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1.0 

1.1 

1.2 

1.3 

1.4 

1.5 

aECUTIVE S�� 

The year 1997 will remain a historic one in the annals of the Office of the President and 
the Republic of Guyana. It was the constitutionally-mandated end of the 5 year term in 
office of the PPP-Civic Administration that came to power on October Sth,1992 under Dr. 
Cheddi Jagan's leadership. 

On the 6th March, 1997, President Jagan died after a short sudden illness. The nation 
was thrown into shock and mourning but the Office of the President rallied behind the 
Administration in preparing for the change. 

Prime Minister Sam Hinds was sworn in as President on the 6th March,1997,and led 
the PPP-Civic Administration through the remainder of its term in office in 1997. 

President Hinds stressed continuity with Dr. Jagan's policies and the Office of the 
President experienced little change during his tenure. 

Despite the loss of President Jagan, the year 1997 was replete with the successes of 
the PPP-Civic Administration such as: 

(a) 

(b) 

1be strengthening of the Central Government's fiscal position which was a 
reflection of the strenuous efforts made td broaden the tax base to assist the 
low-income workers, improve the administration and collections in the 
principal revenue collecting departments ahd reduce extravagance and waste, 
while at the same time redirecting expenditures to the critical areas such as 
education, health, housing, etc. 

The emphasis on good governance and accountability which saw the timely 
tabling of the Report of the Auditor General on the Public Accounts of 
Guyana in the National Assembly (where the Report on the Government's 
financial operations of one year was laid in the National Assembly in the 
following year), and the passage through the National Assembly of the 
Integrity Commission Bill. 
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The improvement of conditions of service of Public Servants with a view to 
recruiting and retaining the services of incumbents and qualified professionals. 
Many allowances were increased and restrictions on their access eased or removed. 
A new salary structure which saw the monthly minimum wage rise from $3,137.00 
in January 1993 to $8,804.00 in 1997 (a 181 % increase) was also put in place. 

The championing of the New Global Human Order and the Regional Integration 
Fund (both essential prerequisites for sustainable development) in international 
circles. 

The laW1ching of the National Development Strategy, an invaluable blueprint which 
has put together macro--economic and sectoral analyses, strategies and pruposals for 
the development of Guyana for the 21st century; and 

The adoption of the Public Service Reform Strategy which aimed to transform the 
Public Service to a more efficient and effective modem service to face the realities 
of the 21st century. 

The point needs to be made that despite the excellent progress as those 
highlighted above and others, which was made during the Government's first term 
in Office, there were many slippages caused by human and material factors, which 
errors it has learnt from and which have strengthened its resolve to continue 
focussing on people-centred development in a growing social democracy. 

The following objectives were set by the Office of the President for 1997: 

(a) Providing the necessary support to His Excellency the President for him to
effectively carry out his duties such as (1) the preservation of Guyana's
territorial integrity and the maintenance of its political independence, (2) the
promotion of the economic, political and social development of the nation,
(3) ensuring the effective organization of the functions of all Government
agencies and ( 4) ensuring that all policy and other official statements were
disseminated in Guyana and overseas to Guyana nationals and interested
organizations;

(b) Managing the affairs of the Defense Board in an effective way, supplying up­
to-date information and giving competent advice on all matters and
developments of importance to His Excellency the President, and
Commander in Chief of the armed forces of Guyana.
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Managing the affairs of Cabinet in an effective manner, ensuring that its decisions 
were promptly communicated to executing agencies, and monitoring the 
implementation of these decisions; 

Monitoring the staffmg requirements of the Public Service to ensure a reliable 
supply of skilled and competent officials to implement Government's policies and 
programmes effectively; and 

Ensuring that management procedures and practices throughout the Public Service 
were rational, efficient, clearly understood and consistently implemented. 

During the year 1997, the Public Service Reform Committee (PSRC) chaired 
by the Head of the Presidential Secretariat and formed in 1995 to advise Cabinet on 
the management of a reform programme within the Public Service, continued to 
meet frequently. It dealt with matters such as the Introduction of Staff Performance 
Reviews, Payment for Key and Critical Posts, Reintroduction of Merit Awards for 
good performance, Introduction of a Personnel Records Keeping System and the 
Restructuring of the Training Division (P.S.M.). Discussions and other actions 
relating to these subjects saw some of them being fully implemented and others set 
in train. 

The overall training programme of the Public Service Management Division 
was on target in 1997. Of the thirty eight (38) training programmes planned, thirty 
five (35) were executed which exposed four hundred and ninety six (496) public 
officers to training at various levels. There were fourteen (14) requested training 
programmes where P.S.M. trained two hwidred and fifty three (253) persons. The 
Division also trained one hundred and eighty two ( 182) persons in the Government 
Technical Institute's Basic Certificate in Accowiting and Foundation Certificate in 
Accounting Courses, and sixty four (64) Career Trainees, of which fifty nine (59) of 
these newly recruited officers took up positions at the Accountant General's, 
Auditor General's, Inland Revenue and Customs and Excise Departments. In 
summary, nine hundred and ninety five Public Servants were trained during the year. 

A specialist workshop on "Enhancing Public Service Performance in Guyana" 
was successfully held in May 1997. With the support of the Commonwealth 
Secretariat, twenty five senior government officials at the level of Permanent 
Secretaries, Deputy Permanent Secretaries and Heads of Departments, met with the 
Minister of Public Service, Head of the Presidential Secretariat and Commonwealth 
experts to discuss and agree on an appropriate strategic direction for the Public 
Service, bearing in mind the cwrent and future national challenges. A draft Public 
Sector Reform Strategy document was reconciled with on-going Public Service 
Reform Committee approved action, and presented to Cabinet. 

© 
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1.11 To enhance the Personnel Record Keeping System in the Public Service one 
hundred and forty (140) personnel officials from various Ministries, Departments 
and Regions were trained in the use and operation of computers, and eighteen 
Ministries/Departments/Regions have had computers installed to process the 
relevant data. 

1.12 The Public Administration Project with its coordinating unit falling under the 
Public Service Management and geared to improve the Public Service's capacity to 
perform its core functions, continued to provide invaluable inputs for the operations 
of Ministries/Departments/Regions. Under the Recruitment Programme which has 
the objective of attracting qualified overseas Guyanese and other nationals as well 
as local personnel to fill key positions in the Public Service with the aim of 
strengthening its managerial and technical capacity, forty two ( 42) candidates were 
recruited. 

1.13 In 1997, the Office of the President was allocated the following amounts of 
money: 

Statutory Expenditure 

Current Expenditure 

Capital Expenditure 

$0.Sm 

$498.9m 

$426.26m 

(To meet the President's salary 
and allowances) 

With regard to the budgeted current allocation of $498.9m, the amount of 
$503. 9m was spent, showing overspending for the first time in the Office's five 
years of operation under this Government, for reasons stated in Section 1.14 below. 
In terms of Capital Expenditure $37.9m was allocated directly to the Office for its 
capital programme and the remaining $388.36 went to the Public Administration 
Project, Guyana Defence Force and Guyana Natural Resources Agency. The Office 
spent only $24.2 on its capital programme, mainly because planned repair works to 
State House which was occupied by President Jagan and his family were held back 
upon his death and the First Lady's non-occupancy of the building as her place of 
residency. 

1.14 The Office of the President requested $726.4m in its current expenditure 
estimates and had that amount drastically reduced to $498.9m (67%). While there 
were some policy changes like the need for meeting expenditures for the Guyana 
lnfonnation Service, Guyana Television and Broadcasting Company, Environment 
Protection Agency, etc, being removed from the Office's responsibilities, which 
necessitated a reduction of our request, the Ministry of Finance's allocation was 
quite inadequate for the authorized work programmes in 1997. Coupled with this 
was the difficulty the Office experienced in meeting expenditures Cabinet approved 
as a result of the President's death. 1bis placed us in embarrassing situations where 
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we were out of fimds on many occasions to undertake important assignments. That 
resulted in the Central Accounting Unit having to vire funds from some subheads to 
others, to make certain payments and subsequently requesting funds for the same 

' subheads under which savings were offered. We were even forced to request 
supplementary provision in 1997. This gave the impression that we were not 
managing the fimds allocated to us prudently, when the reality was the Budget 
Office's failure to respond to Office of the President's situation. 

1.15 However, the overall performance in our financial operations under the current 
and capital votes respectively, was bolstered by close monitoring of the use of the 
financial resources placed at our disposal and adherence to set financial regulations 
and procedures. This allowed for our timely submissions of financial/accounting 
statements and information to the regulatory financial agencies and management 
being apprised on a monthly basis of the Office's financial position; 

1.16 One of the Office's disappointments over its period of operation under this 
Administration was its inability to have the Store function in a satisfactory manner, 
with dishonesty, large excesses and shortages of stock, poor record-keeping, etc. 
being some of the unsavoury features noted. The year 1997 saw a marked 
improvement with the appointment of a Storekeeper II (Miss Ann Greene) who 
managed an effective Store system. 

1.17 In the continued effort to assist its workers, the Office continued its subsidy to 
the Canteen at Public Service Management which provided cheap snacks and meals 
on a daily basis for staff and trainees attending training programmes. The 
subsidized transportation system which brought workers from the East Coast and 
East Bank ofDemerara and outlying Georgetown areas to work in the morning and 
took them home after work was also maintained. 

1.18 Although the punctuality and absenteeism records showed improvement over 
the 1996 statistics, the performance of staff in these areas posed some concern to 
the Management. Many officers took advantage of training opportunities provided 
and developed themselves from the certificate to the degree levels. This allowed 
for staff to be promoted into higher positions. In its effort to encourage staff to give 
of their best and set examples for others to follow, Presidential monetary awards 
were presented to the following officers: 

Mr. Erwin Belgrave 
Mr. Derick Smith 
Mr. Andrew Williams 
Miss Nicola Jordan 
Miss Paula James 
Mrs. Wavcney Blackett 

Carpenter 
Driver 
Senior Office Assistant 
Confidential Secretary ( ag.) 
Assistant Accountant 
Chief Accountant 
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1.19 While some of the divisions perfonned their fimctions creditably, improvement 
is needed in others, and the 1998 workplan caters for addressing those shortcomings. 

1.20 The year ended with the mandated National and Regional Elections giving the 
PPP-Civic another tenn in office under the leadership of President Janet Jagan. She 
was the first female Head of State and Government in Guyana, in the history of the 
country. 

R.F. Luncheon, M.D 

HEAD OF IBE PRESIDENTIAL SECRETARIAT 
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!.. 0 MISSION STATEMENT 
.,..._...c:, 

i.1 To en-6uJte the PJte.6ldent l-6 equipped to caJtJty ou.t 
e66ectlvely hl-6 dutle-6 and Jte-6pOn.6lbllltie.6 a-6 Head 06 State and 

3.0 

Comma.ndeJt-ln-Chle6, by en-6u.1tlng the p.1tovl-6lon 06 timely ��d 
competent a.dvlce; 60.1tmulatin9 and implementing pollcle-6 �rtd 
pJtogJta.mme.6 de-6lgned to _imp1tove the ma.na.gement 06 the Public 
Se.1tvlce and pJtovidlng admlnl4t.Jta.tlve -6uppo.1tt to the P.1te-6ldent aKd 
hl-6 Cabinet. 

ORGANIZATION ANV MANAGEMENT 

3.f.1 The Jte-6pOn-6lbilltie-6 06 the 066ice 06 the PJte-6lde11.t 
coveJt it-6 depaJttment-6, viz. Sec.JtetaJtlat .6uppoJtt to the PJte-6.i.den.t 
and Cabinet, Admlnl-6tJtation 06 the Mlnl-6t.1ty, PJtotocot Functlon-6, 
Public Se.1tvice Ma.na.geme�t and the Gove.1tnment 1n6oJtmation 
Setvice4/Guya.na. Televi-6ion Company . 

.3.Q,2 The 0Jtganlzatlon cha1r.t 06 the 066,lce i-6 -6hown at 3.1 on 
pa.ge if and delineate-6 the de pall tment4 I divi-6-<.0n-6 which 6all unde...t. 
the po.1tt60Llo od Hi4 E�cellency the P.1te4ident a.nd undeJt tte
1te1.>pon-6ibillty ad thi He.ad 06 the P.1te4ldentla.l sec.1teta..1tla.t a.-6 
Chie6 Executive 066.iceJt 06 the 066lce. It .6how-6 the pJtinclpai 
1tepo11.tlng ·11.ela.tion4hlp-6 with the Head 06 the P.1te-6ldentia.t 
Sec.1teta.1tia.t (ffPSJ .1tepo1tting to Hl-6 Excellency the P.1te-6ident, and 
de6ine-6 hl-6 6ouJt p1tima..1ty a.1tea4 06 ma.na.gement Jte-6pon-6lbility a.-6 the 
6ollowlng: 

(.i) Sec.1teta..1tia.t SuppoJtt to the P.1te-6ldent (a..6 Head 06 the 
P1te-6ldentla.l Sec1teta.Jtia.tl 

t il) Public Se4v lee Management l 44 Head 06 the Public SVtvicel 

(-iii) Admini.6t"at.i.o.n la.'.t> .. Hea.d 06 the 066lceJ 

l iv) PJtotocol Function-6 l a-6 the Senio.Jt Public.· Se.1tva.nt with 
whom the Vi1tecto1t 06 'PJtotocol mu-6t 
1telate to 60.1tm the fz.ey 4U:ppo.1tting 
team ·· 6 oJt H l-6 E x.cellency the. 
P.1te4ldent in dla.llng with vl-6lt-6, 
vi-6lto.Jt-6 and the 066lce'-6 ex.te1tnai 
Jtela.tlon-6). 

3.Q.3. The 066ice 06 the P.1te-6ident' 4 Vivl4lon-6 and Vepa.Jttment-6 
ha.ve been -6t.1tuctu1ted to execute the obj ectlve.-6 a.6 outlined in 
Section 2.0. 

3.0,4 The Head 06 the P4e-6ldentia.t Sec.1teta..1tlat i-6 a.-64i-6ted by 
a. Chle 6 Adminl-6t.1tat.i.ve O 6 6lce.1t, Pe1tma.11e11t Sec.1teta.1ty., 

Public Se.1tv.i.ce Management, Vepu.ty Sec.1teta.1ty to the Ca.blnet a.nd 
Vl.1tect0Jt 06 PJtotocol who have -6pecl6led 4e4pon-6lbllltle-6 601t the 
6ollowlng 6ou.1t (4) bJtoa.d dlvl.6lOn-6 .1te�pectlvely: 
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(i) AVM1NISTRATI0ij

lii) PUBLIC SERVICE MANAGEMENT

liill CABINET aftd CONFIVENTIAL SECRETARIAT

l)v) PROTOCOL FUNCTIONS

3.0.s To e.66e.ct-i..vely c.allltlJ out the. du.tie.� a�-6igne.d them, the 
d-i..v,i_�-i..on.-6 a/le 6u.llthe1t -6ubdlv-i..d ed a-6 e.xpla-i..n.ed in Section 3.2 -i..nto 
the 6oilow-i..ng: 

li) AVMJNISTRATJON

lii) PUBLIC SERVICE
MANAGEMENT

- la) Adm-i..n-i..-6tllative SeAv-i..ce-6,
lb) F-i..n.an.ce, le) Pel!.-6onnei
and ldl Field Aud-i..t.

- la) T1t.a-i..ning o.r1.d Ve.ve.iopme.n.t,
lb) Scholalt-6hip-6 Admini.,,!>tlr.at-i..on
le) Management Se.Jtvlce�, ldl
Adm-i.ni-6:tJc.atfoe SuppM t Se.I!. v -i.e. e.� ,
and le) CentJtal Pe1t�on.ne.l
Olv-i..-6ion.

liii) CABINET ANV CONFIOENTJAL - (4) Cabinet & Ve6en�e and lb)
SECRETARIAT Con6-i..dentlal SeclletaJt-i..at.

livl PROTOCOL - la) P1tolocof,

The. 066.ic.e. 06 :the. PJt.e.f.iide.n:t a.l-60 ha.-6 Jte.-6pon-6-ibitl:ty 
6oJt oveJt-6e.e.lng :the. a.66a.iJt-6 06 :the. PJte.-6ide.n:tia.t Gua.Jtd-6, 
Ca.-6:te.tta.nl Commi:t:te.e., Jo.int In.:te.tllge.n.c.e. CooJt.dina.:tlng Ce.n:tJte. 
a.nd Cu-6:tom-6 An.:ti-Na.Jt.c.o:tic. Unit. 
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3.2.0 

,.2.0.1 

-/f-

i>ESCRt"PTZON Of 1'1'11Sl0IIS ANO OEPARTIIENTS 

HEAO Of THE PRESIOEIITlAL SECRETARIAT'S COMPLEX 

The. He.ad 06 the. P11.e.�ide.nt�al Sec.11.e.ta11.iat'� Complex 
c.on�i�t� 06 the 6ollowing th11.e.e. unit� which he. di11.ec.tly he.ad�: 

(1) The HPS See�et4�i4t
(2) The C4binet Sec�et4�i4t
llt The oe,eK� Sec�et4�i4t 

3.2.0.2 The. 11.ole. 06 the. HPS' � Complex i� to p11.ovi.de. Hi� 
Exc.elle.nc.y the. P11.e.�ide.nt with the. 1app11.op11.iate. me.c.hani�m� to 
6ac.ilitate. hi� e.xe.11.ci�� 06 Executive. Autho11.ity. It i� al�o 
11.e�pon�ible. th11.ough the. Cabinet Se.c11.e.ta11.iat, to e.66ec.tive.ly handle. 
Cabinet matte.11.�, and th11.ough the. Ve.6e.n�e. Se.c.11.e.ta11.iat to admi..ni..�te.11. 
the Ve.6e.n�e. Boa-'1.d and it� obligation� unde.11. the. Ve.6e.n�e. Ac.t­
St}{ate.gic. pol-i .. c.y and admirti.�t11.ative. i��ue.� i.n the. Public. Sell.vice. 
a-'l.e al�o de.alt with by thi� Complix, with the. HPS being the He.ad 
06 the. Public. Se.11.vi.ce.. 

