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	Course Objectives
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	At the completion of this training you will be able to:

· Identify strategies to manage time efficiently and effectively.

· Prioritize tasks.

· Apply strategies to delegate work efficiently.

· Determine which work should be delegated.

	Introduction


	Disasters foster the perception that all related tasks, activities, and interruptions are urgent and require immediate attention. 

 We must remember:

1. Everything cannot be accomplished at once.  

2. One person cannot do all the work.

· Your Notes:


	
	Time Management Questions

What are some factors in the DFO environment that contribute to the inability to manage time efficiently?

What strategies do you use to manage your work during DFO workday?

Why have these strategies been helpful to getting the job done?



	
	Delegation Questions

What are some factors in the DFO environment that contribute to the inability to delegate work to others?

What strategies of delegation do you use in the DFO?

How have these strategies been helpful to getting the job done?




	
	For delegation to be an effective method of time and personnel management, the manager must 

· prioritize the tasks

· determine what to delegate

· choose to whom to delegate

· use principles of delegation and time management



	Determining Importance and Priority
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	· Why should you prioritize tasks?

· Your Notes:



	Understand Urgent and Important Tasks


	Urgent:

Important:

· Your Notes:



	Covey Time Management Matrix
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Reactive Tasks
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Someone Else’s Priority

Time Wasters


· Your Notes:


	
	Most management time at work should be spent focusing on tasks and activities that are not urgent but are important.

Tasks and activities in Quadrant II:

· Are proactive.

· Support mission and goals. 

· Help prevent fires. 

· Free you to fight true unavoidable “fires.”  

Often, tasks and activities not addressed in Quadrant II can contribute to, or turn into, Quadrant I emergencies.
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Operational Objectives



PRIORITIZING THE TASKS

OF A DFO SUPERVISOR
Purpose:  The purpose of this activity is to practice establishing priorities on how you spend your time as a supervisor in the Disaster Field Office.

Instructions:  Review the list of supervisory tasks below.  Using the same tasks provided in the envelope from your instructor, tape the tasks into the appropriate cells of the Covey matrix.  Note that a task may appear in more than one cell. 

Supervisory Tasks

1. Approve/deny requests for release/time off.

2. Determine work schedule.

3. Complete operational objectives/plans.

4. Review work products produced by staff.

5. Sign timesheets and travel vouchers. 

6. Complete employee evaluations.

7. Request equipment, supplies, and repairs.

8. Participate in strategy meetings with the Federal Coordinating Officer.


9. Brief incoming staff members on the status of the operation and their roles.

10. Provide frequent, ongoing feedback to workers on their performance.

11. Resolve staff conflicts.

12. Participate in conference calls with the State, Region, and Headquarters.

13. Write the entry for the daily Situation Reports.
14. Return telephone calls from staff in other sections of the DFO asking for updated information.
15. Attend computer/word processing/software training classes.
16. Attend the Federal/State Coordinating Meeting each morning.
17. Answer a congressional inquiry at the FCO’s request.
18. Review the current Situation Report and other status information.
19. Personally train new management staff (such as a new DRC Coordinator at the DFO).
20. Perform on-the-spot briefings and give tours of operations to VIPs.
21. Handle family emergencies or personal issues of employees.

22. Listen to employee concerns and monitor employee morale (maintain personal interaction and exhibit concern for employees).

DELEGATION SELF-INVENTORY

Purpose:  The purpose of this self-inventory is to review reasons why people do not delegate.

Instructions:  Check off the statements that apply to you.  Add the number of checks and circle the total number in the box below.


· There are too many crises in the Disaster Field Office, and I do not have time to delegate.

· I can do the work quicker myself.

· There is not enough staff to delegate the work.

· I am the only one who knows how to do the job right.

· I do not trust my employees to do the job correctly.

· I do not know my staff well enough to know who can do this work well.

· I cannot allow any mistakes to be made because I am responsible.

· The Federal Coordinating Officer expects me to handle important things myself.

· The people in the Disaster Field Office are my friends, and they will not like it if I delegate unpleasant tasks to them.

· I am not proactive enough to have the needed foresight it requires to delegate successfully.

Delegation Scale Rating

	High Delegation
	
	
	
	
	Low Delegation

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10


	Determining What To Delegate . . . 
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	As a Disaster Field Office supervisor, it is important to determine what tasks you can and cannot delegate.

Although delegation is an effective method of time and personnel management, delegating tasks that only supervisors are equipped to handle can result in significant negative consequences.

· Your Notes:


	Determining What To Delegate . . . 


	Factors that influence your decision on whom to delegate tasks to, include staff member

· Competency, and

· Commitment.

· Your Notes:


	Situational Leadership
	The management techniques discussed are the basis for the skill called situational leadership, as published by Dr. Ken Blanchard and used in his One-Minute Manager books and tapes.  

The effective manager analyzes the individual staff members for their competence and commitment in a particular situation, and delegates task to match.  

The manager also uses different styles of delegation and follow-through with the individual based on that analysis. 

The successful completion of assignments depends upon how well the manager delegates and tracks completion relative to employee skills.



	Provide Clear Directions
	When an employee understands the purpose of a task, or how a task contributes to a larger goal, he or she is more likely to complete the task successfully.

· Your Notes:



	Check for Understanding
	Avoid making assumptions about the employee’s skills and abilities.

· Your Notes:



	Establish Timeframes
	It is important for supervisors to be aware of all the factors that influence deadlines and timeframes.
· Your Notes:



	Support Your Staff
	How do you show support for your employees while they are completing a task or after they have completed a task?
· Your Notes:




TIPS FOR PROVIDING CLEAR DIRECTIONS

Listed below are some tips that can help you when you are providing directions to staff in the Disaster Field Office.


	Provide Clear Directions

· Explain the purpose of the task.


· Provide thorough and clear instructions for completing the task.


· Describe the desired results. 

· Provide more direction than might seem necessary.

· Show the employee a sample product, if possible.
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	Check for Understanding


· Ask the employee to explain his or her understanding of the task.

· Ask if the employee has any questions about the task.


· Avoid making assumptions about the employee’s knowledge and skill level.
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	Establish and Monitor Timeframes 


· Clarify the amount of time you think the task should take.


· Establish when and how often you want progress reports.

· Evaluate whether or not initial timeframes are realistic.
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	Demonstrate Support

· Review work and provide constructive feedback.


· Provide required resources for completing the task.


· Show interest while the task is being completed.

· Show appreciation upon successful task completion.
	




	Principles of Effective Delegation . . . 


	· Determine what to delegate, using your priorities.  Ask yourself who should really do the job.
· Delegate to the right person.  Is the employee both competent and committed?  
· Give clear instructions.  Have you describes the desired results?

· Define the timelines.  What is the realistic time needed for the task?
· Support your staff.  Provide the resources needed, answer questions, and appreciate their accomplishments.
· Your Notes:



	Delegation . . . 
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	Use it to stay on top of issues!

· Analyze

· Focus

· Delegate

· Instruct

· Support

· Your Notes:
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