Scheduling — Powerpoint Note

Grade 12 BOGAE

As the manager, one of your main duties is to staff your area of responsibility

To do this, a manager must:

Scheduling is often a challenging task...much like a

Factors such as:

Creating a schedule:

Is usually done via computer...either a computer program or customized schedule sheet (ie — Excel)

Layout varies, but it must include and communicate:

all of this information is synthesized to ensure human resources are used in an effective and optimal

manner

Let’s look at a few examples that are commonly used:




Microsoft Excel - Scheduling Template.xls
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Kitchener Sobey's
Grocery Department Schedule
Monday December 11, 2006 through Saturday December 23, 2006

Full Time Shifts [Mon Dec11 [Tues Dec 12 |wwed Dec 13 |[Thurs Dec 14 [FriDec 15

Weekday 8:00am- 5:00pm
Weekday 11:00am - 8:00pm
Weekday 1:.00pm-10:00pm
Saturday  &8:00am - 5:00pm
Saturday  &8:00am - 5:00pm
Saturday &8:00am - 5:00pm

Part Time Shifts [Mon Dec11 [Tues Dec 12 [wed Dec 13 [Thurs Dec 14 [FriDec 15

Yeekday 5:00pm-10:00pm
Yeekday 5:00pm-10:00pm
Saturday  8:00am - 2:00pm
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1 | Shift Schedule Sobey's
2

3| 2:00:00prm 3:00:00prm | 4:00:00pm 5:00:00pm 6:00:00pm 7:00:00pm | 8:00:00pm 2:00:00pm | 10:00:00prm | Total WWeek Total
_4 |Full Time
_ 4 |Tiger woods 12hrs 12hrs
_E |Joe Mantana Ohrs Ohrs
7 |Roy Halladay Ghrs Shrs
_8 |Part Time
_ 9 |Wilfrid Laurier ahrs Shrs
10 | Gearge Bell Ohrs Ohrs
11 |[LeBron James Ohrs Ohrs
12 |Darryl Sittler Ohrs Ohrs
15 | Bruce Springsteen Ohrs Ohrs
_14 |Crish Bosh Ohrs Ohrs
15 |John Mellencamp Shrs Shrs
16
A7 | 2:00:00pm 3:00:00pm 4:00:00pm 5:00:00pm 6:00:00pm 7:00:00pm | 5:00:00pm 9:00:00pm 10:00:00pm
15 |Full Time
19 [Tiger woods ghrs 20hrs
20 |Joe Mantana 12hrs 12hrs
21 |Roy Halladay Ohrs Shrs
22 |Part Time
23 |Wilfrid Laurier Shrs 10hrs
24 |Gearge Bell Ohrs Ohrs
25 |LeBron James Ohrs Ohrs
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1 Shift Schedule Fortheweskol:  10/18/2004
2 Diepartment Mame:
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E | Rellyr ® manager manager manager manager manager manager manager manager manager B
T Tom Y cashisr cashier cashier cashier <
g Jarmes 5 front desk Front desk front desk. front desk Front desk Front desk, Front desk, e
=] der i front desk Front desk front desk. front desk Front desk Front desk. Frant desk. e
10 Fean P Sick [}
11 Tarasa A cashier cashier cashier cashier =+
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14 TUeSdI‘.lY F0 A 500 AnA 200 AR 1000 A0 1100 And 12:00 Pra 100 P 200 PR 300 P Sick2 TOTAL
15| kKelly F manager manager manager manager manager manager manager manager manager El
16| Tem v cashier cashier cashier cashier 4
17 Jarnes 5 front desk Front desk frone desk. frone desk. front desk Front desk. Front desk. e
18 Jar i front desk. Front desk. front desk front desk Front desk. front desk front desk e
19 Sean P Sick ]
20 Teresa A cashier cashier cashier cashier <+
21
23| Wednesday Fo00 Al B:00 Al 100 Abd 10:00 Afd 11200 And 1200 P 1:00 i 200 Fi 300 P sickz | TOTAL
24 kK=lly F manager manager manager manager manager manager manager manager manager ?
25 Torm Y washisr cashier cashier cashier <4
26 darmes § Front desk. Front desk, front desk Front desk Front desk. Front desk. Front desk e
27| Jonma frant desk. front desk front desk. front desk. front desk Front desk Front desk 7
28 Sean P Sick [}
29 Tearesa A washier cashier cashier cashier =+
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