3.2.0.3 The. HPS' � Se.c11.e.ta11..i.at p-'l.ov,
i
de.� �e.c11.e.ta11.ial �uppo11.t to 

the. HPS in the. 6011.m 06 p11.e.pa11.ing wo11.king pape.11.�. pkoc.e.��ing ta¢k� 
a��igne.d by him, taking note.� 06 me.e.ting�. 11.e.�ponding in a timely 
manne.11. to mail, a-'l.11.anging hi� dia�y/time.table. and c.0011.dinating hi� 
dia11.y with that 06 Hi� Exc.e.llency the. P-'l.e.�i.de.nt. 

3.2.0.4 ORGANIZATIONAL STRUCTURE OF THE HPS'S SECRETARIAT 

He.ad o, the 
p U..-'i.ide.Jl,t.ial. 
SttA:t.tuia:t 

~I 
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3.2.1 CABINET SECRETARIAT 

3.2.1.1 Th.i.-0 unit -0e.Jtv.i.c.e.-0 the. Ca.b.i.ne.t by p.lle.pa.JL.i.ng a.nd 
c..i.Jtc.ula.t.i.ng not.i.c.e.-0, a.ge.nda.-0 a.nd woJLk.i.ng pa.pe.JL-0 6oJL Ca.b.i.ne.t 
me.e.ting-0 he.id we.e.kly. It a.l-00 pJLe.pa..lle.-0 the. 'M.iftu.te.lt' 06 Ca.b.i.ne.t 
me.e.t.i.ng-0 a.nd c..i.Jtc.ula.te.-0 the.m to me.mbe.JL-0 06 the. Ca.b.i.ne.t, a.nd 
c.ommunic.a.te.-0 Ca.b.i.ne.t• -0 de.c..i.-0.i.on-0 to I.Un.i.-0t1t.i.e.-0/Ve.pt-0o, etc.. It 
a.dm.i.n.i.-0te.1t-0 Ca.b.i.ne.t-Sub Comm.i.tte.e.-0' WoJLk PJLogJLa.mm� a.nd Time.­
Ta.bl� a.nd ke.e.p-0 a. pe.Jtma.ne.nt 066.i.c..i.a.l �e.c.oJLd 06 a.ii Ca.bine.t 
Ve.c..i.-0.i.on-0. Mon.i.toJL.i.ng the..i.JL .i.mple.me.nta.t.i.on .i.-0 a.l-00 done. by Ca.b.i.ne.t 
Mon.i.toJL.i.ng 066.i.c.e.Jt-0. 

3.2.1.2 ORGANIZATIONAL CHART Of THE CABJNET SECRETARIAT 

.-.-----------

I .st;.ff OfPiars I 

Calxl,d� 
OU.ic.u ISO 1 J 

Cab.iM.t Motti.tMug 
066.ice...u 

I 
I 
i 
I 
I 

I f it.iJag CleAlt , 
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3.2.2 OEFE#SE SECRETARIAT 

3.2.2.1 Thi.I.) unit a.dminil.)te1tl.) the Ve6enl.)e Boa.'1.d a.nd .i.tl.) 

3.2.2.2 

3..:2.�3 

3.2.3.1 

obL{ga.tion4 unde1t the Ve6enl.)e Act. 

ORGANIZATIONAL STRUCTURE Of THE 

OEFENSE SECRfTAllAT 

I Se.c.uta.tq to &. 
11e.,U6L Bo,w:r UIPSJ 

Adaiai.a.tA.ative. 

o,,icu (SO 1J

lfotd·P.t.�
o,,ice.A..6 11

CONFIOENTIAL SECRETARIAT 

ORGANIZATION ANO MANAGEMENT 

ie.clr.'nic4L
o,!.icu

3.2.3.2 Thi.I.) l.)ec.t-ion ,ii.) l.)upe1tvil.)ed by the Sen.<'.01t Con6.<'.dent.i.a.l Sec.'1.eta.'1.y to the P1tel.),ide.nt. 1 t' I.) ma.in 6unc.t-ion ,ii.) to enl.)u.lf.e tha.t the P1tel.),ident ,ii.) 066e1ted l.)ec.1teta.1t,la.l l.)e1tv-ic.el.) a.nd pe1tl.)ona.l a.ttenda.nc.e 06 the highel.)t l.)ta.nda.1td. Othe.lf. 6unc.t,ionl.) -inc..tude the p1tov,il.),ion 06 hol.)p,itatity l.)e.lf.v-ic.e-6 to vi-6.itoJtl.) 06 ff,il.) Ex.c.ettenc.y a.nd c.a.te1t-ing 601t Ca.b-inet a.nd othvr. meeting.I.). The mo1te deta.-l.led 6unc.t.i.on-6 06 the l.)ec.tion a.1te a.I.) l.)hown be.tow: 

l ' J l --------

I I 



3.2.3.3 

3.2.3.4 

-IS-

SECRETARIAL SERVICES 

The Sen.loJt Conl.ide..'nt.Lal Se.c.Jte..:taJty i..6 ma.inly 1te..6pon.ii.£ble.. 
601t th.l.6 aJte.a 06 woJtk, wh.lch lnclude.6: 

liJ lnte..Jtvle..wlng and advi.6lng membe..Jt.6 06 the.. public who ma�e.. 
Jte..pJte.6e..ntation.6 to the.. PJte.6lde..nt; 

(iii ma�lng appointment.6 and aJtJtanging meeting.6, e..tc; 

I.ii.ii pJtepaJting the Engagement VlaJty; 

(.ivJ an.-6We..Jting invltation.6; 

(vJ opening, .6cheduling and de.6patching c0Jt1te...-6pondence..; and 

(v.iJ opeJtating 06 Compute1t and Fax Machine. 

FILING ANO CLERICAL 

The.. Con6ldentlal SecJtetaJty .6upe..Jtvi.6e.6 th.i..6 unit in 
add.it.ion to the Pe.Jt.6onal and Cabinet Atte..ndant.6, and the CLeane..Jt. 

Thi� 066.lceJt'� dutie..6 include: 

(iJ nlllng and Jte..tJtieval 06 co1t1te.6pondence., and maintaining 
a B. U. .6Y.6te..m; 

(iii .lde.nti6ying and extJtact.lng aJttlcle.6 06 national 
impoJttance 61tom the daily ne..w.6pape.Jt.6; 

l.iiiJ ope..Jtat.lng (al Petty Ca.6h; 
lb) A .6mall .6toJte which i.6 nece.6.6a1ty noJt the 

e66e..ct.lve.. 6unctlon.lng 06 the unit; 

( .iv J pJte..paJting menu.6 6oJt Cabinet and pJtoviding ho.6pltallty 
.6e..1tv.i.ce.-6. 
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. . ORGANIZATIONAL CHA/lT­
CONF/DENTIAL SECRffllllAT 

Snr� C6rlf. Secty. 
to the President 

(Secretarial & Admi�j 

Conf, Secty. 
(Filing, Household 

& Logistics) • 
,I
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( Secretarial Sez:.)vices) 

/ 
/ 

('Conf. Secty. ) 

I 

( A.d•ii n .' Secty. 
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(Typist Clerk) 
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3.2.4.f 
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Olfl1S1011 Of PROTOCOL 

MISSION 

To enAuke that all aJtJtangementA 6oJt The.iJt Excellenc.ieA, 
aA well aA otheJt taAIU aAA.lgned to the 1Hv.iA.ion aJte pltopeJtly 
executed and Jte6lect the h.igheAt 4tandaJtdA poA4.ible; 

ORGAN1ZAT10N ANO MANAGEMEIIT 

3.f.4.f.l At the commencement 06 1991, the Sta66 ChaJtt 06 the 

3.f.4.3

0.iv.iA.ion 4howed the 6ollow.ing:-

0.iJtectoJt 06 PJtotocol 1 
PJtotocol A.dv.iAeJt J 

Ve.puty O.uc.ectoJt 06 PJtotocol 1 

Ma.nageJt l a.g I 1 
PJtotocol 066.iceJt 1 

Con6.ldential SecJtetaJty 

Call-lgJtapheJt 
Typ.i4t/CleJtk 

1 

1 
f 

Vacant 

PJtotocol 066.iceJt acting �n 
th.iA capacity. 

1 a.c.Ung M Veputy O.uc.ecto1r:. 

hJpist C4.k
act.lng .in thi4 capacity. 
Vac.ant 
1 Vacant 

v�ca,,-tt 

Vac.ant 

fUIICTlOIIS AIIO RfSPO#SJBJLlTJES 

3.f .4.3.1 The V.iv -iA.ion continued to be JteApon4.lble 6 oJt 6 inal.iA ing 
all matteJtA 06 PJtotocol 6oJt the PJteA.ident and the F.iJt4t Lady aA 
outlined below:-

(4) Planning and oveJt4ee.ing aJtJtangementA Jtelat.ing to
ceJtemon.ialA, .inteJtnal v.iA.itA, etc., .in collaboJtat.ion w.ith
otheJt M.in.iAtJt.le4 and agencieA lp�tieula..tly Fa��igK
A,,4.i�4), CoJtpoJtat.ionA, and 6.inaliAing all ,uJtangement4
6oJt the depaJttuJte 6Jtom and the JtetuJtn to Guyana by The.iJt
ExcellencieA.

Wo~d P~o~e~~o~ Ope~ato~ 1 

O~ive~ J 
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lb) �u1tg.in�r Cou1t�t�1J Ca.ll'6 o_n ·-the. P1t.e.1.r.ide..nt by ve.Jr.y 
�mpoJtta.nt pe.ll.,60n,6 a.nd Viploma.t'6.

le) Compiling .inv.ita.tion l.i,6t,6 601t. va.1t.iou1.t �ve..nt,6. 

(d) P1t.e.pa.1t..ing g1t.e.e..t.ing ca.1t.d,6 601t. dome.,6t;lc a.nd e.xte.1t.na.l

le. J

"J 

lg) 

l .i) 

d.c.,6t1t..ibution.

Ma..inta..in.ing up-to-da.te. 1t.e.co1t.d,6 06 V.iploma.t.ic pe.Jr.,6onne.l
a.nd 1t.e.p1t.e.,6e..nta.tive..,6 06 Inte.Jr.na.tiona.l 0Jr.ga.niza.tion,6.

Co-01t.d.ina.ting with othu. Age..ncie.,6, M.ini,6tJr.ie.,6 a.nd
pll..iva.te. Ent.it.ie..,6 a..1r.1t.a.n.ge.me..nt,6 601t. The.ill. Exce..lle.nc..ie.,6 ci.t
oH.ic.ia.l a.nd ,60Cia.-t 6unction,6.

Acqui1t.l•9 a.nd p1t.e..pa.1t..ing g.i6t,6 601t. pll.e.,6e.nta.t.ion by The.ill.
Exce.lle.nc.ie,6.

A}{Jr.a.nging M.ini,6te.Jr.,6 a.nd othe..Jr. Gove.Jr.nme.nt 6unct-lona.}{ ,ie.,6
to be.. ,6WO}{n-in by H.i,6 Excellency.

A.t•·a.,ig.ln.g. 601t vi'6.it,6 to Guya..na. by Fo1t.e.ign Vignita.Jr..ie.,6,
moJr.e. o6te.n .in c.olla.boJta.t.ion w.ith the.. 1.Uni,6tJr.y 06 Fo1t.e.ign
AHa..ill.,6.

lj J Pla.nn-i.ng a.nd e.xe.cut.ing a.Jr.Jr.a.nge.me.nt,6 Jr.eta.ting to Na.t.iona.i 
Eve.nt,6 a.nd Ce..1t.e.mon.ie.,6. 

Ut J • Ve.coll.a.ting a.,i}{poJr.t a.nd othe..Jr. ,6,ite.,6 60.11. Sta.te. V .i'6it,6 a.nd 
othe.Jr. 6unct.ion,6. 

ll) Pla.nning a.nd e.xe.cut.ing a.il a.1t.1t.a.nge.me.nt'6 601t. ounct-lon,6
ho,6te.d by The.ill. Exce.lle.nc.ie,6.

'" J 
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Advi.&�lt 

P1totacol 
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Tfp.i.ltt 
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ORGANIZATIONAL CHART Of THE 

PROTOCOL v1,1s10N 

0e.pat.g iU.te.ctM 
.o, P1totacot 

I 
II 

I ~ I Oi•e.cto.t a, C Ofl' .ide.11.tia.t I 
P•otocot. s e.c..t e.ta..t# -

O.t.lue..t. 

' 

) Ca.llig~4pt.u 

l U>rd. rrtt>~r' 
~ 



3.t.s

3.2.S.J 

3.f.S.2

-fO-

AOIJMISTRATJfE OIVIS10N 

MISSION 

The. Main Obje.cti.ve'4 06 the. Admi.ni.-6t1ta.tive. Vi.vi.&ion a.Jte. 
to pJtovide. a 1te.li.abte. and e.,,icle.nt in,01tmition ma.na.ge.me.nt .&y.&te.m, 
and pta.n, .impJtove. and maintain the. phy.&ica.t plant, in61ta.&tJtuctuJte. 
a.Kd e.-6.&e.nti.al .&e.1tvi.ce..& 06 the. 0661.ce. 06 the. PJte..6ide.nt. 

ORGANIZATION ANO MANAGEMENT 
; . 

3.f.S�t·., fhu tH .. v'i..&i.on .i.6 he.ade.d by , a P1t.lncipat A.6.6.i.&tant 
Se.cit e.ta.Jty l �t.at..t&t) who i..& .&uppo1t te.d by an A.&.6 .i.& tant Se.cJr. e. ta.Jty 
lGe:1tu.a.lJ ,and an Adm.ini.&t1t.ative. A.&.&i.&ta.nt .in the. e.x.e.cution 06 the. 
da.y · to da.y 6uncti.on.& 06 the. Vivi.&i.on. The. P1t.i.nc:ipat A.&.&i.&ta.nt 
Se.c1te.ta.1ty who Jte.pollt-6 to the. Chie.6 A�mini.&t1tative. 0�6.ice.Jt i.& 
toca..te.d at He.ad 066 ice. ato.ng with the. ,t.dm.lni.&t/f.at.lve. A.1.,.&i.&ta.nt, 
w�{te. the. A.&-6i-6tant Sec1te.ta/f.y who. i� 1t.e..&pon.&.lbte. 60.1t. a.Lt 
Admini.&tJtative. 6unctiona at the. two lfl Yubtic Se.1tv.i.ce. Ma.nage.me.nt 
location.&, . i.6 .6tatione.d .in Wa.te/f.too StJie.e.t. 

. ... . . • .• � J 
• 

'.i) 

( ,ii. J 

ti.iii 

t iv I 

( u I 

The. Ce.nt1tat. Re.gi.6t/f.y Se.ct.ion �upe.llv.i..6e.d by a. 
Supe.Jtvi.-60.lt. 
The. · Ca.nte.e.n Section he.ade..d by· a.' Ca.nte.e.n Manage.Ji.. 
The. Mainte.na.nc.e. Section· -.6upe.Jivi.6.e.d
Supe.Jr.inte..nde.nt. · ,., .. 

f:le.a.d OH.ice. Admi.f!.i.&tJta.tive. 'Unit a.nd 

by . the. 

Public Se.1t�ice. Managt�e.�t Admlni.&tJtativt Unit. 

E.&tate. 

