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Lesson 1 


OBJECTIVES 

Upon completing this lesson, 
the student will be able to 

0 	 Identify the five interests in 
any business and describe 
the concerns of each. 

0 	 Identify which people in a 
company are management. 

0 	 Discuss the three basic 
management skills: plan­
ning, instructing, and coor­
dinating. 

0 	 Explain the two steps in­
volved in planning. 

0 	 Discuss the kinds of in­
structing that a manager 
does. 

0 	 Describe how a manager 
coordinates work. 

WHAT IS 

MANAGEMENT? 

The question posed by this lesson can be answered 
simply: Management is the people who manage or direct 
a business. To get at what this means, this lesson takes 
a look first at why we need management, then who man­
agement is, and finally what management does. 

The reason we need management lies in the nature of 
business-that's any business, drilling included. A 

business exists (1) to provide a product or service and 
(2) to make a profit. Five interests are involved in the 
pursuit of those goals: the investor, the worker, the con­
sumer, the competitor, and the government. The pur­
pose of management is to balance the needs of those 
five interests in the profitable operation of a business. 

Management is anyone in a business who is respon­
sible for the work of others. In a typical drilling business, 

that includes everyone from the driller on up to the com­
pany president. Everyone in management is concerned 
with meeting the company's ultimate goal of running a 
sound business. 

Managers do three basic things: plan, instr[Jct, and 
coordinate. Mastery of these three skills is essential to 

good management. These skills will be discussed often 
in the lessons that follow. 
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Lesson 2 


OBJECTIVES 

Upon completing this lesson, 
the student will be able to 

0 Identify the six basic 
"wants." 

0 Discuss ways that a 
manager can help workers 
to feel more secure in their 
jobs. 

0 Describe ways to give a 
worker recognition on the 
job. 

0 Discuss how to encourage 
people to gain a sense of 
accomplishment from their 
work. 

0 Explain how concern for 
the family can affect 
worker performance. 

0 Describe ways to give 
workers change or diver­
sion in their jobs. 

WHAT IS 

LEADERSHIP? 

Compared to a human being, a drilling rig is a sim­
ple mechanism. An instruction manual usually comes 
with new equipment. No such book accompanies a 
new employee. This lesson focuses on leadership, that 
is, the ability to motivate people to do what you want 
them to do. For a supervisor, that means the ability to 
create a work atmosphere in which people will become 
motivated to do what needs to be done. You must pro­
vide leadership to be able to coordinate work-one of 
the three basic management skills discussed in Lesson 1 . 
Coordinating work means getting employees to 
cooperate with each other and to do their work as 
planned. To accomplish this, they must be motivated to 
do what you want them to do. 

The key to leadership is knowing what people want. 
That's because people will generally do what you want 
them to do if they believe that it will help them to achieve 
something that they want. The challenge to a manager 
is to convince people that working will help them to get 
what they want. To be an effective manager, then, YO!J 
must understand what people want and, in particular, 
what they want so strongly that they are motivated to 
work for it. 
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Lesson 3 

OBJECTIVES 

Upon completing this lesson,
the student will be able to 

 

0 Describe the four ways 
that personnel problems 
are detected. 

0 Explain the five-step 
method of solving person­
nel problems. 

0 Discuss guidelines to help 
a manager get information 
about personnel matters 
from his workers. 

0 Show how to fill out a 
worksheet using the five­
step method. 

0 Discuss the four founda­
tions of good relations. 

HOW DO YOU HANDLE 

PERSONNEL PROBLEMS? 

Rsonnel problems are a fact of life in the work­
place. Conflicts inevitably arise between people who 
work together day in and day out. A personnel problem 
can be defined as any dispute or negative situation 
involving people where the manager must make a deci­
sion and take action. Although even the best manager 
can't prevent all personnel problems, he should be 
prepared to quickly and fairly resolve the ones that do 
arise. This lesson looks at how personnel problems are 
detected, how to resolve a personnel problem once it 
has arisen, and how to prevent some future problems. 

You usually find out about a personnel problem in 
one of four ways: the problem comes to you, you sense 
that the problem exists, you anticipate the problem 
before it happens, or the problem blows up in your 
face. A five-step method has been devised for resolving 
personnel problems. The steps are (1) determine the 
objectives, (2) get the facts, (3) weigh and decide, 
(4) take action, and (5) check results. You can use this 
method to help resolve almost any type of personnel 
problem. 

