658.403 PRA 2d ed.

CONTENTS

INTRODUCTION

THE NATURE AND PURPOSE OF O & M
Types of assignment
Attitude and approach to the work
Planning and managing O & M work

PRELIMINARY WORK IN AN ASSIGNMENT
Initial discussions with management
Making a preliminary survey of the job
Planning the assignment

THE FORM OF ENQUIRY
Verification of purpose
Specification of duties and responsibilities
User or customer needs
The system and methods used
The measurement of work
Costing of work
Employment of office machines and devices
Movement and physical effort
Working conditions
Forms design

EXAMINATION OF HOW THE WORK IS ORGANISED
Organisation structure
Planning and control
Staffing, job analysis and grading
Staff management

GETTING THE FACTS
Methods of getting information
Recording information
The recording and charting of procedures

STUDYING DATA AND FORMING CONCLUSIONS
Studying the data
Drawing on knowledge and experience
The use of office machines and appliances
Framing ideas and forming conclusions

FORMULATING PROPOSALS AND SEEKING AGREEMENT
Weighing advantages and disadvantages
Consultation with the Establishment and Organisation Officer

WRITING AN O & M REPORT
Deciding the nature and shape of a report
The structure of a report
Drafting a report
Submitting a report

IMPLEMENTATION

Page

10
11
11

13
14
15

17
18
18
19
19
22
22
22
23
23

25
31
32
34

36
41
44

49
50
50
52

55
56

57
58
58
61

62



APPENDICES 65
INDEX 107