3.2.S.f.2 Fo/f. the. pu1tpo-6e. 06, thi� · Jt,e.poltt the. Jie.v.ie.w 06 the. PSM' .6 
Admini.6tJt.a.tive. Suppo1tt Se.1tvice.& Un.it would a.ppe.a.1t. in the. Public 
Se.Jtv.ice. Mana.ge.me.nt' .6 Se.ct.ion. ' 

3.2.S.3 FUNCTIONS OF THE AOMJNJSTRATlfE SERVICES OlUlS10N 

The. 6unction.6 06 thi.6 V.lvi.&.ion a.Jte. a.& 6ottow.&: 

ta.) The Supe..Jtv.i.6.ion 06 the. Re.g.i.&t1ty. 
lbl Vi.1te.ction 06 the. 0661.ce. A.&.&i.&tant.& a.nd me..>.,.>.,e.nge.1ti.a.t 

. .6 f?.Jt V .i C e.4 • 
le) The. .&upe.Jtvi.&.ion 06 the. Ca.nte.e.n.&. 
ldJ The. p-'lovi..6ion a.nd di1te.ction 06 t/f.a.n-6po1tt .&e.1tvice..&. 
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The .6u.peJtvi.6ion 06 the MaiKtenance Vivi.6ion. 
The pJt.epaJt.ation 4nd ..()ale 06 the o66icial Gazette. 
f n..()u.Jting the pJtovi...()i.on 06 the e..()..()e.ntial ..()e.Jtvice'-> .6U.Ch a..6 
telephone...(), etc, and theiJt maintenance.. 

3.t.5.4 CENTUl REGISTRY AIIO TVPIIIG POOl 

3.2.S.4. J The pJti.maJttJ objectiv.e,6 06 the Ce.ntJtal Regi-tltJttj aJte: 

3.t.S.5

),• .i . ... ..... , 

l41 To e.n,6uJte. that an e.66.i.cie.nt ..()tj..()te.m 06 JtecoJtd'-> management 
thJt.ou.gh ctc.cuJta.te 6lli.ng and ..()Wi6t JtetJtieva.l 06 docu.mentJ.i 
iJ.i maintained; and 

. lb J. · ro pJt cw ide a. J.ipe.e.dy and a.ccu.Jtate · .6ecJte".ta.Jt ial. ,6u.ppo.1t t 
· ie.Jtv.ice.

Thl..()_..()e.ctlon.i� headed by 4 Re.gl,6tJttJ Su.peJt�i..()oJt and ha�
a ,6ta6 6 complemdit 'if6; two t'f I Typi.6t C.tu:li.-6, two l r I f iting 
CleJtk..(), ctnd one (11 Oe.�patth Cle.Ak. 

THE CANTEEN SECTION 

u.s.s.1 TheJte � two l r I citnte.e.n.6 loc4ted at the He.ctd Ol�·ice. 'fl'l
New GaJtde.n St.1teet a.nd .. �t .. th� PSM • ..() 0!6 ice in WateJt.loo StJteet. The 
pJtincipal objective. 06 the Ccinte.en Se.ct.ion which - i.6 heavily 
-tlu.b..()idize.d by the Gove.Jtnment, i.6 ta pJto�ide. cheap meal..() and ,t,nack.6 
to -6ta66 la.11c:f otliu pabt.i.c o,·,.icUA), �,6 well a..() paJtticipa.nt..() on
tJtaining cou.JUe-6, me.et.in�, etc. 'lh..� � �tt.� � ... irr.J tfo:rclt,91. 

3.t.s.s.t Thi,6 ,6ecti.on ,i,6 he.ctded by a Ca.nte.er,. Manag,e.Jt, 

3.2.s., MAINTENANCE OIVISION 

3.2.5.6.f The main objective. 06 thi..() ..6e.ction iJ.i to maintain the. 
g.1tound,6 and building,6 o 6 the PJte...()identiat 06 6 ice. Comp.lex, 
Ca.6te.t{an..l Hou.J.ie and State Hou...()e{ and the utilit..le-6 a-6J.iociate.d
with the.m), AN(, ·J>SM"& �- ' · '· 

3.2.5.6.2 1 t-6 main 6u.nc.tion-6 aJte: 

la.) JttpaiJting and ma.intaining o6{ice building'->, e.le.ctJtical, 
ai.1t conditioning and othe.Jt tl-6-tlentia.l 4eJtviceJ.i; 

lb) cutting lawn..() and Jtoad J.ihou.ldeJt..() and cte.an.ing cana.£.,6; 

lei pJte.paJting 60.1t natiokat event-6 and .1teceptionJ.i. 

3.2.5.6.3 Thi,6 ..()ection i..() manned by 4n EJ.itate. Su.peJtintendent, 
Etect�ician'->, CaJtpe.nte.�4, Labou.JteJt..(), Cle.ane.Jt�, and Painte.Jt 
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ORGANIZATIONAL S11WCTURE 
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3.2.6 

3.2.6.1 

-;G)­

FINANCE PlVJSION 

,nss1011 

The M.i.1.,.1.,.ion 06 the. V.ivi.1.,.ion .i.1., to en.6u1te the eHe.ctiv� 
and e66.ic.ient management 06 the 6.t.nancial ope1tat.ion.1., 06 the 
Min.i...1.,t1t1J

9 
and en.1.,u1te tha.t they a.1te ca.1t11..i..ed out .t.n a.cco1tda..nce w.t.th 

the F.i..nanc.ial Adm.in.i.1.,t11.at.ion and Aud.it Act, F.i.nanc.ia.l Regula.t.ion-6 
and Ci1tcula1t .in.6t1tuct.i.on.1.,. 

3.2.6.2 The object.t.ve.1., a.1te: 

3.2.6.3 

ll} To manage. a.nd cont1tol all 6und.1., d.i.1.,bu1t.1.,ed to the
Min.i...1.,t1ty .60 a..1., to en.1.,u1te. tha.t expend.itu.11.e .i.1., .in
ate:Oll.dance with: the F.inanc.ial Adm.in.i..6t1tation a.nd Audit Act,
Regulation.1., a.nd 1televa.nt c.i1tcula.1t.1.,.

(2) To b1t.c.ng to l.ight all dev.c.at.ion.1., 61tom e.1.,ta.bl.i.1.,hed 1tule.1.,
and p1tocedu1te..6.

(3) To eri•u11.e that co11.1tect.c.ve act.ion .i.1., ta.ken to 1tect.i61J the.
.1.,-i.tuat.ion.

(4) To en.6u1te p1tope1t cont11.ol mecha.n.i-6m-6 a.Ile .i.n pla.ce a.nd a.11.e
executed a.nd ma..inta.ine.d.

l S) To en.6u1te that all payme.nt.1., a1te eHected . ,in a t.imely 
m�nne11. within the ambit 06 the Voted P1toviA.ion' and that 
all account.1., a.11.e 1teconc.iled acco11.d.ingl1J, 

. (6) To me.et de.adl.ine-6 6011. the .1.,ubm.i-06.i.on 06 e.-0t.ima.te..1.,, 
p11.og1ta.mme.1.,, 11.e.tu11.n.1.,, 1tepo11.t� a.nd monthly compl.ia.nce 
ce1tt.i..6.icate.1.,. 

ORGANlZATION ANO MANAGEMENT 

la) The V.iv,i.1.,.i..on .i.1., headed blJ the. P1t.i.ncipal A.1.,.1.,.i.1.,tant 
Sec11.etall.lJ l f) who 1tepo1tt-6 to the Ch.ie.6 Adm.i.n.i.1.,t11.at.i..ve 
0 66 .i c e1t ( C. A. 0 J • 

{ b) 1 t ha-6 a .1.,ta6 6 complement o 6 twentlJ . .frw-e, l fSJ o 66 .i..celt.6 
.i.nclud .i..ng two lf J Ch.ie 6 Accountant-6, two l2 J A.1.,.1.,i.1.,ta.nt 
Sec1teta11..ie.1., IF}, � 13) Accountant-6, two l2) A.1.,.1.,.i�tant 
Acc.ountant.1.,, .1.,.ix 16) Cle.Ilk. 111'-6, .1.,e.ven 17) Cledl 11'.6 
,gru, l 1 J SuppllJ Exped.ito1t � .61Z£{1) � � � 

le.) 

P0S1Tl0NS 
POSITIONS f'OSIUOIIS flACNICJES 

FULEO 

P11..inc.ipa.£. M-0.i-0tant ,se.bteta11.y IF} 1 J, 

Ch.ie6 Ac.countant 2 2 

A.1.,.1.,,i.1.,ta.nt Sec1teta1t1J ( f) t 1 , 

Accountant 3 2. ' 

A.1.,.1., {.1., tant Accountant 2 1 1 

Cie.11.k 1 11 6 3 3 

Cie.11.k 1 1 1 1 

SuppilJ Expe.d.i..to11. 1 1 
Voucho- ·&om Att�t 1 f 
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3.2.b.6 STO�ES 01VJS10N: 

3.2.6.5.1 MAIN OBJECTiflES: 

3.2.6.5.2 

( r J To e.n.6uJte. tha.t all -6toJte..6 pµ.tcha.6e.d 60.1t u..6e. by the. 
066ice 06 the. PJte.-6ide.nt aJte. .6a.6e.ly .6toJte.d a.nd 
ma..inta..ine.d in good condition •. 

UJ To e.n.61.ue. that a.ll -6toJte.-6 a.Jte. p.tope.Jtly .tece..ive.d, 
i-6-6ue.d a.nd Jte.co.tde.d to 6a.cilitate. pJtope.Jt 
accounta.bil.ity and .1te.p0Jtting on the.iJt u-6a.ge.. 

l31 T� pJtovide. 6oJt an ade.qua.te. .6uppty 06 ite.m-6 to 
6dc.il.ita.te. the.iJt pJtompt a.cce.-6.6ibility whe.n ne.e.de.d by 
the. 066.ice. in the. conducting 06 it.6 bu.6ine..6.6. 

l 4 J To e.n.6uJte. that the. .6toJte.ke.e.ping a.ctivitie..6 o 6 the. 
066.ice. a.Jte. done. in con6oJtmity with the. Sto.1te..6 
Re.gutation.6 a.nd Jte.le.vant ci�cula.Jt.6 <-6-6ue.d by the. 
Se.c.te.ta.Jty to the. TJt.e.o...6uJty (lnd Accounta.nt Ge.ne.Jta.l. 

ORGANIZATION STRUCTURE: 

STORES Otf1IS10II 

'I STORE- KEEPER 111

I 
STORE CEEPER J J U Po�it.iou) 

EXPEOJTOR 

3.2 .• 6.5.3 The. a.ppJtove.d .6ta6 6 e.-6ta.bli.6hme.nt 6oJt the. StoJte.-6 

Se.ct.ion i.6 StoJte.lae.pe.Jt 111 a.-6 the. .6upe.Jtvi.60Jt, two StoJte.lte.e.pe.JrJ 

11 a.nd an Expe.ditoJt. 
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flflf MlflT OlflSIO#: 

IUSSJOII 

To e.n-1.,uJte. ( r J that the.!Le. -<..6 pJtope.JL i.nte.Jtnal c.ont.rr.o.i 

ove.Jt the. 6.i.Mn.c.ia.l a6�a.i..rr..6 06 the. 066.ic.e., U) tha.t .it.6 c.a...6h .• 

.6tOJte..6 a.nd 2.qu.ipme.1tt a..te. u,t,e.d 601!. the. puJtpo-6e..6 .inte.nde..d and 
UJ th4t .6pe..c.ia.l .inve.,t,tiga.t.ion-6 a..ite. c.a.1t1tie..d out and q.dvic.e. 

give.n wh�.ite. ne.c.e..6.6«Jty. 

3.t.1.t

3.f.7.t.f

ClG,Urt ZATIOII A#P M.IIA�MENT: 

Th.i.6 Fie.ld Audit P.ivi.6lo� i.6 htade.d by a. Fie.ld 

Au.di.toJt a.nd ka.-6 a. .6ta.�6 c.ompte.mu!.t 06 cn.e. A..6.&.i.6tant F-i.e.td 
liu4.itoJt ..Q§i, .. .tWO;,:Jtodt· UM..l.Jl�.. The. F .ie...'..d Aud .ito.11. J!.e..po.11.t,t, to the. 

Chie.6 Adm.ini.6t1ta.tive. o, 6 .lcu. � I !!ke. CUA.t :l#�l�I

3.f .1.f.f

be.tow: 
The. main �unction� 06 th� V{vi.-6.ion a.Jte. a..6 ,t,hown 

{4) To ea�ky out 6ie.ld a.udlt� and -6tock ue4i6i.c.�tiun 
e. ,uu. r.. '· ,t � -6 •

(6) To co�d�c.i �pe�!al inue�ti9�tion.1., and p�ovide. �dvice
whe. .. "t i n:2.c.e..{,.!ialty.

le) To e.nju){e. that the. i�ve.�to�y che.c�� o, V.ivi�iona a.�t 
ca.1tJt..ie.d out a.t le..a.6t twice. �e.a.11.ty. 

3.f .7.J ORGANIZATION STRUCTURE l FIE lO AUPlT f11l1IS10N) 

Clu2' AdlliM4tutive 
o,,ic�.t 

fie.Ld A"d.l�oii. 

A.46.t f .i.e.l.d. Allliitoll. 
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PfRSONNfl OlVlSION: 

MISSION 

To ensure the implementation effective personnel 

policies within the framev.TOrk of the Public Service Rules, Public Service 

Cornnission Rules, Regulations, Circulars, and other conventional personne 1 

practices in force, thereby ensuring a harrronious industrial relations 

c1 irnate. 

!.Z.8.2 ORGl\NIZATIOO AND MANAGEMENI': The Division is headed by a Principal 

Persormel Officer who assisted by a Senior Personnel Officer (ag) stationec 

at Public Service Management, two Clerk II sharing the duties Personnel 

Officer II, one Clerk II perfonning the duties of Clerk III, and one other 

ClE~rk II. 

3.2,8.3 The Division was responsible for the following areas: 

Provide guidance and advice to the Senior Management Team of the Office of 
the President on all aspects of personnel m:magernent/adrninistration. 

Ensure that Heads of Department and Supervisors are familiar with and 
adhere to the Public Service Rules, Public Service Ccmnission Rules, 
Regulations, Circulars and all other documents p.=:rtaining to personnel 
policies and practices; 

Advise employees of their conditions of service and concessions and ensure 
the efficient examination and processing of claims and allowances; 

litate the training and developrent of staff; 

Maintain accurate personnel data records of employees; 

f'v1aintain an up-to-date record of service for all employees; 

Identify staffing needs and take appropriate action for the filling of 
vacancies; 

Process placement and replacement of staff; 

Mediate in disputes between supervisors and subordinates and provide 
counselling where necessary; 

Process allegations/recarrnendations for disciplinary action against 

Oversee the staff perfonrance appraisal process; 

M:Jnitor leave roster to ensure that, whenever possible staff apply for 
le~ve as indicated on it. 



3.2.8.4 

r Perso11 nel Officer JI I 

Cierk II (G) 

C'lrrk 11 (C) 
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PEiSONNEL VIVISION:

Prindpai Personnel Officer 

Senior Personnel Offit.�er 

Secretar�'/ I� pist 

Personnel Officer I 1 

1 Clerk Ill (G) 
:! C!rrk II (G) 

l 
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SUBVENTION AGENCIES 

The 066fre 06 the P11.e 0<.dent <..6 11.e0pon-0{ble 6oJz the 
exami..nat,i_on 06 Account.6 and 11.~lea-0e 06 6und.6 to the Ca-0tellan< 
Hou.6~ and P11.e-0-idenUal GuaJr.d.6. It af-00 p11.cpa11.e.-0 11.em-ittance.6 
and w,i_thd11.aw-0 6und0 6011. the> Guyana De6en0e Fo11.ce, Guyana 
Nat.i.onai Se11.v.ice and Guyana Wate11. AuthoJz.i.ty to do Cap<.tal 
Wo11.k .6. 

The 6ollow.i.ng agencie.6 al-00 11.ece.ive 6und.6 6011. thei..11. 
ope11.aUon.6 611.om th,i.6 066ice: The. Jo,i.nt Intelligence 
Coo11.d,i_nat,i_ng Cent11.e, Cu.6tom.6 Ant,i_ Na11.cotic Un,i.t, Guyana 
Management In.6ti..tute, Nat-ional Data Management AuthoJz<ty, 
In-0ti..tute 06 Appli..ed Sci..ence.6, Guyana Natu11.al Re.-0ou11.ce.6 Agency 
and the Env,i_11.onment P11.otect<.on Agency. 

