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CONSULILTING TECHNOLOGY OUTSOURCING






Business Process Management Method


Day in the life of … (DILO)

1. Purpose

DILO is a functional study designed to determine business process effectiveness and stakeholder value-add. DILO is not a study of personal effectiveness.

2. Main description

It’s a visual breakdown of a person’s job or role into its constituent activities.

2.1 WHY to use

The tool is very useful to highlight how available time is apportioned and effectively used. It is ideal for analyzing workload, work/life balance or similar, as a prelude to remodeling a role or roles as part of a wider change initiative. The technique enables a group to drive out a shared view of workload and effective use of work time. The measurements made can serve as a basis to estimate current / future KPIs.

2.2 WHEN to use

DILOs might be performed after the implementation cycle to show progress: 

· measure times again to quantify improvements             

· ensure ongoing tracking mechanism is in place

It could be used during the -

· Deepen phase of the Remodeling Change Process to help deepen the understanding of present work/life balance issues 

· Develop phase to show future roles as they might be

2.3 HOW to use

1. Determine the DILO objectives;

2. Adapt the DILO template to the DILO objectives;

3. Identify which process or business object needs to be "DILOed", define the scope from an End-to-End, object type, organization standpoint (external organizations might be considered).

4. Breakdown the DILO into manageable pieces to eliminate non-productive time from the study (e.g. supply answers to RFP or customer processes payment). 

5. Estimate how many "identical" DILOs need to be performed, and when they need to be performed (e.g. if system performance is the target, the same DILO might be conducted more than once at different time during the week).

6. Prepare a note to explain the objectives and the process identify who needs to contribute to the DILO and have managers send the note, confirm appointments.

7. Equip yourself:

· Print DILO forms, take a notepad and more than 1 pen (color pen are recommended)          

· Take additional tools: stop watch, pocket calculator, digital camera, ...          

· Protect yourself: certain situations require security equipment (manufacturing facilities, workshops, ...), attend security training and make sure you have the required certification to access certain areas (chemical plants, labs, ...).


8. Process the DILO:

· Introduce yourself and explain the objectives and the process. (emphasize the fact that this is not a personal efficiency study and that the information will be consolidated with other DILOs, interviews and workshop findings before it is presented to the project sponsors).

· Study the process without disturbing it, log:         

i. each step and document (depending on DILOs objectives, steps might need to be broken down to the lowest level)           

ii. duration (minutes and seconds), elapsed time              

iii. what data was input/output              

iv. exception or the norm for the task              

v. where does it go next: next task         

vi. comments

· Try to observe the process being performed multiple times by different individuals.

9. Close the DILO session

10. Analyze the DILO and log / detail additional findings and opportunities

2.4 Limitations/Shortcomings

People do not like being watched as they do their job. They may dislike and also not follow their normal behavior. Thus, it is important to emphasize that you are following the process, not the person. For the process, multiple people may be involved.  Explain that this is a sensitive process.  

When conducting the DILO study, you need to be aware that those being studied may not be following their normal behavior.

3. Deliverables

Input

· Possible early findings e.g. based on focus interviews

Output

· DILO analysis (sample shown below for reference)
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3 hours

Teaching

20 hours

Admin

15 hours

Prep/planning

10 hours

Marking

8 hours

Pastoral

3 hours

Cover 

6 hours

Meetings

8 hours


4. Related Tools / Techniques

None

5. Example

Content of the DILO Chart

· Function type             

· Activity/Task             

· Start timing             

· End timing             

· Duration             

· Date    

· Class type     

· Non Value Add

· Comments

Shown below is a sample template that can be used as a reference -
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6. Related Tools / Techniques

None

7. Template

See example

8. Sources/References

· http://www.macpartnership.com/practiceareas/dilo.htm
· http://www.tda.gov.uk/upload/resources/pdf/w/week_in_the_life_of.pdf
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Good use of your time �(1-5)


1 = low





Description of activity





Time spent (mins)





Time
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