AFTER ALL YOU'RE THE SUPERVISOR
V-SMT-001


20 mins
The Supervisors job is not an easy one.  You are now called upon to supervise the people you once worked with, you are no longer responsible for just your work but everybody elses. As supervisor you must now set objectives, schedule work, train persons, communicate upwards and downwards, discipline workers, control and lead.

This video is ideal to help bridge the gap for all newly appointed supervisors.

LISTEN!  PLEASE
V-SMT-006


10 mins
Everyone likes to be listened to.  It makes them feel important.  Learn how to give your employees a chance to express their problems, their ideas, really listen to whats on their mind.

This video will help you to improve your image in your employees eyes - the employer who doesnt listen to what the employees are saying is asking for trouble.  Management can profit from employees experience and know-how if they listen to their ideas, keep little grievances from becoming big grievances, and the end result would be a better team.

Listening is one of the important productivity tools!  Listening pays off everytime!

THE NEW SUPERVISOR - MAKING THE TRANSITION
V-SMT-009


24 mins
People accepting promotions from worker to supervisor often do not realise the extent of the new duties they are being assigned. This enlightening programme begins when a personnel manager of a manufacturing company plans a training programme for newly assigned supervisors. In a series of vignettes, three supervisors present their personal recollections of critical incidents that taught them the difference between being a supervised employee and a supervisor. These vignettes depict the inappropriate behaviour of both employees and supervisors in a number of situations and the problems that develop as a consequence. Preventive measures as well as solutions are also covered.

HOW TO SUPERVISE PEOPLE - TECHNIQUES FOR GETTING RESULTS THROUGH OTHERS
V-SMT-010


45 mins
Leadership is the ultimate challenge in any job. It takes skill, toughness and sensitivity. In HOW TO SUPERVISE PEOPLE youll learn the information techniques to develop and inspire your people; the keys to team building; how to deal positively with conflict; the best methods for cost, control and methods improvement, plus much more!

A must for any current supervisor or anyone working their way up the corporate ladder to a supervisory position.

YOU THE SUPERVISOR SERIES
1. The Worker and the Supervisor

V-SMT-012.1


30 mins
In the first tape of this series an employee has been promoted to the position of supervisor.  The video examines the common concerns of supervisors and the anxieties they experience on the job. The concept of promotion depression is introduced  and the programme looks at ways to help the participant better understand how the job of supervisor differs from that of employee.

2. Work Planning and Scheduling

V-SMT-012.2


30 mins
In this video the new supervisor is confronted with the task of scheduling people and their work. Various approaches are suggested for work planning and scheduling. The new supervisor will learn to look at the total job in his unit rather than seeing it from the viewpoint of a worker. The concept of proper delegation is introduced, and the need to be a managing supervisor rather than a working supervisor. There is a heavy emphasis on the need for proper attention to paper work responsibilities and follow through on the many daily routine tasks that weigh a supervisor down.

3. Interviewing and Selecting

V-SMT-012.3


30 mins
This video deals with the important task of interviewing and selecting new workers, emphasising the types of criteria which should be used. Some of the problems and difficulties that perceptual errors cause in the selection process are covered.  The programme covers interviewing techniques, listening, and establishing a proper environment for the applicant.  The supervisor is also assisted in evaluating background information.

4. Orientation and Training

V-SMT-012.4


30 mins
Following the selection of a new employee, the task of orientation into the company and the training to do the job becomes a major one for a supervisor. In this video, the principles of learning, which must be observed in the industrial setting, will be introduced and reviewed. Illustrated also, will be the use of an orientation checklist for a new employee who is making an acceptable work output on the first day on the job, highlighting the value of on-the-job training.

5. Building a Productive Climate

V-SMT-012.5


30 mins
This video deals with those types of employee contacts which contribute to the overall impact of climate on the employee. There will be heavy concentration on the atmosphere of approval, importance of feedback, consistent discipline, and the types of contacts which are to be followed in handling absenteeism, and the usual areas requiring disciplinary action. The supervisors role in working with grievances, and observing the established grievance procedures where there are unions, will also be reviewed.

6. Performance Reviews that Get Results

V-SMT-012.6


30 mins
This video deals with the concept of performance reviews and will introduce a modified approach to performance standards which can be useful to the new supervisor. It is assumed that there is some type of performance appraisal approach in effect for the supervisor to use. But, if this is not the case, some basic principles of performance standards procedures or work yardsticks will be introduced.

7. Counselling and Coaching

V-SMT-012.7


30 mins
This video examines the supervisors role of counseling, and some appropriate areas for him to offer counseling and others to be avoided. Concentration will be on the supervisor establishing meaningful working relationships with the employee that can lead to performance improvement. 

8. Leadership and Growth

V-SMT-012.8


30 mins

In this final video of the series some of the steps that a supervisor can take to continue to grow on his job are examined. The supervisors opportunities for leadership are stressed. Types of training and development resources will be explored. The manager conducts a review of the supervisors work for the past year and a Development Plan is written for the coming year.

DO YOU THINK YOU CAN MANAGE
V-GMT-012


12 mins
Yesterday they were equals.  Today theyre subordinates.  The problems in the office are the same as in the factory.  Liz gets the job but receives little guidance or support from her ineffectual boss.  How will she cope with the subsequent clash of loyalties, petty jealousies, discipline problems and challenges to her authority?  This video shows how Liz learns from her mistakes and those of her bosses and explains how they could have been prevented.  The lessons of leadership are demonstrated in the application of techniques of handling people well.

Key Messages
Managers must make the supervisor understand the objectives of the job.

Make clear the powers and limits of the supervisors responsibilities.

Supervisors must learn to be loyal up and down.

Listen to team views.

Tell every one in the team whats happening.

Face the problems - dont duck out.

WHOS IN CHARGE
V-GMT-057


15 mins
Modern supervisors, in an efficiently run company, no longer strut around issuing orders. The skills now required by frontline managers include: managing a diverse workforce, team-building, counselling, coaching, report writing, organising and participating in meetings.

WHOS IN CHARGE will show viewers how to acquire these skills.

YOULL SOON GET THE HANG OF IT
V-GMT-060


29 mins
Most of the worlds training takes place with a ratio of one-to-one.  Its carried out on the job - the old hand imparting skills to a newcomer.  Often this is not ideal.  Because someone knows their job backwards, it doesnt mean they know how to pass on that valuable knowledge.  This is a skill in itself.

Aimed at the manager, supervisor or skilled worker, this video examines the skill of one-to-one training.  It presents the basic psychology of training and motivation and shows how to apply it in a variety of situations - manual, clerical, retail and technical.

A series of sketches shows the classic errors and how they can be avoided by following three simple rules - prepare in advance, present in context and in digestible chunks, and finally review and praise.

Key Messages
Prepare for training.

Understand whom you are training.

Give instruction in context.

Give training in digestible chunks.

Review the training, providing incentives, encouragement and praise.

SAFETY AND THE SUPERVISOR
V-MAS-105


20 mins
A worker being seriously injured on the job clearly brings home the responsibility of the supervisor.  Ultimate responsibility is with senior management, but the supervisor is the managers representative on the job and therefore must shoulder the blame.

This video stresses on the areas the supervisor must pay particular attention to:  the proper use of safety equipment, training of the staff, the work area is safe and comfortable to work in.  The consequences of rushing a job at the expense of safety could prove fatal.