JOINT INTELLIGENCE CO-ORVINATING CENTRE 

The. Jo,int Inte.ilige.nce Co-011.dinating Ce.nt11.e. wa.6 
conce.ptuai,i_-0e.d by the. U.S. State. Ve.pa11.tme.nt 6011. dealing with 
the. Ille.gal T11.ade. and U.6e. 06 Na11.cotic Sub.6tance..6. 

The. aim.6 and obj e.c ti v e..6 all. e. to co Lf.e.c t inte.ii ige. nc e. 
611.om va11.iou.6 -0ou11.ce..6, which i.6 coiiate.d, di.6.6e.minate.d and 
11.e.co11.de.d. Vi.6.6e.mination i.6 ge.ne.11.aiiy to Law En6011.ce.me.nt 
age.nc.le..6 to a.6.6,it in the.ill. inte.11.di.cti.on e.6601tt.6 and to .in6011.m 
Gove.11.nme.nt ,i_n 011.de.11. to 6acii.itate. the..l11. planning and 
6011.muiation 06 policy to combat the.ill. .lite.gal t11.ade.. 

T h e. p Jr. i n c i pa i J . 1. C . C • i .6 l o ca te. d a t E i P a .6 o , Te. x. a .6 , 
U.S.A. the. El Pa.60 Inte.ll,i_ge.nce. Ce.nt11.e. (E.P.1.C.) which i.6 
linked to pa11.ticipating J. I.C.C . .6 located in .6e.ve.11.ai Latin 
Ame.11.ican and Ca11.ibbe.an count11.ie..6, including: 

Co.6ta Rica 
Vomini..can Re.public 
Guatemala 
Panama 
Jamaica 
Ba11.bado.6 
T11.inidad 
Guyana 

Ail the. J.I.C.C.-0 a11.e linked to e.ach othe.11. by va11..lou.6 
me.an.6 06 communication, i..ncludi..ng compute.Jr. mode.m.6 and 
in6011.mation -t.6 e.xchange.d be.twe.e.n the.m on t11.e.nd.6, move.me.nt 06 
ve..6.6e.i.6 and pe.'1..60n.6 and othe.11. data. 

1 n e.ach pa11.t.lcipating count11.y, the. J. 1. C. C. i.6 
.6uppo11.te.d by .6malie.11. Joint tnte.ltige.nce. Ce.ntJr.e..6 06 the. Se.cu11.{~y 
Fo11.ce..6 - A11.my, Police., Cu.6tom.6, e.tc. The. U.S. State. Ve.pa11.tme.nt:_ 
a.6.6i.6t.6 the. J.1.C.C • .6 with e.quipme.~t, t11.aining, e.tc. · 

Pian.6 to .6e.t up the. J. 1. C. C. .in Guyana and : .lt.6 
.6uppo11.ting all.m.6 - J.L-C~.6 06 the. G.V.F., Pol,i_ce. and Cu.6tom.6_:__g_9t 
unde.11.way in the. 6i11.-0t paJtt on 7993. 
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In the 1996 app)[oved National V)[ug-6 
Ma.�te)[ plan, the J.I.C.C. had been a-6,6igned the )[ole 06 
be{�g . totally . )[e,6P.on-6ibte 60)[ the co­
o)[d-<.nat.ton o 6 a.it .tntell.tgence mattvi.-6. A,6 the Cent)[e 
Wa,6 )[ecentty ,6et up, no de6initi.ve ,6t)[uctu)[e wa-6 laid 
down but u-6ing example-6 6)[om othe)[ J.I.C.C. -6, the 
-6t)[uctu)[e ,6hould be a-6 6ottow-6:-

lal One Vi)[ecto)[ 
lbl Sy-6tem-6 Co-o)[dinato)[ 
le) Compute)[ Speciali-6t,6 
ldl Va.ta Ent)[y Cle)[k-6 
le) Vata Analy,6t,6 
l6l Inve,6tigato)[i 

CUSTOMS ANTI NARCOTIC UNIT 

Cabinet mandated the c)[eation 06 the Cu-6tom-6 Anti 
IJa)[cot.lc Unit lCP l941 6:2:fl in June 1994, a ,6t)[ategy that 
ident.l6led Cabinet',6 conce)[n,6 about the de6iciencie,6 in the 
cu-6tom-6 ,6ecto)[, the main -6ecto)[ in which illegal d)[ug,6 
ente)[ed and te6t Guyana. The Unit Wa,6 impteme.nted in 1995 
to act within the pa)[amete)[-6 06 the Cu-6tom-6 Act 82:01 and by 
the p)[ovi,6ion-6 oi the IJa)[cotic V)[ug-6 and P-6ychot)[oph.lc 
Sub,6tance,6 lCont)[otl Bill 7988. 

The 066.i.ce)[-6 employed a)[e p)[ima.)[ity cu)[)[ent and 
)[eti)[ed commi,6-6ioned and non-commi-6.l>ioned oHice)[-6 6)[om the 
Guyana Ve6ence fo)[ce and the Police fo)[ce. 

By law, the a)[ea 06 activity inctude-6 ai)[po)[t-6, 
-6eapo)[t,6 and the bo)[dei. The )[e,6pon,6lbititie-6 a)[e phy-6icat 
-6U)[veillance and monito)[.lng, data collection and analy,6i-6, 
inte)[diction, )[epo)[ting and netwo)[king. The line o 6
)[epo)[ting ,i,6 di)[ectly to NANCOM via the Head 06 the 
P)[e.,6identia.l Sec)[eta)[iat. 

Becau,6e 06 the ,6cope 06 wo)[k, ope)[ation-6 had to be 
implemented in 4 pha-6�-6. The Unit implemented pa)[t 06 
Pha.-6e 1 du.1ting 1991, -<..e., phy-6ica.t monito)[ing 06 Timeh)[i 
and Ogle aiJtpo)[t-6, in6o)[ma.tlon gathe)[ing, and development 06 
a. compute.It c£a.tabiue. The Un.it ha.,6 wo.1tking )[elation-6 with it-6 
Ca)[icom, No)[th AmeJtican and EuJtopean counteJtpa.)[t-6. 
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3.2.12.1 

3.2. 12.2 

TU, 

wokf?-6 06 alr..t 
a c. qu i._ .� i. t -i. o n , 
<nt(''r.p1trtat,ion 
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CASTELLANI HOUSE 

MISSION 

m,i.�,6,ion, i.� to 
c.on.6t.i.tut.i.ng 

"xh.i_b.i_t,ion, 
06 0uch wo'1.IU:>. 

6oc.u� on the 
the nat.i.onaf 
p)(omoti.on, 

pJr.e6r1tvat<or1 06 

patJr.ononL{, and 
document at,: on 

th�· 
th..:. 
o nd

ca.�te.i.f.an,i Hou,H, the Nati._onai Mt Gatfny, i6 o pul,fi.r 
n o n - p 1r_ o 6 i. t ,i n -6 U. tu 0. o n , -6 vr. v { n g th e i._ n t e Jr.. e. -6 t -!:> o 6 a i e t h e d -i. t1 (' k 6 (i 

commun<f{('� wh<c.h 6hape ouJr. nati.onat c.uitu1r_ar ehakac.te!f.. A-6 an 
nhi.hdoJr., ,nte)(p)(ete.Jr.. and p!(Omote)( 06 ContemroJr.atr.y V{-6ua.e A1r..t J� 
ll p .� 0 !) (?_ ,) ,.') -< O n a f � t cl 11 d a ,Ir_ d , { ( p It O \! < d (! ,6 £. e ('_ t (( t (' � , 6 (l m < Yl a � -'> • W O I[ f? 6 h O p ' 
and othe!( 6okm-6 06 pubfi_c educ.at.i.on. 

3.2.12.2.l Ca-6te.-t'tan.i. Hou-6e. <·� managed by a CommUtee and ha-6 G 

Cu!f.ato,t who .i..6 Jr.e-6pon-6.i..bie 6ok day to day opu.ati._on-6. See the 
o�gan.i..zat,iona.e -6tJr.uctu1r_e Ml ff 3Z..

3.2.12.2.t A V-U1.e.c.t0Jt. 06 Admini.6tJt.ation \ a manage.ment Comm-itte.e. 
me.mbe.Jt./.6e.nioJt. me.mbe.Jt. 06 .6ta661 i.6 _.till ne.e.de.d to de.al with 
ad"!

i�-i.6tJt.atfoe. matte.Jt..6 e..g._ .6ta66ing, budge.ting and 6utuJt.e. 6und­
Jr..a<.6<ng and Jt.fve.nue. eaJt.n<ng, the.Jt.eby allowing the. CuJt.atoJt. to 
c.ontJt.ate._ on c.uJt.atoJt.ia_l matte.Jt..6 06 Jt.e..6e.aJt.c.h and doc.ume.ntation 06
the.. N�t.<onal Colle.c.t<on, on c.onte.mpoJt.aJt.y aJt.t and p1r..epaJt.at-ion 06
e.x.h<b<t<On,6. 

ORGANIZATION AMV MANAGEMENT 
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CASTELLANI HOUSE 1997 

ADMINISTRATIVE CHART 

MANAGEMENT COMMITTEE 

-Directs and guides the policies, progranmes
and functions of the National Gallery. 

CURATOR 

Directs and implements the day to day 
curatorial progranme (exhibition, research, 
documentation) and related programne of 
events (lectures, seminars) and functions as
administra� of the gallery; sits as 
Secretary of 1 the Management Ccmnittee.

AI:MINISTRATIVE SEX::REI'ARY 
( fran December 1 , 1997)

Secretary and principal assistant to the
CUrator; prepares documents and correspondence
as directed by the CUrator� perfozms 
receptionist duties. Liaises between CUrator 
and other administrative and gallery staff. 

Am!NISTRATIVE ASSISTANT 

Works with CUrator in plan­
ning exhibitions. Responsible
for the preparation of art 
WOfks · and gallery spaces and 
ItPUnting of exhibits. 

Supervises day-to-day functions of gallery 
staff; p.irchases contingencies and supplies
for gallery and maintains stock. and goojs 
receipts beak; carries out curatorial and
administrative duties at the direction of
the CUrator .I 

Carries out maintenance and
repair of work. 

S&:REI'ARY 
(to November 30, 1997)

Perfoms receptionist and clerical
duties - prepares documents and 
oorrespondence rected by the 
CUrator. 

GALLERY A'.I'I'ENDrlNr
OFFICE ASSISTANT 

Supervises, guides and assists 
visitors to the gallery/delivers
mail, perfoll!IS office and mis­
cellaneous duti

r
. 

I GALLERY ATI'ENDANTS 

Supervise, guide, and assist
visitors to the gallery 

Responsible for daily cleaning
of gallery offices, exhibition 
areas, washroan facilities and
fittings therein. 

r / 1 

I . 
----' 
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PRESIVENTJAL GUARV 

3.2.13 .1 Ill SSJ ON 

3.2.73.2 

l.iJ To p!r.ote.ct the. l-l6e a.nd p!r.opeJr.ty 06 H-l-0 Excellency the 
PJr.tJ.i{dent a.nd 6a.mily. 

(.i.i) To p!r.ote.ct the l-l6e a.nd p!r.opeJr.ty 06 the HonouJr.a.ble PJr.-i.me 
M-ln-l�teJr. and 6am-lly. 

ORGANIZATION ANV MANAGEMENT 

The PJr.e-0-ldentia.l Gua.Jr.d -l� comp!r.-l�ed 06 two J.iect-lon-0 w-lth 
J.iepa.Jr.a.te. a.nd d-i.J.it-i.nc.t 6unc.t-lonJ.i. The-0e Se.c.t-lon-0 aJr.e.: 

laJ The Body PJr.otec.t-lon Unit DJr. Pla.-ln Clothe-0 Section. 

(bl The Un-l6oJr.m Section. 

3.2.13.2.1 The Body PJtote.ct.ion. Un.it O,i Pla..in. Clotlte..1, Se.ct.ion.: 

3.2.13.2.Z 

The. Body PJr.ote.c.tion Un-lt i-0 J.ita.t-lone.d �n-0-lde Sta.te 
HouJ.ie compound which i-0 uJ.ie.d a.� it-0 opeJr.at-lonal hea.dqia.Jr.ttJr.J.i. FoJr. 
opeJr.a.t-lona.l pu!r.po-0e-0, -lt -l-0 divided into 6ouJr. J.iub-unit�, thJr.ee (3) 
06 wh-lc.h aJr.e d-i.Jr.e.ctly attached to H-l-0 Excellency the PJr.e-0-ldent a.nd 
one l 1 J to the H onouJr.a.ble. 'e..,i -i.me. M-i.n-i.J.ite.Jr.. 

The. J.iub-unit-0 aJr.e. e.ac.h commanded by a.n 1n-0pect0Jr. 
who Jr.epoJr.t-0 d-i.Jr.ectly to the 066-i.c.e.Jr.-in�cha.Jr.ge. 06 the Body 
PJr.otection Unit. H-l-0 Second-in-command ha.� diJr.2ct Jr.e�ponJ.iibility 
60"- the PJr.ime. M-ln-i.J.ite.Jr. 1 -0 J.ie.cuJr.-i.ty, thu� he ha-0 a. dual Jr.ale.. 

The main 6unctionJ.i 06 the. Body PJr.otec.t-lon Unit a.Jr.e: 

(a) To p!r.ov-lde immediate J.itcuJr.-i.ty 6oJr. the PJr.eJ.iide.nt a.nd
6a.m-lly a.nd the PJr.-i.me. M-lniJ.iteJr. a.nd 6amily.

lb) ContJr.oll-lng a.cce-0-0 point-0 to the PJr.e-0-lde.nt a.nd 
PJr.ime. Min-i.J.iteJr.. 

Thi-0 -lnvolve.-0 J.icJr.etn-i.ng me.mbe.Jr.-0 06 the public. wi-0h-lng to 
ha.ve a.udienc.e with both, p!r.oviding in6oJr.ma.t-lon on J.iitua.t-lon in 
-0pec-i.6-lc a.Jr.ea,� to be v-i.J.iited by the. PJr.e.J.i.i.dent a.nd PJr.ime M-i.n-i.J.iteJt
a.nd a.dvi�a.ccoJr.d-i.ngly.
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3.2.13.2.3 The Un.i6o�m Sect.ion:_ 

The Un-i601tm Sec.ti.on ha-6 two ma.in adm-i.n-i.-otJtat-i.ve!opVtatfon­
al c.entJte-6 loc.ated at:-

l.iJ State Hou.--oe 

li.il Vl<-6-oenge.n Road (Ca�tellan.i Compound) 

The. pJte_-oe.nce 06 a body 06 me_n -i.-6 a€-oo ma.intai.ned at the 
Pte-6idential Complex. 

3.2.13.2.4 The ma-<-n 6unc.:t-ion 06 the Un-i.601tm Sec.t-i.on 
P1t e.-oident-i.al Gua1td i-o to p1tov-i.de. what c.an be te1tme.d 

o 6 the 
·�tatic

�e.cu�ity' 601t the P1te.-oident and P1t<me M<n-i-oteJt. 

3.2.13.2.5 The ma.in admin-<-6tttat-i.ve c.e.nt1te. 06 the. P1te-o.ident-ial Gua1td 
L6 eocated at B-i.d601r.d Hou-6e. The. 066-ic.e.-o 06 both the He.ad 06 the 
P1t e-o-<de.nt.i.al Gua1td an.d the Deputy He.ad 06 the. P1te.-oide.n.tial Guatrd 
aJte -6ituate.d at Bid601td Hou-oe.. The.y aJte 1te-opon.-6ible 601t the day­
to-day admin.-i.--ot1ta:t.i.on. 06 the. Gua1td. Th-l-o inc.lude.-o Va<--oon with 
�ec.u.1tity age.n.c.-ie-o, etc.. 

3.�.13.3 ORGANl:·ZATl:ONAL STRUC1'URE 

• 
I _J 

B1dford House 

State House 

Vlissengen Road 
l(astellan1 Compound!

State
House

PRESIDENTIAL GUARD 

Presidential
Complex 

Prime Minister's 
Residence 

Officer;1n-�hargel
Uni form Sect ion

_J 

New 
Haven 

Vlissengen
Road 

r--.-·---·---1 
iO[f1cer-1n-Charge 
i-- Plain Clot -
~---::··sect ion 

. I l_1 __ J·l~ ~I l_ 
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SUMMARY AND REVIEW OF THE CURRENT YEAR'S PROGRAMME 

HEAD, PRESIDENTIAL SECRETARIAT SECTION 

This review covers the following sections: 

Confidential Secretariat, H.P. S. 
Cabinet Secretariat 
Defense Board Secretariat 

4. 1. 2 The organisational chart and the staff complement remained unchanged in 1997. This fact 
contributed to improvements overall in efficiency and effectiveness of work performance. 