By following the four foundations of good relations, 
you can help to prevent some personnel problems. The 
four foundations are (1) Let each worker know how he 
is getting along. (2) Give credit where credit is due. 
(3) Tell people in advance about changes that will affect 
them. (4) Make the best use of each person's abilities. Petr
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Lesson 4 


OBJECTIVES 

Upon completing this lesson, 
the student will be able to 

Ia 	 Define the term morale as 
it relates to workers on the 
job. 

Ia 	 Discuss the relationship 
between worker morale 
and productivity. 

Ia 	 Describe the three-part pro­
gram for orienting new 
employees. 

Ia 	 Discuss some of the topics 
that a supervisor should 
bring up during the initial 
interview with a new 
employee. 

Ia 	 Explain the importance of 
safety training in an orienta­
tion program. 

HOW DO 

YOU START OUT 

A NEW HAND? 

On the morning that a new employee reports on the 
job, his morale level is 100 percent. He wants to do a 
good day's work and prove that somebody made the 
right decision when they hired him. He will watch every 
move, listen to every word, and try to get along. 
Although his morale is high, however, it is very unstable. 
A new employee is strongly influenced by the attitudes 
of his coworkers. To be accepted and fit in, he will 
adjust himself to conform to their feelings, attitudes, and 
loyalties toward their jobs. 

This lesson looks at the right way to orient a new 
worker- that is, what to do in those critical first few days 
to get the new worker off to a good start. Morale, or an 
employee's attitude toward his job, coworkers, and the 
company, is directly related to productivity. The higher 
the morale, the higher the productivity. If morale drops 
below a certain point, the worker will quit. So to have 
and keep productive employees, you must keep morale 
high. 

A good orientation program helps to maintain the 
high morale of a new worker. Most orientation pro­
grams consist of three parts: initial interview, introduc­
tion to the job, and follow-up. If you follow through on 
each of these parts, chances are good that the new 
employee will develop a positive attitude toward his job 
and become and remain a productive worker. Petr
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Lesson 5 


OBJECTIVES 

Upon completing this lesson, 
the student will be able to 

0 	 Identify the three laws of 
learning. 

0 	 Discuss the four guide­
lines that apply to most 
training situations. 

0 	 Define the term job as it 
applies to a training pro­
gram. 

0 	 Explain how to use an 
employee progress chart 
to track a training pro­
gram. 

0 Describe how to break a 
job down into steps. 

HOW DO YOU TRAIN 

NEW EMPLOYEES? 

S hould you train your workers or not? That's a 
pointless question, because new workers will be trained 
one way or another. If you don't train them purposely, 
they'll pick things up haphazardly from other crew 
members or by trial and error. This kind of training by 
accident, unfortunately, hardly ever gives the worker 
what he needs to do the job safely and efficiently. The 
real question, then, is should you use a planned pro­
gram to train your new people? The answer is absolutely 
yes. A planned training program will, in the long run, 
reduce the time and money required for developing 
competent rig workers. It will help workers make the 
best use of their abilities and prepare them for advance­
ment. 

This lesson looks first at how people learn. Three laws 
of learning have been identified: the law of readiness, 
the law of effect, and the law of exercise. These laws are 
the basis for four training guidelines that can be used in 
most situations. You should (1) get the new worker 
ready to learn, (2) tell and show how the job should be 
done, (3) let the new worker do the job, and then 
(4) follow up on the new worker's progress. 

This lesson also discusses how to plan a training pro­
gram. First, you should compile a list of all jobs that the 
new worker will be expected to perform. A progress 
chart will help you keep track of the employee's training 
for these jobs. Breaking down each job into steps and 
noting key points will also help during training. 
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Lesson 6 


OBJECTIVES 

Upon completing this lesson, 
the student will be able to 

0 	 Discuss ways to promote 
good relations with other 
first-line supervisors. 

0 	 Describe how to improve 
communications with the 
boss. 

0 	 Explain why staff super­
visors are needed and 
discuss ways to maintain 
good working relation­
ships with them. 

0 	 Describe how to get along 
well with the customer. 

0 	 Discuss ways to improve 
dealings with service and 
supply companies. 

0 	 Describe ways that a first­
line manager can help to 
promote a good public 
image for the company 
and the industry. 

WHERE DO YOU FIT 

INTO THE ORGANIZATION? 

U p to this point, we have mainly been concerned 
with how a first-line supervisor relates to his crew. But 
you have to deal with a lot more people than just your 
crew in order to get the job done. This lesson looks at 
how you deal with those other people and how you fit 
into the organization. 

