
STUDENT OUTLINE

DEMONSTRATE TIME MANAGEMENT

BRC. 68

LEARNING OBJECTIVES:  
     a.  TERMINAL LEARNING OBJECTIVES:  With the aid of references,  during a period of   

      practical application or while on a field exercise demonstrate time management in accordance  

      with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.18)

     b.  ENABLING LEARNING OBJECTIVES:

          (1) Without the aid of references,  identify in writing the tenets of time management in 

          accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.18a)

          (2) Without the aid of references,  identify in writing the techniques of time management 

          in accordance with Guidebook for Recruiters Volume I, MCO P1130.76. (8411.4.18b)

          (3) Without the aid of references,  identify in writing why it is important to analyze time 

          management in accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  

          (8411.4.18c)

          (4)  Without the aid of references,  identify in writing the tool used to analyze time management in 

           accordance with Guidebook for Recruiters Volume I, MCO P1130.76. (8411.4.18d)

          (5) Without the aid of references,  identify in writing the activities that constitute productive time  

           in accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.18e)

          (6) Without the aid of references,  identify in writing the activities that constitute supportive time 

           in accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.18f)

          (7) Without the aid of references,  identify in writing the activities that constitute unproductive  

           time in accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.18g)

          (8) Without the aid of references,  identify in writing how to analyze time management 

           in accordance with Guidebook for Recruiters Volume I, MCO P1130.76. (8411.4.18h)

          (9) Without the aid of references,  identify in writing how to compute the amount of time spent in 

          each time category in accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  

          (8411.4.18i)

          (10)  Without the aid of references,  identify in writing the minimum goal for the Amount of time 

           to be spent in each time category in accordance with Guidebook for Recruiters Volume I,    

           MCO P1130.76.  (8411.4.18j)
1. Tenents: The tenets of recruiter time management are as follows:

   a.  Focus on prospecting and selling.  Everything else is secondary in support of this, and, thus, of

   a lower priority.

     b.  Use the S&R Book.  It is impossible for anyone to remember all the things that must be done on a 

daily, weekly, and monthly basis. The S&R book is the primary tool to keep track of what is scheduled and what is accomplished. Using the S&R book in conjunction with the Working File helps the recruiter effectively plan, schedule, and coordinate a myriad of activities.

     c. Group and coordinate activities.  Effective planning ensures that complimentary activities are 

     done together so loss of productive time is minimized. This also saves wear and tear on the recruiter.  

     For example, conduct high school visits and poolee contacts simultaneously or do HV's in 

     conjunction with IRT's.

d.   Take every opportunity to prospect.  There are many ways to waste time such as idle conversation 

and waiting. A recruiter can spend a lot of time waiting; waiting for appointments to show, waiting for applicants to test, etc. A recruiter must be productive during these small chunks of time. While waiting for appointments, make some telephone calls. When at the county clerk's office waiting on a form, walk around and AC.

2. Techniques: These techniques of time management are provided:

a. Don’t procastonate.  To avoid unpleasant, or disliked, tasks is human nature. We must guard 

against this tendency, especially when dealing with prospecting activity. To handle the urge to procrastinate:

     b.  Identify disliked, or avoided, tasks and write them down to increase your awareness of them.

     c.  Don't delay smaller tasks because there is not time to complete the whole project.  Break down the 

     tasks, and finish them one step at a time; the most important task being the first one.  Make a   

     commitment to try an activity for a period of time; chances are that once it is started you will find it  

     easier to go on to completion.

     d.  Ease into a task gradually by getting ready for it first.

     e.  Reward yourself for completing a productive activity to reinforce this positive behavior.

f. Schedule.  Detailed scheduling and planning reduces conflicts, maximizes productive time, and   

focuses effort.

g. Scheduling occurs in response to tasks received from others. Proper scheduling and setting time 

limits ensures that unproductive tasks do not interfere with productive ones.

h. Planning is the key to success. Recruiters must be able to construct daily, weekly, and monthly 

plans. The planning must be coordinated, consistent, and thorough.

     i.  Establish priorities.  Prospecting and selling are the recruiter's most important activities. These  

should remain their top priority and focus of effort.

j. Delegating supportive or unproductive tasks will increase the time available for prospecting and  

selling. With proper instruction and supervision, much of this work can be done by poolees.

3.  Analyze: It is important to analyze time management to determine where productive time is being wasted and it can be used more effectively.  The tool that Systematic Recruiting provides to analyze time management is the Recruiting Time Sheet.  Productive time is the time spent on prospecting, screening, and interviewing. 

4.  The activities that constitute Productive Time are:

     a.  Telephone Call.

     b.  Area Canvass.

     c.  Home Visit.

     d.  Handle Office Traffic.

     e.  Screening.

     f.  Interviewing.

5.  Supportive Time is the time spent preparing to prospect, the time spent processing applicants,   and the time spent on visits that support the recruiting efforts. The activities constituting supportive time are:

     a.  College/High School Visit.

     b.  Media Visit.

     c.  Contact Visit.

     d.  List Research.

     e.  Poolee Meeting.

     f.  Planning.

6.  Unproductive Time is the time that did not contribute directly or support productivity in terms of prospecting, selling, and processing. Unproductive time is constituted by the following activities:

     a.  Drive/Walk.

     b.  Routine Administration.

     c.  METS/MEPS.

     d.  Lunch Break.

     e.  Miscellaneous.

7.  Analyze Time Management by using the following steps:

a. The first step is to keep an accurate record of daily activities on Schedule Sheets in the S&R 

Book.

     b.  At the end of each day review the Schedule Sheet and figure out how much time was spent on 

each activity during the day. Be honest with yourself.

c. Enter the daily totals of hours for each activity and time category (productive time, supportive 

time, unproductive time) on the Recruiting Time Sheet.

d. At the end of each week, total the hours spent on each activity as well as the total for each time 

category, and compute the percentage of working hours spent on each category.

e. After four weeks review the Time Sheets. Compare the percentages for the four weeks to the       

 results of the four week's activities in terms of interviews, new working applicants, and contracts.  

 If objectives were not achieved, chances are too much time was spent on supporting and/ or  

 unproductive activities.

8.  Compute:  To compute the amount of time spent in each time category:

a. To get the total hours of time spent in a category, add together all the hours of time you spent in 

each activity of that particular category.

b. To get the percentage of time spent in a category, divide the total hours of time spent in the 

category by the total number of working hours.

     c.  The minimum goal for the amount of time spent in each time category is:

     d.  60% of working hours in productive time,

     e.  30% of working hours in supportive time,

     f.  10% of working hours in unproductive time.
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