4. 1 • 3 : The Confidential Secretariat of the H.P. S. handled all data processing and record keeping 
ftmctions of the office. Staff developed flexibility in ftmctions and was exposed to training courses 
outside the institution, The work programme was adequately discharged in 1998. 

4.1.4 The Cabinet Secretariat remained a challenge in 199_7. While in general the performance 
was adequate, the organisational aspects of the section continued to be problematic. There was 
stability in the staff complement but the work environment lacked proper integration of tasks. 
Those aspects of the work programme dealing with Cabinet Meetings were adequately addressed. 

4. 1 • s Hardware and software computer deficiencies had to be corrected and physical space 

4.1.6 

remained inadequate. The Da1a processing aspects were ;not properly addressed so there continued 
to be an accumulation of records needing processing for archival purposes. 

Cabinet Monitoring Unit was practically dormant as only a few assignments were provided. 

4.1. 7 The Defense Board Secretariat's work programme was achieved in 1997. Notwithstanding 
this factor, there continued to be problems with the organisation of work that was characterized by 
large flw;tuating in volume on a regular basis. The handling of this reality remained inadequate in 
1997. 

4. 1 • 8 Work involving Defense Board Meetings was carried out according to the programme and 
data processing functions were essentially adequate. 

4. 1. 9 The work of the HPS's Annexe was negatively influenced by deficiencies in physical space 
for staff and storage of information. 



4.2 

4.2 .1 

4.2.2 

4.3 

4.3.1 

4.3.2 

4.3.3 

4.3.4 
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THE CONFIDENTIAL SECRETARIAT 

This section experienced the normal changing arowtd of staff as the Office of Presidency 
was held by Dr. Cheddi Jagan, Mr. Samuel Hinds and Mrs. Janet Jagan for three different periods 
during the year. However the same staffing structure was retained throughout the year and the 
secretariat was able to successfully carry out its duties of providing efficient secretarial services to 
the President. 

One member of staff, Miss Imogene Crawford who worked for a very long time in this 
section retired during the year. 

DIVISION OF PROTOCOL 

The Protocol Division continued to provide services to Their Excellencies the President and 
First Lady. During the year the Division continued to function without the services of its Word 
Processor Operator and suffered in its computer work as a result of her transfer. As a consequence 
the Typist/Clerk has been performing the duties of Confidential Secretary. 

Mr. E. V. Persaud was re-engaged on a 1 year contract as Protocol Adviser with effect from 
March l, 1996. He continued to discharge the functions of Secretary-General of the Orders of 
Guyana and thus, the Division maintained the responsibility for finalising all arrangements 
pertaining to the Investiture Ceremony. 

Efforts were still pursued to determine the possibility of striking medals locally at a 
reasonable cost to eliminate the backlog of medals to be awarded to the Disciplined Services. 

The review of the year's programme would be done in three sections, namely A, B, and C, 
to cover the periods when Presidents Cheddi Jagan, Sam Hinds and Janet Jagan functioned in that 
office. 



4.3.5 

4.3.6 

4.3.1 

4.3.B 

4.3.9 

4.3.10 

4.3.11 

4.3.12 

4.3.13 
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SH::'l'l� A 
- . 

His Excellency had over twenty ( 20) local functions and sixteen 
( 16) courtesy calls, including 6 fran the Diplomatic corrmunity. He 
received .. Letters of Credence fran two Ambassadors and received them on 
courtesy calls. His Excellency visited Region 3 and attended 1 Diplomatic 
Reception. 

His Excellency hosted a working breakfast for a visiting Suriname 
Ministerial Delegation. 

His Excellency addressed:-

(a) l\ Brunch to mark the birth anniversary of Dr. Martin Luther King.

(b) The Guyana Defence Force Annual Officers' Conference.

( c) The Opening Session of the Regional Integration Fund Meeting
· arranged by the CARICCM Secretariat and Guyana.

(d) 'J'he Inaugural Meeting of the IWOKRAMA Board of Trustees (he also
unveiled the plaque for the Inauguration).

rfis Excellency handed over the Instruments of Appointment to 
,Justice Prembishaul Persaud as Justice of Appeal and to Messrs. C. Singh, 
D. Trotman, D. Hanornansingh and D. Bissessar as Puisne Judge.

His Excellency fell ill on the evening of February 14, was taken 
to Walter Reed Medical Centre in Washington, OC on the folla.ving day and 
died on March 6. The body of the late President was brought back to 
Guyana on March 7 and cremated at Babu John Cemetery, Port Mourant on 
M.."lrCh 12. 

On the departure of President Jag an for Washington, IX: the Hon. 
S.A. Hinds, Prime Minister, was sworn-in by Hon. C.C. Kenn.=irrl, Chancellor, 
on February 15 as President. 

SEx:::TI� B 

His Excellency was fully involved in the arrangements for the 
cn'm::ltion of the former Presi.dent. 

On March 17, Mrs. Janet Jagan, O.E. and Hon. R.D. Persaud, O.R., 
M.P. were sworn-in by His Excellency as Prime Minister and Vice-President.

His Excellency had over two hundred and thirty (230) local 
functions and was accanpanied by Her Excellency to several of those. His 
Excellency visited all the Regions and held public, ccmnunity, 'bottan­
house' and individual meetings in order to learn the problems facing the 
entire nation, at the regional and national levels. 



4~3.14 

4 .. 3.IS 

4.3.16 

4.3.11 

4.3.JB 

4.3.19 

Her Excellency continued her involvement as Head of the Guyana 
Relief Conmittee and had an exacting schedule of local engaga:rents. In 
addition, Her Excellency joined the President during the CARia:M Surmri.t 
in Jamaica and represented Guyana at the 1st Ladies of the Americas 
Conference in Panama. 

Their Excellencies attended twelve Diplanatic Receptions, the 
majority to mark the national days of the countries whose Envoys hosted 
them. Their Excellencies hosted eight Receptions and His Excellency, one 
Dinner. 

His Excellency received credentials from the Envoys of Zambia, 
Bolivia,Bangladesh, Barbados, The Den:ocratic People's Republic of Korea, 
The United States of America, Colanbia and Surina1re who paid courtesy 
calls im:nediately after the presentation ceremony. 

Fourteen courtesy calls were made by prominent persons on His 
Excellency, including the Secretary-General of the Association of 
Caribbean States and the Heads and Members of Election Observer Teams. 
His Excellency signed 5 Memoranda of Understanding on behalf of the 
Governrrent of Guyana. 

In addition, His Excellency visited Mr. Moses Rampersaud on his 
100th birthday and delivered the main address at the following:-

Rotary World Understanding Dinner 

Flag-Raising on 22 February 

Annual Police Officers' Conference 

C.aribbean Conference of Auditors-General 

113th Guyana Teachers' Union Annual Delegates Conference 

Linden Town Day 

Flag-Raising on 25 May 

FJ1IDOre Martyrs' Day 

Investiture '97 

Remembrance Day Service 

His Excellency also delivered the feature address at the 
Carmissioning of Guyana Electricity Corporation facilities at Wakenaam, 
Garden of Eden, Sophia, Leguan and Gangaram. 



4.3.20 

4.3.21 

4.3.22 

4.3.23 

4.3.24 

4.3.25 

The foll0v,1ing overseas visits were made by His Excellency:-

'l'rinidad and Tobago 

Miami 

Barbados 

l\ew York 

,Jamaica 

Inauguration of President A.N.R. Robinson 

Investing in the Americas '97 Mining 
Conference 

CARICCM/US Sumnit 

United Nations ' General Assembly Special 
Session on the Environment 

CARlCCM Summit 

General Elections were held on December 1 5 and Hon. Mrs. Janet 
Jagan, O.E. was sworn-in as President by the Hon. C.C. Kennard, O.R., 
Chana� l lor . 

Her Excellency swore-in five Ministers and the Head of the 
Presidential Secretariat on December 22 and thirteen Ministers on December 
24. 

Per Excellency had a full period of engagements to the end of the 
year. 

The Di vision was called upon to arrange a Hero's funeral for the 
late Martin Carter, 0. R. , C. C.H. , and received every assistance f ran the 
Guyana Defence Force and the Guyana Police Force as well os other 
Agencies. 

The Division wi�hes to record its appreciation to all the Agencies, 
ooth Governrrental and non-Governmental, for all the assistance it was 
r.endcrPd during the course of 1997.
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4.4 AVMJNJSTRATJVE V1V1Sl0N 

4.4.1 Th.i.,,6 ye.a.Jr. .:the. Vlv,l,5.lon c.on.:tlnued .:to l.lhow pJtogJtUl.l. Mol.l.:t 06 .:the. 

.:taJtg e.:tl.l l.l e.:t wue. ac.hle.ve.d and .:thol.l e. .:tha.:t wue. no.:t me.:t wue. Ln .:the. 

pJtoc.ul.l 06 c.omp.le.:tlon. 

4.4.2 I.:t wal.l mol.l.:t he.aJt.:te.nLng .:to l.le.e. vaJtloul.l me.mbe.Jtl.l 06 l.l.:ta66 undu.:takJ..n.g 

.:tJta,i,n,i,ng .:to lmpJtove. .:the.lJt l.lki.l...ll.l and/oJt know.ledge. Ln 6le..ldl.l .:tha.:t we.Jte. 

job-Jte..la.:ted and a.f..M ou.:tl.l.lde. .:the.lJt aJte.al.l 06 woJtk.. 

4.4.3 Howe.ve.Jt, abl.le.n.:te.wm and .la.:te.c.omLng c.on.tLnued .:to be. .:two ( 2 J 06 .:the. 

maLn II bug be.aJtl.l II Ln .:the. Vlvll.llon. 

4.4.4 The. In.te.Jtna.l VJ..Jc.e.c..:toJty wal.l updated bu.:t a.:t ye.aJt-e.nd wal.l l.l.:tlU Ln dJta6.:t 

6oJtm al.l we. wue. awaULng any c.hangu .:tha.:t may have. '1.Uu.l.:ted a6.:tVL 

e..l e.c..:tlo nl.l •

4.4.5 The. Re.9.l-6.:tJty and .:to a gJte.a..:t e.x:te.n.:t, .:the. 06 6-lc. e. AM,l,5.:tan.tl.l' Pool wue. 

.:the. only aJte.al.l e.x.pe.Jtle.nc.Lng l.l.:ta66 l.lhoJt.:tagu and .:tuJtnovu 06 l.l.:ta66. 

4.4.6 

4.4.6.1 

4.4.6.2 

4.4.6.3 

TRANS1'01ff POOL 

The. TJtanl.lpJto.:ta.:tlon Pool 6unc..:tloned e.66e.c..:tlve.ly du)(.,i,ng .:the. ye.aJt. 

'Downtime. wal.l mLnlma.l be.c.aul.le. 06 .:the. be.:t.:te.Jt ve.h-lc..lu Ln l.lVLvLc.e.. 

Some. "h-lc.-c.upl.l 11 wue. e.x.pe.Jt-i.e.nc.ed wl.:th .:the. bul.l PVV 4207 whl.c.h wal.l due. 

6oJt a c.omp.le.:te. ovuhau.l and body-woJtk.. LJn6oJt.:tuna.:te..ly owr. 6Lnanc.La.l 

pol.lU.Lon pJte.c..luded woJtk on .:tW ve.hlc..le.. I.:t ,l,5 an;t-lc.,lpa.:ted .:tha.:t 6undl.l 

w,LU be. available. .:to e.66e.c..:t .:the. ne.c.e.l.ll.laJty woJtk.l.l e.aJt.ly Ln .:the. ne.w ye.aJt. 

The. VlvLl.lLon ac.quJ..Jc.ed a ne.w :btuc.k Ln Ve.c.e.mbe.Jt M .:the. .lal.l.:t 06 .:the. 

dJ..Jc.e..lLc..:t ve.hlc..lu, Suzuk..L P-lc.k.-up PCC 9230 wU.l be. pu.:t up 6oJt I.la.le.. 



4.4.6.4 

4.4.1 

4.4.1.1 

4.4.1.t 

4.4.1 • .3 

4.4.1.4 

A-0 u/.iual -0e.ve1ta.l 1te.quu;t,5 601t a.-5-5L6t'a.n.c.e. w.l:th t'1ta.n./.ipoltt'a.:Uon. 61tom 

ot'he1t a.ge.n.cJ.u Welte. -5aiU..66Led. Among ;the./.ie. we1te. ;the. P1tu.ide.n.:tla..f. 

Gua.1td/.i, Publ,i,c. Se1tvLc.e. Ma.n.a.geme.n.;t, Ca.-5t'ei.la.n.L Hou-0e., ;the. /.U..n..iAt'JtLu 06 

I n. 6 01tma.:t.Lo n., F o It e.Lg n. A 66 a.Llt-0 a.n.d L e.g a.l A 6 6 a.Lit -5 • 

REGISTRY 

The. Re.gL6t'1ty wa.-0 a.b.f.e. ;to c.omp.f.ei:.e. a1.1. bu;t t:.wo ( 2) 06 Lt,5 t'a.1r.g e,t,5. The. 

Ln.de.x 6 01t ;the. Ge.n.e1ta..f. F Uu wa.-5 Ln.c.omp.f.ei:.e. a.-5 wei.l a.-0 ;the. c.ha.n.gLn.g 06 

6ile. ja.c.kei:.-0 t'ha.:t. Welte. ,i,n. a. -5ha.bby c.on.dLt.Lon.. Thue. t:.wo (2) p1toje.c.;t-0 

a.Jte. -0la.:t.ed 601t c.omp.f.e:tlon. e.a.1t.f.y Ln. 1998. 

The. 1ta.:t.e. 06 a.b-5e.n.;te.e.,l,6m t'h1tough U.f.n.e..6-5 a.n.d .f.a.c.k 06 pun.c.:t.ua..f.Lty wa.-5 on. 

;the. Ln.c.1te.a./.Je.. Howe.veil., be.c.a.u/.ie. 06 :the. c.ama.1ta.dell.Le. e.x,l,6,t',i,n.g ,i,n. ;the. 

-5 e.c.;t,i,on., t'he. -0t'a.66 wa.-5 a.bte. ;to c.omp.f.ei:.e. :the.Lit wo1tk. a..o-0i{:lnme.n.t:-0. 

The. un.de1tme.n.t.lon.ed peJt/.ion..6 we1te. a.6 601tded ;the. oppoltt'un.Lty ;to a.c.:t. up 

whe.n. ;the.Lit .oupe1tvL601t/.i p1toc.e.eded on. va.c.a.:t.Lon. te.a.ve.:-

a.. M-5 WLnL61r.ed Vun.da.-5, A,5,5,l,6;ta.n;t Se.c.1tei:.a.1ty a.c.:t.ed a..6 P/f.Ln.c.,lpa..f. 

A.6.6L6:t.a.n;t Se.c.1r.ei:.a.1ty; 

b. M-5 Vu1tyn. So6tte.Lgh, Re.gL6t'1ty Supe1tvL601t a.c.t'e.d a.-5 

AdmLn.L6t'1ta.:t.Lv e. A/.J ,5,l,6;ta.n;t a.n.d A-5 -5 ,i,/.i;ta.n;t S e.c.1t ei:.a.1ty; 

c.. M-5 Rox.a.n.n.e. Ba.1t1ta.:t.t', Te1.e.phon.L6t' Z Z who L6 pe1t601tmLn.g ;the. 

du:t..lu 06 a. Typ,i,/.i;t Cle.tr.k. ZZ a.c.:t.e.d a.-5 Re.gL6:t.1ty Supe1tvL6 Olt 

a.n.d AdmLn.L6:t.1r.a.:t.,i,ve. A-0-5L6ta.n;t; 

d. M.6 Mel.an.Le. He.n.1ty, TypL6;t C.f.e1tk ZZ a.c.:t.ed a.-5 Re.g,i,/.it1ty 

SupeJt vL6 01r.. 

M.6 W,i.,n,l,61ted Vun.da.-0, AdmLn.L6t:1ta.tLve. A-0-0L6t'a.n;t wa.-0 a.ppo,i,n;ted A-0.6,i,/.i:t.a.n;t 

Se.c.1tei:.a.1ty w,Uth e.Ue.c.:t. 61tom Ja.n.ua.1ty1, 1997 whlle. M-0 Vu1tyn. So6t:le,lgh, 
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4.4.7.6 

4.4.8 

4.4.8.1 

4.4.8.2 
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Re.gL!ittr.y Supe.tr.vL!iotr. wa-6 appo-lnte.d Adm.i..nL!ittr.a;U .. ve. A-6-6Mtan:t w.l:th e.00 e.c.t 

6tr.om Jtine.6,1997. 