As a first-line supervisor, you work with a lot of 
different people, and you fit right in the middle. In some 
ways you could be considered a communications center, 
like a telephone switchboard, receiving messages and 
sending messages to many different people inside and 
outside of the company. If you are a driller, for example, 
you must deal regularly with other drillers, your 
toolpusher, and staff supervisors inside the company. 
Outside, you must work with the customer, service com­
panies, supply companies, and the public. How well 
you handle your relationships with each of these people 
will play a large part in your success on the job. 
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Lesson 7 


OBJECTIVES 

Upon completing this lesson, 
the student will be able to 

0 	 Describe the benefits of 
being an active rather than 
a passive manager. 

0 	 Explain how good plan­
ning can help to control 
costs and prevent acci­
dents on the job. 

0 	 Discuss the importance of 
flexibility in planning. 

0 	 Identify the seven steps in 
planning and explain how 
they can be applied to 
scheduling work. 

0 	 Write a schedule to plan 
the work of a crew for a 
period of time or for a par­
ticular job. 

HOW DO YOU 

PLAN AND ORGANIZE 

WORK? 

You have probably heard many arguments against 
planning on the job. The one said most often is that 
plans never work out like you expect them to, so why 
bother? Plans do often need to be adjusted, but that's 
no reason to do away with them. The ability to plan and 
organize the task at hand in a way that improves worker 
productivity and increases company profits is what 
separates good managers from the rest. 

This chapter looks at how planning and organizing 
your work will make you a better manager, in other 
words, why you should plan on the job. Two areas 
where planning will really pay off for a manager are cost 
control and accident prevention. Seven steps in plan­
ning have been identified based on a scientific method 
of problem solving, and these steps can be applied to 
scheduling the work of your crew. The seven steps are 
(1) recognize and define the problem, (2) gather all 
functioning data, (3) evaluate the data, (4) arrange the 
data in order of importance, (5) consider alternatives 
and make a decision, (6) take action, and (7) check 
results. A written schedule will greatly help you in 
scheduling the work of your crew monthly, daily, or on a 
particular job. 
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Lesson 8 


OBJECTIVES 


Upon completing this lesson, 
the student will be able to 

0 	 Explain why improved 
efficiency benefits the 
company and each 
worker. 

0 	 Discuss how improved 
tools can increase job 
efficiency. 

0 	 Discuss the role of training 
in improving job efficiency. 

0 	 Explain the steps involved 
in setting up an efficiency 
program. 

0 	 Describe how to inves­
tigate a problem area 
where efficiency could be 
improved. 

0 	 Define the term payout 
period as it relates to 
improving job efficiency. 




HOW CAN 

WORK BE DONE MORE 

EFFICIENTLY? 

Aprofit-making enterprise provides jobs for people. 
A money-losing enterprise is only on its way to going 
out of business. Breaking even is not enough. For a 
company simply to hold its own position in the industry, 
it must grow. This lesson looks at one of the most impor­
tant ways that a company improves profits, namely, by 
operating more efficiently. 

Profits and growth mean job security, so improving 
efficiency on the job is in everybody's best interest. 
Every supervisor, from first-line on up, can help to 
improve job efficiency. The two basic ways that efficiency 
is improved are by making better use of tools and mak­
ing better use of people. To develop an efficiency pro­
gram for your operation, you must define the problem 
area, develop priorities, set goals, develop program 
objectives, set deadlines, and record progress. Sug­
gested steps for solving a particular efficiency problem 
are (1) select the problem for study, (2) get the facts, 
(3) weigh and decide, (4) take action, and (5) check 
results. 

If the solution that you propose will require a change 
in normal procedures or will cost money, then you must 
justify the solution by estimating the payout period and 
the period of improved profit. To present a proposed 
change to upper management, you should identify the 
problem, recommend a remedy, estimate the costs and 
payout period, and outline a plan of action. Petr
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To obtain additional training materials, contact:

PETEX
The University of Texas at Austin

Petroleum Extension Service
10100 Burnet Road, Bldg. 2

Austin, TX 78758

Telephone: 512-471-5940
or 800-687-4132

FAX: 512-471-9410
or 800-687-7839

E-mail: petex@www.utexas.edu
or visit our Web site: www.utexas.edu/ce/petex

To obtain information about training courses, contact:

PETEX
Learning and assessment center

The University of Texas
4702 N. Sam Houston Parkway West, Suite 800

Houston, TX 77086

Telephone: 281-397-2440
or 800-687-7052

FAX: 281-397-2441
E-mail: plach@www.utexas.edu

or visit our Web site: www.utexas.edu/ce/petex
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