tries at
Step 3. Please try not to allow yourself to
run out of materials in the middle of your
presentation.
The card lists four types of preparation.
The only one that we have not covered is
the Planning Timetable.
The most
important one is, of course, the one we
have discussed today - analyzing the job
before you try to teach it. You will have to
fill out a job breakdown sheet as part of
your preparation.
Distribute
[Hand out blank job breakdown sheets.]
Read

Job Instruction Facilitators Guide - Session 2
32

You will find that this sheet will help in all
four steps of your actual demonstration
before the others.
All this preparation may seem difficult at
first, but remember that it will help you
become a better instructor and a better
leader. The better your teaching, the more
you will be respected by your team
members. At the same time, you will find
your area is getting better results higher
production, fewer accidents, increased
efficiency.
In the remaining sessions, you will practice
these teaching techniques until they
become second nature to you. Once you
have
developed
correct
teaching
procedures,
your
teaching
will
automatically become more efficient.
Thank you,
for
preparing to act as a back-up for today's
session. Perhaps you would like to revise
your presentation in view of what you have
seen and heard today. I would appreciate
it if you plan on going first tomorrow.
[Select an additional two volunteers for the
next session. Usually only one of the
additional two will also finish on the next
day. Close promptly at the scheduled
time.]
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