M-6 NacilA.a Taekootr.de.en, TypL!it Cle.tr.k wa-6 ttr.an-66e.tr.tr.e.d W-lt:h e.66e.c.t 6tr.om 

May 73, 7997 to 6une.U..On a-6 Se.etr.e.tatr.y .i..n the. ScJ..enee. and Te.ehnology 

Se.c.tion. The. vo.ld etr.e.ate.d by he.tr. ab-6enee. wa-6 6Ule.d by the. at.he.tr. 

-6ta66 membe.tr.-6 eatr.tr.y.i..ng add.lt.lonal dut.le.-6. ThM eon:t.i..nue.d unt.U 

Oc.tobe.tr. 20, 7 997 whe.n M-6 We.nut.a Pe.te.tr.-6 wa-6 tr.e.etr.u.lte.d to 6Ul the. 

vaeaney. 

The. -6ta66 .i..n the. Re.gL!ittr.y eont.i..nued to upgtr.ade. the.m-6e.lvu. Be.low L!i a 

-e...,w;t 06 tho-6 e. who atte.nde.d ttr.a.i..n.i..ng: -

NAIES l VESI<MfllM WRAfllM 

M-6 V. So6tle..lgh Ve.gtr.e.e. .i..n PubUe 7994-1997 U. G. 
Adm.i..nL!ittr.at.lve. AML!itan:t Manag eme.n:t 

M-6 R. Batr.tr.att 1ndu-6ttr..lal and Jan-Ve.e c. L. c. 
Re.gL!ittr.y Supe.tr.v.l-6otr. (Ag) Soe.lal Stud.lu 7997 

M-6 Mt He.ntr.y 1ndu-6ttr.W and Jan-Ve.e C. L. C. 

TypL!it Cle.tr.k 11 Soe.lal StudLU 7997 

GAZETTE SECTION 

The. S e.c.t.Lon wa-6 ve.tr.y ptr.ompt .i..n -6ubm,i..;tt.i..ng notieu 6otr. pubtic.at.lon .i..n 

the. 0 6 6.le.lal Gaze.tte.. Howe.v e.tr., the. Guyana National Ptr..ln:te.tr.-6 Ll..m.l:te.d 

eould not guatr.an:te.e. -6.lmUatr. ptr.ompt.ltude. .i..n the. ptr.-lnt.i..ng and de.l.lve.tr.y 

06 the. Gaze.tte.. 

The.y we.tr.e. alway-6 de.V .. ve.tr.ed late., a we.e.k to thtr.e.e. we.e.k-6 .i..n Mme. 

.i..n-6:tanee.-6, a6te.tr. the. 066.le.lal date. 06 pubtic.at-l.on. The. outeome. wa-6 

that we. botr.e. the. btr.un:t 06 etr..lt.le.l-6m 6tr.om tr.e.gulatr. -6ub-6etr..lbe.tr.-6 and tho-6e. 

oeea-6.lonal putr.eha-6e.tr.-6 06 the. Gaze.tte.. 



4.4.B.3 

4.4.1.4 

4. 4 .. 9

4.4.9.1 

4.4.9.2 

The. .&ale. ofi publ..lc.a.:t.Lon.& Lnc.1r.e.a.&e.d gJC.e.at.ly .th..U ye.aJC. be.c.au.&e. ofi .the. 

-lnfilux ofi pu.&on.& ac.qu.iu.n.g ne.w hou..&e.-lo.t.&. U iA a .&.ta.:tu..t.oJC.y 

JC.e.quJAeme.nt fioJC. .tJC.an.&po'C..t.&, de.e.d.& ofi ;ti;tle., mo'C..tgagu
1 

etc. • .to be. 

gaze,Ue.d, hen.c.e. .the. .ln.c.JC.ea.&e.d nu.mbvr.. ofi ne.w puJC.c.ha.&e.JC..& ofi .the. 

Gaze,Ue.. 

M.& Ju.a.,i.nta MoJC.lt.L6on, Clevtk 11 a.:t.ten.de.d .the. fioUowJ..ng .tJC.a-i.n-i.ng 

C.0 UJC.-6 e.-6: -

COURSE 

Soc.Lo.logy 

OJC.d.ln.aJC.y lJ.lploma .ln. 

C o mm e.JC. c. e. 

CANTEEN 

DATE 

7996-7997 

1996-1998 

VENUE 

lJ.i.A.tanc.e. and Con:tuuJ;,z,g 

Edu.c.a.:t.Lon 

G. T. 1. 

The. Can:te.e.n Manage.JC., M.& We.en lJLc.k pJC.oc.e.ed.ed. on pJC.e.-JC.e:luteme.n.t le.ave. 

wLt.h e.fifie.c..t fiJC.om Fe.bJC.u.aJC.y 17, 1997. The. OULc.e. ho.&.te.d a fiaJC.ewe.U 

fiu.nc..t.Lon fioJC. he.JC. on Fe.bJC.u.aJC.y 14, 7997.

The. Can.teen a.:t New GaJC.de.n Sbte.e-t c.e.a.&e.d opua.:tLon.& fiJC.om MaJC.c.h 1, 1997. 

The. on e. a.:t Wa.:t e,r.lo o S.tJC. e.a c.o nil.nu u .to op e.JC.a.:t e. b u..t. u.nd vr.. .the. 

manag e.me.n:t o 6 a Pub Uc. S vr..vLc.e. Manag e.me.n:t appo.lnte.d Commli.te.e.. 

4.4.10 TELEPHONIST$ SECTION 

4.4.10.1 The. Tei.e.phonu.t.& c.on:t-i.nued. .to wc.haJC.ge. .the.LJC. du.ti..e..& Ln a vvr..y 

.&a.:tL-66ac.:toJC.y manne.JC.. Mo.&.t .telephone. c.all..& we.JC.e. handled wu:h 

pJC.omp;ti;tu.de.. We. e.xpe.lf..len.c.e.d .the. u..&u.al pJC.oble.m pvr..Lod.& wLth .the. olde,r. 

ofi .the. .two .&wLtc.hboaJC.d.&. 



4.4.10.2 

4.4.10.3 

4.4~11' 

4.4.11.1 

4.4.11.2 

4.4.11.3 

4.4.11.4 
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Vu't-lng :the. la:U:.vc. pa1t:t 06 Se.p:tembvc. :the. Te.R.e.phon.l-O:t1., wvc.e. 1te.loc.a:te.d :to 

:theJ..Jr. new 066-lc.e. adjac.en;t :to :the. Sec.we.Uy Hu:t. Howe.vvc. be.c.au1.ie. :the. 

1toom .l-0 ho:t, :the. oldvc. 1.iw.l:tc.hboa1td .l-0 no:t 6unc.tion.lng a1., well a1., U 

1.ihoul.d. 

M1., Joy Blac.k.man, T e.R.e.phon.l-0:t 11 ha1.i be.en upg1tacli..ng hvc.1., e.R.6 in ano:thvc. 

6.le.R.d. She. ha1.i be.en undvc.going :t1taLn.Lng a:t :the. Re.d C1toM in :the. 6.le.R.d 

06 Home. Nu1t1.iing. She. hal.i c.omple.:te.d Pa1t:t1.i I and 11 and w...U.l be. 

c.o n:t.lnuin g ne.x:t y e.a1t. 

OFFICE ASSZSTANTIPOOL 

The. 066-lc.e. A1.,1.,.l-O:tan:t1., a1.i a g1toup had :the. h,lghu:t 1ta:te. 06 ab1.,en;te.u1.im 

:th1tough 1.ilc.knu1., and la:te. c.oming. Comple.d w.l:th :th.l-0 wa1., :the. 1.ihM:tage. 

06 1.i:ta66 a:t va1t.lou1.i 1.,:tagu du't-lng :the. ye.alt. Some.:t.lmu we. had :th1te.e. Oil. 

6ou1t 066-lc.e. A1.,1.,.l-O:tan:t1.i :to do :the. wo1tk. 06 1.i.lx.. We. had :to 1tuoll.:t :to 

u1.iing ve.hlc.lu :to aM.l-0:t a:t :t.lmu Oil. lengthening :theJ..Jr. wo1tking hou1t1.i 

:to c.omple.:te. wo1tk. a1.,1.,.lgnmen;t1.,. 

M1., J...U.ly Game.vc., 1tu.lgne.d w.l:th e.66e.c.:t 61tom May, 1997, 

:the. 1.i:ta66 1.iholl.:tage.. I:t wa1., no:t un:t...U. Ju..ly 8, 

1te.plac.emen;t, Mil. Rod.JU.,c.k. Topp,Ln. 

Lhu4 c.omponding 

:tha:t we. g o:t a 

Howe.vvc., by Se.p:tembvc. 3, we. had :to 1te.R.e.a1.,e. M1.i M.lc.he..U..e. Se.we.:t:te. :to 

aM.l-0:t :the. He.ad 06 :the. P1tu.lde.n:t.lal Se.c.1te.:ta.JU.,a;t. We. go:t a ll.UpUe. 

app1tox.J.ma:te.ly one. mon:th la:tvc. when Mil. Adz...U. Cumming1., wa1., 1te.c.1tuUe.d. 

Un601t:tuna:te.ly ou1t la1.i:t :two 1te.c.1tuli1.i d..ld no:t 1.i:tay vvc.y long. Mil. Toppin 

le.6:t ou1t employ on Novembvc. 17 1 , whUe. Mil. Cumming1., de.pa1t:te.d on 

Novembvc. 24. 

S.lnc.e. :theJ..Jr. de.pa1t:tu1te. e.660Jt:t1., :to 6...U.l :the. a:t:tendan:t vac.anc..lu have. 

p1toven 6u:t.lle.. 



4.4.11.5 

4.4.12 

4.4.12.1 

4.4.12.2 

The pvc.J.ioM lL6teli. be.low undvc.we.n.t. t1ta.,l.n,lng Ln the 6,le.ldJ.i me.n.t..loneli.:-

NAME COURSE VATE VENUE 

MJr. A. fJJUi.J..amJ.i 1 nduJ.it/t.la.l Jan-Ap1tU c. L. c.

Re.la:t..loM and 

Soc..lology 

MJ.i V. Bla..ur. Cake Vec.01tatLng Jan-Ap1tU Y. fJJ •. C. A.

MIL Q. Jonu Elec..t.uc.a..e. In- Se.pt{ 2y1tJ.i) G. T. 

J.itaUat.lo n 

CLEANERS 

The Cleanvc.J.i had a good punc..t.ualLt.y 1tec.01td but the.lit 1tate 06 

abJ.ie.n.t.ee.lJ.im A'ao Ctta.6e {ct- c.onc.vc.n. Some 1totat.lon 06 J.ita66 waJ.i done Ln

an, e66olt.t. to place pvc.J.ioM Ln new env.lltonme.n.t.J.i and alJ.io to aJ.iJ.iL6t 

late c.omvc.J.i by plac.Lng :them Ln 066.lc.U ne.a.1tvc. to :the.lit homu. 

Fil.om the 1te.polt.t.J.i 1tec.e.lveli. :the 1totat.lon haJ.i had the de.t,ilr.£.CI. e66 ec.tJ.i. 
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4.4.13 MAINTENANCE DIVISION 

4.4.13. I The year 1997 for the Maintenance Division was full of a hive of activities, most of which 
were unprogrammed works, but the division responded to the requests for repair works to be done, 
as best as it could. The planned work progranune was therefore subject to amendment due to 
unscheduled work. 

4.4.13.2 The division also assisted with the preparations for many State functions and events. On 
many occasions short notice was given to the staff but on those occasions they were able to 
complete the tasks given. 

4.4.13.3 During 1997, this division suffered the loss of the Estate Superintendent, Mr. Roberts and 
one carpenter who retired and a labourer who was dismissed because of indiscipline. The division 
functioned with the following staff for most of 1997: 

1 Estate Superintendent 
1 General Foreman 
3 Electrical Technicians 
4 Electricians 
3 Carpenters 
1 Painter 
8 Labourers 
1 Pool Attendant 
1 Machine Operator 

4.4.13.4 The staff concentrated on minor maintenance works such as cleaning of the compounds, 
routine carpentry and electrical works to offices and State residences, while major maintenance 
works were given out to contractors whose works were supervised on some occasions by the 
Maintenance staff and on other occasions by more capable personnel. 

4.4 .. 13 .. S Some of the more important projects covered during the year were the following: 

Paintina 

4.4.13 .. 6 Contracts were awarded for the painting of Public Service Management (Durban Street), 
Public Service Management ( Waterloo Street), Office Complex (Building A), the Generator 
Room, Fence at Castellani Compound, nee and CANU Building and the President's Residence. 



Carpentry 

4.4.13.1 Major carpentry works were done by Contractors at Public Service Management (Durban 
Street), the Generator room, Castellani House, Public Service Management (Waterloo Street), 
Guard Room at Castellani Compound, Office Complex, nee and CANU Building and the 
President's Residence. 

Plumbin& 

4.4.13.B Plwnbing works on defective toilets and sinks, rain water gutters, and down pipes, leakage 
and blockage also of pipes, etc. were done through contracts at Public Service Management 
(Waterloo Street), Castellani House, Public Service Management (Durban Street), Guard Rooms and 
Offices, State House, the Office Complex, nee and CANU Building, Villa, Swim.ming Pool and 
Physiotherapy Building and the President's Residence. 

Electrical 

4.4.13.9 Electrical maintenance works such as installation of points and lights, replacing blown bulbs 
and tubes, locating and correcting faults, repairing electric fans and other apparatus at the various 
locations and water pwnps' servicing were also done at various offices and residences through 
contracts. 

4.4.13.10 Air conditions and water-pwnps' servicing was also done at various offices and residences 
through contracts. 

4.S.1 THE FINANCE DIVISION 

The Accounts Division functiC>n� without its full complement of staff and had a few 
resignations. This meant that �tl).oo_a,ddttiona l staffjoining the Sectio� the staff remaining had
to do extra work on occasions to be able to effectively meet the targets and deadlines set. 

4.S.2 The Central Accounting Unit continued with the additional responsibility of examining the 
accounts of the Presidential Guard, Castellani Committee, Environmental Protection Agency and 
Jhe Joint Inteµigence Co-orf:ii�ting Centre (nCC). Also, it prepared remittances,.md withdrawals 
for the va.ri9us organisation�)uch '8 the Insf;itute and Applied Science and Tec�l�gy (IAST), 
National Data Management Authority (NOMA), Guyana Natural Resources Agency (GNRA), 
Guyana Management Institute (GMl:}

1 
Guyana Defence Force (GDF), and the Guyana National 

Service (GNS). 

4.S.3 Most routine activities were carried out satisfactorily and on schedule. 



4.S.4

1. 
2. 
3. 
4. 
5. 

The Bank Accounts that were operated in 1997 included: 

Office of the President Main Bank Account #3006 
Office of the President Salaries Bank Account #3007 
Head of the Presidential Secretariat Ordinary Imprest Account #3008 
Head of the Presidential Secretariat Ordinary Imprest Miscellaneous Account #3009 
Head of the Presidential Secretariat Standing Imprest Account No. 3010. 

4.S.S Reconciliation of the Office of the President Main Bank Account No. 3006 was completed 
up to June 1997. The Statements for the months of July - September 1997 were received in October 
1997, and in the same month Mrs. Dollette Powers, Accountant, who did the reconciliation for this 
account, resigned The other statements for the months of October - December 1997 were received 
on February 11, 1998. An Accountant, Mr. Dereck Squires, was assigned to continue reconciling 
the Main Bank Account #3006. 

4.S.6 Reconciliation of the Office of the President Salaries Bank Account #3007 was done up to 
February 1997. The reconciliation for the months of March - September, 1997 could not have been 
completed because of discrepancies. Statements for the months of October - December 1997 were 
received on February 11, 1998. 

4.S.7 Efforts were made by the Supervisors to rectify these discrepancies but they were 
unsuccessful. A request was made to the resident Auditor for assistance. He accepted and is 
presently working on the statements. 

4.S.iB Reconciliation of Head of the Presidential Secretariat Ordinary Imprest Account No. 3008 
was done up to the month of December 1997. 

4.S.9 Reconciliation of the Head of the Presidential Secretariat Ordinary Imprest Miscellaneous 
Account No. 3009 was done up to the month ofl)ecember, 1997. 

4.S.10 Reconciliation of the Head of the Presidential Secretariat Standing Imprest Account No. 
3010 was done up to the month of December, 1997. 

4.S.11 Some of the Staff members in the Central Accounting Unit completed developmental 
courses and some are presently pursuing studies in various disciplines, as indicated below: 

1. Mr. Reginald Brotherson, Assistant Secretary (F), has completed the Diploma in Tourism
Studies at the University of Guyana.

2. Miss Alexis Felix, Accounts Clerk m, has completed the Diploma in Accountancy at the
University of Guyana and is presently pursuing the Degree in Accountancy.
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3. Mr. Andre Daziel, Accowits Clerk Ill, is pursuing a Diploma in Accountancy at the
University of Guyana.

