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Assignment 3.2

Task:  “Create a job aid explaining how to conduct that type of data collection.  Then, you will collect data using that method and then analyze the results that come from the data collection.”
Problem Identification:  I have a terrible problem completing routine housework.  I intend to come up with a job aid that will guide me to a specific weekly Sunday morning routine that takes no longer than two hours.
Data Collection Tool:  Since I am not sure how long each task on the list takes, I will use job analysis techniques to map the entire two-hour process.  A process mapping technique is a “step-by-step description of the actions taken by workers as they use a specific set of inputs to produce a specific set of outputs.”  This is useful to develop a tool for the training of other employees.  The tool produced can be made of text, graphics, or a combination of both.

Output:  Job Aid for Sunday Morning Cleaning Routine

Data collection:  

Data was collected on a routine Sunday morning.

· First step was to identify the important tasks encompassed in the goal.

· Second step was to complete those steps with attention payed to the time it took to complete each step, any barriers present to completion, and items needed to complete task.

· Third step was to arrange steps in a timely manner.  

· An example of this was to do specific tasks between times the laundry was running.  The laundry was not completed in a sequential manner but rather interspersed between other tasks.

· Fourth step was to create a job aid that was interesting and motivational.
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GATHER LAUNDRY AND TAKE DOWNSTAIRS
e SORT AND PUT FIRST LOAD IN
BEDROOM AND MASTER BATH: ONLY 38 M ITEMS NEEDED
® CHANGE SHEETS FOR SUCCESS!
*  GATHERTRASH

o PUT RANDOM CLOTHES AWAY
*  CLEAN BATHROOM:

o SPRAY ALL SURFACES WITH WINDEX
INCLUDING MIRROR, SINK, TOILET

e PUT CLEANER IN TOILET
® SWEEP FLOOR
®  WIPE ALL SURFACES CLEAN
®  QUICK! YACUUM BEDROOM AND HALLWAY!

®  ALMOST DONE—DUST THE FURNITURE

RUN DOWNSTAIRS AND PUT ANOTHER LOAD IN{

LIVING/DINING ROOM:  ONLY 18 MIN!
e PICK UP AND PUT STUFF AWAY
o VACUUM FLOORS + STAIRS

e DUST EVERYTHING FAST!

ENTRY : 5 MIN TOPS!
* SWEEP AND GET THE COBWEBS
®  MOP THE TILES

KITCHEN : SHOULD BE CLEAN ALREADY!

e JUST DO A QUCK MOPPING SINCE YOU AL-
READY HAVE IT OUT FROM THE ENTRY!

RUN DOWNSTAIRS AND PUT THE LAST LOAD IN{