4. Miss Jennifer Drakes, Assistant Accountant (ag.), is pursuing the Diploma in Accountancy
at the University of Guyana.

5. Miss Paula James, Accowitant (ag.), is pursuing a Degree in Economics at the University
ofGuyana.

6. Miss RoucheII Gill, Accounts Clerk II, Mr. Alwyn Williams, Accowits Clerk II, Miss Tracey
Trotman, Accounts Clerk II, Ms. Ann Greene, Store Keeper II and Mr. Peter Moore,
Accounts Clerk II, are pursuing the Basic Certificate in Accountancy . Course at the
Government Technical Institute.

6. Miss Zola Jeffery, Accounts Clerk II, is pursuing a course in Spanish at the Venezuelan
Institute.

4.S.tt With the Government's introduction of Programme Budgeting as the new form it would be
applying in its financial operations, and the computerizing of the Accounting System in the 
Ministries/Departments, many staff members from the Principal Assistant Secretary (Finance) to 
the Class II Clerk levels attended several training courses and seminars (inhouse and at other 
locations) to equip themselves with the knowledge of dealing with the changes. 

4.S.13 There was one fraud uncovered which was promptly reported to the Police Department 
which took appropriate action that led to the officer involved being charged with criminal offences 
and making restitution of the money which was fraudulently converted. 

4.S.14 It is suggested that staff be chosen to attend more inhouse, local and overseas training 
courses as a way of developing themselves. 

4.S. JS The following page lists the main targets set by the division and the levels of success/failure 
achieved. 



PROGRAMME/ ACTIVITIES 

Programme of documents end application 
for payment of con1ributions to Intemalional 
Organisations. 

keco,Kilietion of Analysis of Revenue 
Accounts with Data Processing Print Out. 

Reconciliation between Vote Account Book 
and Statement prepared by DPU, Ministry 
of Finance. 

Recom:iliatiou of !111pr�st Account s# 3008 
rind lll009. 

Reconciliation of Head of the Presidential 
Se<:retariat Standing Imprest Bank A/C #3010 

Reconciliation of Main Bank Account and 
Account #s 3006 & 3007 

Submission ot Colleclors' Cash Book/ 
Statements. 

Preparation of Annual Draft Estimate 

Reconciliation ofpre,·ious Main Bank 
and Salw:ies Accounts#, 93:! & 933 

Releases. Withdrawals and Remittances 

Submission of Statement of Expenditure 
to Secretary to the Trea."1ll")' 

Submission of Revenue Statements 

Sublflit Employers Iurnu1e Till!. Returns 
(Forms II) to Commisswncr oflnland Revenue 

Submit Empl oyees'In, urne Tax Returns to the 
Commissioner of inland Revenue 

Submit q uarterly Returns of Insurance Premia 

RetW'Tl ofRevenue paid in10 Consolidated Fund 
A,·count. 

Maintaining Register of Deposit 

Fund Reimbursement 

Payment of Salaries 
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TARGET SET 

FOR THE YEAR 

This is done quarterly 

TI1is is done monthly 

Thi s is done monthly 

This is done monthly 

This is done monthly 

This is done monthly 

This is done monthly 

September - October 

Th.is is done month! y 

Monthly  

To be submitted by -fh day 
of the following month 

To be s ubmitted by the z•d 
working day of the following 
month. 

To be submitted on or before 
28th Felnu!ry 

Submitted on or before- 30"' 
April 

Submitted on Quarterly basis 

This is done daily 

This is done daily 

This is done daily 

Monthly 

TARGET 

ACIDEVED 

FOR THE 

YEAR 

25% 

Nil 

Nil 

l OO"·o 

!00%

50% 

!00%

60% 

'.!5% 

IOO'Yo 

100'% 

100'% 

100"/o 

100"'1. 

I00'Vi, 

lOOo/o 

100% 

100% 

ANALYSIS OF SUCCESS 

OR FAILURE 

Paymeiurto International < )rgansiations 
v.•ere fr'l:>..I'""" • 

Sta1e111tnts wtre not re,eind frou, DP\:, 
Ministry of Finance 

Statements were not rectived from DPU, 
Ministry of Finance. 

The Accountant who did the 
Reconciliation for Account #3006 
resigned. B ut. another Officer is presently 
Reconciling this account Account# 3007 
has discrepancies w/,,cl.a,d>eing reconciled 
by the State Auditor. 

The Estimate was submitted late to the 
Ministry ofFinance because of the late 
submission ofbudgets from Sections of 
the Office of the President. 

Source documenb cannot be located 
which resulted to accounts not being 
reconciled 

Salaries are paid in accordance with 
Circular issued by the Accouutant 
General's Department 
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4.6 THE STORES DIVISION 

4• 6• 1 
One of the problems facing the Administration over the years was the poor functioning of 

the Store in which dishonesty, poor record keeping which resulted in large excesses and shortages 
of stock showing up, etc, were some of the noted weaknesses. 

4. 6. 2 In 1997 two new officers were put in the Store and it was reorganized to facilitate the better 
laying out of and easy access to stock. This resulted in a marked improvement in the functioning 
and operations of the Store. 

4. 6. 3 A stock verification exercise was conducted in the Store during the last quarter of 1997 and 

4.1 

the few discrepancies which showed up and for which reasonable and acceptable excuses were 
given, attested to the fact that it was being properly managed. 

THE FIELD AUDIT SECTION 

4 1 1
During 1997 the acting supervisor of this section was promoted to the position of Assistant • • 

Field Auditor and with the three other staff members, they conducted twenty four (24) stock 
verification, inventory checks and special exercises. 

4 .1. 2 Inventory checks were conducted at the Castellani swimming pool, Physiotherapy 

4.1.3 

department, Canteen (New Garden Street), Government Infonnation Service, Public Service 
Management (Waterloo Street and Durban Street locations), State House and the Presidential 
Secretariat. 

A thorough physical stock COWlt and examination of the Store was conducted in November. 

4 •1• 4 The principal special exercises done by the Section involved the transfer of Canteen assets 
to the Ministry of Labour, Human Resources and Social Security, inventorizing of unserviceable 
items of the P.S.M. (Waterloo Street Office) and the transfer of Office of the President's items to 
other Ministries and Departments. 

4 .1. s The unsatisfactory features highlighted in the reports of the abovementioned examinations 
were drawn to the attention of supervisors with a view to having them make the relevant changes 
as recommended. 

4 .1. 6 
The opportunity was taken by some staff members of this Section to upgrade themselves. 

Mrs. Eunice Scott successfully completed an Advance Report-writing Course sponsored by P.S.M. 
and Mrs. Evelyn Dos Santos participated in the Basic Certifi'?ate, in Accm,mtancy Course at GTI 
and the Industrial Relations and Sociology Course sponsor�d by the Critchlow Labour C:ollege. 

; . ' , ' . ' 



4.8 

4.B.1 

4.8.2 

4.8.3 
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PERSONNEL DIVISION 

From the records kept by the Division the following statistics for the year 1997 are 
presented. 

O.P P.S.M 

Authorised Staffing 1997-01-01 211 132 
Authorised Staffing 1997-12-31 211 124 
Positions Filled at 1997-01-01 128 71 
Positions Filled at 1997-12-31 118 88 
Recruitment 6 26 
Retirement 11 2 
Dismissals 5 1 
Transfers In 1 10 
Transfers Out 4 
Resignations 1 5 
Number of persons who proceeded on vacation 
leave 79 60 
Time-loss through lateness 976hrs 1018hrs 
Sick leave utilized 779days 507days 

Although the punctuality and absenteeism records showed improvement over the 1996 
statistics, the performance of staff in these areas was not satisfactory. 

Following is a review of the performance of the routine activities of the division. 

Target set for the year Target achieved 

Monitoring of leave roster to 100% 
ensure that staff applied for leave 
as indicated on roster. 

Recording of all leave taken in. 

Maintaining employees position 
records e.g. stafflist, record of 
service and time-keeping statistics, 
leave register. 

Training and staff development 
Processing of employees' benefits 

90% 

100% 
100% 

Analysis of success or failure 

Leave can only be recorded when 
leave forms are received in the 
Division. 

All records of service not up to date 
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4.8�4 · During 1997, Mrs Julia Kendall, Senior Personnel Officer was promoted to the position of
Principal Personnel Officer. 

4.8.S Mrs. MicheUe Tyrell-Christie, Clerk II (G}, and acting Personnel Officer Il, completed the 
Diploma Course in Public Administration at the University of.Guyana. She commenced the Degree 
Programme in Public Administration at the same institution with effect from September 1997. Miss 
Merlyn Denny, Clerk II (G) finished her first year of a two-year course in Ordinary Diploma in 
Commerce at the Government Technical Institute. All staff members of the Personnel Division 
completed the four-w�k introductory training courses in computer studies at the National Data 
Management Authority, University of Guyana Campus. 

4. 8. 6 Miss Leiza Gomes Secretary/Typist, commenced a one year course in Secretarial Studies at 
the Business School, Brickdam, with effect from September, 1997. 

4. 9 SUBVENTION AGENCIES 

4. 9 .1 During 1997 the Office was responsible for granting subventions to eight (8) agencies under 
the CutTent Estimates and four ( 4) Wlder the Capital Estimates. The Table which follows and which 
is self explanatory, shows those agencies, the amounts voted in 1997, the amounts released by this 
Office to them, and the excess or under releases. 

4. 9. 2 The Office of the President had no control over the actual expenditures committed by the 
agencies, which had their own management teams running their operations, but note needs to be 
taken that on the recmrent expenditme side, the Guyana Management Institu�. ;µid Guyana Natural 
Resources Agency had to be given additional fimds. On the capital expenditure side the Guyana 
Natural Resources Agency was given supplementary provision. 
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TABLE ON SUBVENTIONS TO LOCAL ORGANIZATIONS IN 1997 

rMillinn Dollars) 

NAME OF ORGANIZATION VOTED PRQVl~IO~ AMOUNT RELEA~ED EXCESS 
(1) IN 1997 DY QFFICE QE THE Rf;LEASE/<Under 

(2) PRESWENT (3) Release) 
(4)=(3)-(2) 

CURREN'!' ISTIMATES 

(1) Castellani House 12.0 7.2 (4.8) 

(2) Guyana Management 14.5 22.5 8.0 
Institute 

(3) National Data Management 11.0 11.0 -
Authority 

(4) Guyana Natural 20.0 40.3 20.3 
Resources Agency 

(5) Presidential Guard 58.6 S4.6 (4.0) 

(6) Joint Intelligence 5.0 3.5 (1.5) 
Coordinating Centre 

(7) Environment Protection 10.0 4.1 (5.9) 
Agency 

(8) Institute of Applied 15.0 14.9 (0.1) 
Science and Technology 

TOTAL 146.1 158.1 1.2.0 

CAPITAL ESTIMATES 

(1) Guyana Defence Force 74.2 74.l (0.1) 

(2) Guyana National 15.0 14.9 (0.1) 
Service 

(3) Public Administration 254.6 175.1 (79.5) 
Project 

(4) Guyana Natural 44.5 198.4 153.9 
Resources Agency 

TOTAL 388.3 462.5 74.2 
~-
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ITEM NO. TARGEI' SEI' FOR THE YE1\R 

1. 

2. 

THE MANAGEMENI' crt,1MITfEE 

1 O members: directing 
p:,licies and prograrrmes 
of the National Gallery 
of Art.

STAFFING 

Eight full-time and 
one part-time member 
of staff: to maintain 
efficient functiooing 
of the gallery. 

3. PERMANENT EXHIBITION
i) Display of National

Collection Works
rotated at intervals:
first to third (attic)
floors.

r.t:>nthly meetings 

A Curator, a Technician, 
an lldmi.nistrative 
Assistant, a Secretary, 
one Office Assistant/ 
Gallery Atteooant, two 
Gallery Atteooants and 
two Cleaners. 

In the main gallery 
(first floor/second 
level),: 
Works by wanen artists 
were hung in February
March to acccmpany a 
symposium to camiemorate 
Inteniational Wanan's 
ray( p:,stp:,ned due to 
the death of President 
Jagan and presented in 
April). 

'!he "-Ork was later taken 
down prior to treatment 
for tennites in mid May, 
rehung in July, and later 
alternated with "WOrks 
fran the collection being 
treated by visiting 
Conservator at the gallery 
until December 24. 

ANALYSIS OF SUCXE.SS AND FAillJRE 

'1he membership of the O::mnittee is 
currently 10 in number: Olainnan, 
De�ty Olainnan, the Curator sitting 
as Secretary, and 7 ccmnittee members. 
Ms. E. Bissember became substantive 
Curator in June 1997, retroactive to 
August 1996.

'1he Management Ccmnittee continued to 
function effectively with members 
pra10ting ideas, events and solutions 
to problems, and providing necessary 
support to the Curator in the presen­
tation of gallery programne. 

'!he Technician was employed for a pro­
bationary three rraiths period fran 
January - March and subsequently con­
firmed in this positioo in April as a 
part-time 4-day week employee; a very
esseritial and senior rnember of staff, 
key to aiding the Curator in the
presentation of gallery events. 
'!he Secretary was llOITed fran the grotm:l 
floor to the first floor outside the 
Curator's office in July. After many 
nonths of general incx:mpetence and 
particular instances of 1.n1professional 
cooduct this employee was dismissed in 
August. A temp:>rary Secretary pro­
vided excellent support fran 
September - November. An 11dmi.nisb:a­
tive Secretary at a level senior to the 
previous secretarial p:,st, was 
employed on December 1 • 

One Gallery Atteooant resigned on 
December 31. The part-time Handyman 
was not re-employed, deemed unnecessary 
once a technician was on staff. There 
is however the possible need for an 
apprentice to be identified and trained 
as an assistant to the Technician. 

Works were not rotated with the usual 
regularity; !IDSt were kept in stor�ge 
due to expectation of imninerit renova:... 
tion of gallery areas. 

Exploratory treatment for termites led 
to drastic dismantling of walls and ceil­
ings am an unsightly appearance to the 
main and (adjoining) small gallery. 

Work on the second and third floors drew 
a strong resp:>nse, in particular the 
-works of Philip f.tx>re and Ron Savory, 
and recent acquisitions by yconger 
artists. Prints and paintings by Ron 
Savory continued to generate sales. 



i) cont'd

ii) Maintenance of the
National Collection:
acquisitions through
purchase and donation.

iii) Maintenance of National
Collection: documentation
- Cll.TAl!)GING

The a:rnpletion of the National 
Collection inventory by Curator 
- approximately 250 art works.

-57-

In the small gallery (first 
floor) : works fran the UNESCD 
carib Art travelling exhibi­
tion 1993 were presented to 
the collection and displayed 
- August 28 to mid-September.

An early Ron Savory painting 
was presented to the collec­
tion and hung with other 
Savory works fran the collec­
tion and two rare works by 
Cletus Henriques received 
fran a secorrl donor 
Septenber 22 to late October. 

The second and third flcors 
continued to display work by 
National Collection artists 
and recent acquisitions to 
the collection. 

The northern wing of the attic was 
closed to the public in May and used 
for storage and treatment of large­
scale works, in particular those of 
Philip r-bJre. 

'Iwenty two works were 
acquired, eight being 
µirchases by castellani 
House ( including a rare 
Aubrey Williams work) , 
and fourteen donations, 
including four carib 

Publicity al:out gallery events ,;l1ld 
in particular al:x:,ut acquisitions has 
been effective in establishing the 
National Collection as a possible 
recipient of work fran potential 
donors and artists seeking support. 

Art pieces sponsored by 
the private sector, three 
rare paintings of the 
1960s fran a canadian 
and a Guyanese donor, and 
a rare view of a Seawall 
ca. 1920 fran a Guyanese 
donor. 

The Gallery also received 
six works by Wisconsin 
artists donated by 
Wisconsin-based Conser­
vation Consultant at 
Castellani House: possibly 
the nuc.leus of a small inter­
national collection. 

cataloging_of the 
collection remained 
uncanpleted in 1997. 

Due to the demands of presenting the 
annual programne of events at the 
gallery, the Curator was unable 
to return to the time-consuming 
project of documentation. 

Assistance in this area is limited: 
the general level of administrative 
help has not inspired confidence; 
assistants for cataloging need to be 
persons who are literate, conscien­
tious and have the ability to assess 
and sumnarise the contents of art 
work concisely. These are intellec­
tual skills that are not readily 
available. 

The possibility exists of a Burrowes 
School of Art graduate of proven 
ability being available for work on 
this project in 1998. 



iv) Maintenance of National
Collection - OCNSERVATI<TN

Cleaning, .repair, and
general restoration of
works in the National
Collection.

v) Maintenance of National
Collection: building of
storage racks

Erection of racks for
storage of paintings in
western garage.

4. TIMPORARY EXHIBITICNS 

Application by groups, agencies 
or individtial"artists: ground 
floor. 

-58-

A UNESCX) funded 
project in two 
stages (May-2 weeks 
and October-9 weeks) 
was successfully 
carried out by 
Conservator Anton 
Rajer. Many 
important art works 
were restored and 
displayed for 
exami.naticn by the 
Managanent Camlittee 
and the public. 

Racks were not bJ.ilt 
within the year. 
Advice fran visiting 
Consel:Vator confinned 
that both garages 
were needed for sto­
rage of the collection. 

'lhe following exhi­
bitions took place: 

i) 'Unity in Diver­
sity' artists
(fran December
1996) paintings,
sculpture and
ceramics - to
January 31,
extended to
February 8.

The restoration project is un.c;an­
pleted:approximately 350 work$ were 
treated with approximately 250 still 
needing attention. The use of 
apprentices not only as trainees but 
as assistants was not stressed 
enough prior to the start of the 
project: for this project to be can­
pleted their help was neede:i.on a 
nv:,re regular (possibly daily)basis, 
than the part-time schedule that was 
in place. 
The two apprentices on the project 
produced excellent work and have been 
identified as potential conservation 
trainees and staff members at the 
gallery. 

There were many delays in the deli­
very of material frcm lurnbef yard 
which in turn delayed the start of 
construction of the racks. The 
gallery technician tasked with this 
project was in the majority occupied 
in working with the OJrator in pre­
paration of gallery events (prepara­
tion of gallery spaces and art work). 
It was decided by November that this 
project should be contracted out to 
the workmen engaged at the gallery 
to achieve progress in this matter. 

The gallery continued to be approach-. 
ed by artists, individually and in 
groups, wishing to present their 
works to the public. 

A schedule of canpetitions such as 
Clild Art c.anpetition, water Colour 
and Drawing canpetitions CQ1tinues '° 
to be established at a national 
level, with the help of external 
agencies e.g. Ministry of Etlucation 
and private sector sponsors. 



ITEM 00. TARGET SEI' FOR THE YFAR 

5. EOOCATIOO/ARTS �:

Lectures,symposia, per­
fonnanoes - many
ancillary to the
gallery exhibition 
progranme.
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TARGET ACHIEVED 

ii) 'Caribbean Child
Art Festival'- na tion­
al l evel competition/
exhibition: Febru ary
18 to March 15.

iii) Exhibition: Conceptu al
Art of Mohamed S heri f f
March 20 - April 6.

iv) Women Artists from the
National Coll ection
April 23 - May 4.

v )  National Environmental 
Wee k  Photographi c 
Exhibition mount ed by  
National Environmental 
Education Advisor y 

Committ e e  June 1 - 7. 

ANALYSIS OF SUCCESS :AND FAILURE 

vi) Present ation of prizes:
Caribbean Child Art
Festival regional
competition. July 30.

vii) 'ExpressionsII'Exhibi­
tion: exhibition of eight
artists Jul y 31 - Au g. 30.

viii) Water Col our Competition/
Exhibition Nov ember 4-29.

Events this year included 
t..u open-air programnes 
presented on the front 
(north west) lawns: 

i) Lecture discussion: 
the Conceptual Art
of r.t:>hanled Sheriff
- Wednesday April 2.

ii ) Symposium: on wcrnen' s 
issues ' Faninine 
Perspectives in the 
Arts II' (organized 
for International 
Wonen's D3.y) -
April 23. 

iii) Slide Lectures by
visiting Conservator
Anton Rajer - May .

a )  The Care of Paint­
ings, Drawings and 
Works of Art on 
Paper. 

b) The History of the
White lblse,
Washington, D.C.

c) The Work of American 
Architect Frank
Lloyd wright.

d) '!he Restoration of the
Sistine Chapel, Rane.

This programne has been notably 
successful in attracting participants 
and audiences of varying interests to 
contribute to the gallery's series of 
outreach events. 

The gallery's activities in pranoting 
arts programnes have been acknowledged 
as creating a centre for the arts in 
Georgetown. 



ITEM NO. TARGEI' SEl' FOR THE YEAR 

6. 

TARGEI' ACE:E.VED ANALYSIS OF SUcx:ESS AND FAILURE 

and November - December 

a) History of Winstor and
Newton Artist materials.

b) 'lhe restoration of
daVinci's Last Supper.

c) Folk Art in the United
States.

d) Identifying Art Forgeries.

4. Book Launching and Presenta­
tion of first Castellani
House p.iblication sympo­
sium papers on the art of
Stanley Greaves, 'Overccrning
the Void?' - May 30.

5. Performance Emancipation
Progranme presented by
RAPAC, the organization for
the Revival, Awareness and
Perpetuation of African
culture - August 8.

6. Poetry Reading and Discussion:
launching of book by Guyanese
poet Peter Jailall spoosored
by Universal Bookstore -
August 15.

7. Trioote to late Guyanese dancer
Helen Taitt: presentation of
i:notographfj, poetry, dance and
reminiscences - October 6.

'Ibere were as usual 
impranptu visits fran 
schools and also those 
requested by prior 
letters of carmission. 

Visits by special guests 
and tourists also 
continued. 

'!he general flow of visitors/ 
tourists was examined and a

decision taken to amend the 
Schedule of Opening Hours: to 
include f.bnday (previously staff 
day off) as part of a canplete 
working week and to close instead 
on Sunday and Saturday morning, 
and to open on Saturday afternoon. 
'Ibis arrangement was considered an 
experiment and for possible future 
review. 

Exhibition brochures and catalogues 
continued to be given to teachers 
with student parties and sold to 
members of the p.iblic. A general 
gallery guide is still needed and 
possibly one specially for younger 
students. 



ITEM NO. TARGEI' SE1' FOR THE YEAR 

7. LIGHTING OF THE GALLERY: 

8. 

Two systems are in place 

i) G.E.C. 
ii) Stand-by generator 

PURCHASE OF WJIPMENI' 
AND APPLIANCES 

9. MAINI'ENANCE OF: 

i) IAWNS 
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TARGEI' AarrEVED 

constant lighting was 
ensured despite black.­
outs due to the existence 
of the stand-by generator 
o~ated by the unifonned 
Guard - a generally 
reliable service. 

There were no major 
purchases this year. 

Carried out by National 
Parks O::mnission. 

ANALYSIS OF sua:ESS AND FAILURE 

Occasional problems were caused when 
this generator was out of service 
for replacement of parts. Bulbs and 
fittings have been replaced when 
necessary by the technician on the 
premises. 

There has been concern however about 
the frequency of blown light-bulbs, 
possibly indicating faulty wiring. Ex­
tensive rewiring was reccmnerrled by 
the Architect supervising the reno­
vation project, Mr. A1b:rt Rodrigues, 
and this project was begun in Novemmr 
- December. 

i ) 'l'he water pump stolen in June 
1996 needs to be replaced. 
Q:xnparative prices for this 
have been acquired fran 
suppliers. 

ii) 'l'he canputer began to be used 
on a regular basis in August, 
~ted by a part-time 
assistant, fran September to NovernbeJ:' 
by a temporary Secretary and in 
December by AdministI:a tiVe 
Secretary. 

'l'he canputer printer however 
after intermittent probl~ was 
seriously malfunctioning in 
November; despite servicing 
and replacanent of parts by 
technician, these problems 
remained. A recarmendation 
has been made to dispense with 
further examination and repair 
and to acquire a new mcdel. 

iii) consideration for the acquisi­
tion of a photocopying machine 
was addressed during the year 
by the O::mni ttee: concerns wem 
raised aoout the expense of 
and maintenance of the purchase. 
'l'he possibility ha,.iever exists 
of funding fran an inter­
national agency for the pur­
chase of this item; tentative 
approval has therefore been 
given for such an acquisition, which 
will greatly improve the 
conducting of business and cor­
respondence in th~ gallery office. 

rutting of lawns,trimning of hedges, 
and clearing of gutters is now done 
on a regular basis by crews fran the 
National Parks O::mnission; a Grounds.. 
man has been deployed on a daily basis. 



ITEM 00. 

10. 

TARGE:l' SET FOR THE YEAR 

ii) BUIIDING

REDESI� AND RENOVATION 
OF THE GALLERY BUilDING 

-Ill.-

TARGET AOilEVED ANALYSIS OF sua:ESS AND FAIUJRE 

Renovation works 
supervised and 
authorised by 
Office of the 
President. 

i) Replacement of shingle roof:
the urgent problem of the leaking shingle
roof was addressed through the inter­
vention of the Office of the Head of the
Presidential Secretariat. The old shingle
roof was reiooved and replaced with zinc
sheets during blo weeks in ear}y June.
Rotten boards beneath zinc sheets were
however not replaced as part of this job:
this part of the project was therefore
relegated for canpletion at a later time.
In general however widespread leaking in
many areas of the gallery ceased dramati­
cally once the roof was replaced.

ii) Guttering was however similarly seen as a
project separate fran roofing: this was car­
ried out in October.

iii) Treatment for WOC:dants:

Approval was granted by 
the Office of the President 
in June for proposed 
renovation works designed 
and supervised by archi­
tect Albert Rodrigues. 
Approval for the selec­
tive tendering process was 
granted in October and 
waived after sutrnission 
by the Management Q:mnittee 
to allow work to begin in 
November carried oot by 
S.M. Gafoor, deemed 'Phase
I: Emergency works• •

woodants nests oontinued to be found
despite extensive treatment by Killet Pest
Control. Regular visits by this canpany
to examine and spray the wilding led to
extensive dismantling of main gallery
areas prior to :illlpending renovation works.
The Killet canpany has also worked
inconjunction with builders supervised
by S.M. Gafoor fran the start <pf renova­
tion work in November. Killet I also
oontinued to treat the wilding against
infestation by insects and vennin •

works began on the first floor in 
the southern half of the wilding 
to prepare office spaces for 
gallery administrative staff. Work 
prooeeda:i swiftly though sane delay 
was experienced due to conservation 
work on the National Collection 
being carried out in the smaller 
first floor gallery in the eastern 
half of the building. With the errl 
of the conservation project on 
December 24 dismantling of the main 
gallery areas could proceed before 
the errl of the year. 



ITEM NO. TARGEI' SEI' roR. THE YEAR 

11 • SANITATIOO 

Two staff members are 
responsible for cleaning 
in the gallery and City 
Council for garbage dis­
posal in the ccmpourrl. 

12. FIRE ALARM SYSTEM

Three systems are in 
place rut only one is 
functional. 

13. 

14. 

USE OF I.AWNS 

sro.JRITY OF 

i) 

ii) 

canpourrl (24 hour 
uniformed Guard, 
Office of the 
President 

Building I art v.0rks 
and staff 

Two cleaners have been 
ad�te for the four 
gallery floors. 

City O:>uncil services 
are reliable. 

Fire extinguishers were 
serviced and refilled 
where necessary (one 
functional system). 

Applications for use of 
lawns fran the public and 
fran private agencies 
were refused. '!he area 
was effectively used for 
presentation of two 
castellani House events 
during the year. 

i) Guards are l'lOIN more
sensitive to the 
nature of the gal-
lery and its pro-
granme of events 
geared for pJblic
participation and 
therefore pJblic
access.

Guards have been in
the main alert and
co-operative with
gallery staff. 

ii) Security Guard, within
the gallery b.J.ilding
have been acknow-
ledged a necessity.

ANALYSIS OF sua:E.SS AND FAIWRE 

'!he garbage site in view of the back 
verandah still needs to have its 
concrete enclosing walls repaired to 
make this a more discreet area. 

A replacanent water µ.ll11p is needed to 
ensure proper sanitation in the gal­
lery facilities (see above,Purchase 
of F.quipnent). 

'!he tvlO other systems -
a) Fire Alann System and
b) smoke Alann System need to be
repaired and reactivated. 
Staff need to be trained in fire drill 
including handling of extinguishers. 

Emergency exits have been identified 
and will be irrlicated by signs to be 
put in place. 

Use of the lawns is interned to be for 
castellani House functions·whlch will 
help establish gallery arts prograrrrne 
and public participation in this 
prograrrrne. 

i) Officer-in-Charge of the �ifor-
med Guard has continued to.be 
co-operative in v.0rking with the
gallery administration in 
particular prior to special 
events and visits.

ii) With the canpletion of current
renovation work it has been agreea
that guards will !=>e posted on 
gallery floors (at least two) and
one at ground floor bag bay area, 
the latter being very essential 
in controlling and limiting the 
possibility of interfer� with 
art works and fittings in the
gallery.
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escriptlon of 
ivisions and 

epartments 

PUBUC SERVICE 
MANAGEMEN1' 
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5.1 PUBLIC SERVICE MANAGEMENT 

5.1.1 The. Public. Se.1tv.lc.e. Manage.me.nt, Ooo.lc.e. oo the. 

5.1.2 

P1te.1.>-i.de.nt c.ompJt.l1.>e.1.> the. o ollow.lng d.lv-i.1.>.lo nl.> rrf the beg.lnn:.i.ng 
ofi 7997. 

( 7 ) 

l 2 I 

( 3 ) 

l 4 l 

( 5 ) 

Adm:.i.n:.i.1.>tJtat:.i.ve SuppoJtt Se1r.v-i.c.e1.> 

TJta:.i.n:.i.ng and Vevelopment 

Sc.hola1t1.>h.lp1.> Adm.ln:.i.1.>tJtat.lon 

Management Se1tv.lc.e1.> and 

CentJtal PeJt1.>onnel 

The tollow.lng 1.>tat:.i.1.>t.lc.� we1r.e noted .ln 1997; 

l 7 ) 

l 2 I 

l 3 l 

l 4 l 

l 5 ) 

l 7 ) 

Po1.>.lt.lon1.> o.llted a� at 1997-07-07 

Po1.>.lt-i.on1.> o.llled al.> at 1991-12-31 

Rec.Jtu.ltment 

Re�.lgnat.lon 

Ret.lJtement 

(81 T1tan1.>oeJt lout) 

(91 No. oo pe1r.1.>on1.> t1r.a.lned 

l 7 o I 

l 7 7 l 

T.lme Lo1.>t th1r.ough latene1.>1.> 

Total 1.>.lc.k leave ut.ll.l1.>ed 

(721 No. on pe1r.1.>on-0 who p1toc.eeded on 
Vac.at.lon Leave 

( 73) Autho1t.l1.>ed Stafio.lng at 1997-07-07

l 74 l AuthoJt-i.1.>ed stanfi-i.ng a.t 7997-72-37

17. 

gg." 

26 

5 

2 

70 

JO 18hlc.-0 

507 day I.>

60 

132 

124 

( 6 l V-i.-6mi1.>1.>al 

TJtan1.>te.Jt Uni 
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S.2 ADMINISTRATIVE SUPPORT SERVICES DIVISION 

~ON STATEMENT 

To assist the Public Service Management, Office of President in executing its 
program mes effectively by providing Office Management, Secretarial, Finance, Transp:xt 
and Canteen Services. 

S.2.2 
ORGANIZATION AND MANAGEMENT 
S.2.3 ORGANIZATIONAL STRUCTURE 

. 

l R~stry I 

Registry 
Superv:iPor 

( 1) 

Typist/Clerks 11/1 
(6) 

Of5.ce Assi5,tants 
( 3) 

C:leaners 
(3) 

Deputy Permanent Secretary 

l Assistant Secretary j 

I 

[ 

Transport I l Canteen 

Drivers 
(2) I 

Canteen 
Supervisor 

( 1 ) 

Canteen 
A ttenc"\ants 

(2) 

I 

f Accounts 

Accounts 
Cler.k 111 

( 1 ) 

&:.1uip m ent 
Ope..rat:Dr 

( l ) 



5.2.4 
,�S��1'AL70v,:ERVIEW 

The di.v:ision functions as an arm of the Adm:i.nist:rative Serv:ices Division of the Office 
of the President and operates as an institutionalised link that facilitates the effective 
functioning of all. the di.visions .m the Ministry. Services are provided .m the follow.mg 
areas:-

(i) Staff Development

{ii) Small. and urgent disbursements

{ili) Providing a Canteen Service

(iv) Providing, installing and maint.airring office furniture and physical facilities

(v) Typing and records management

(vi) Providing and supplying all officers with sanitation and stationery materials

(vii.) Providing tran.5portation and m es<3Emgerial services.

The· Division is directly responsible to the Deputy Permanent Secretary, its day to day 
6all.- adm:in:istration.,{mder the control of the Permaner:t Secretary, Public Service Management. 

5.2.5 
DESCRIPTION OF SECTIONS 
OFFICE MANAGEMENT 
6,1!.-S.' 
The Div:ision is headed by the Assistant Secretary who is responsible for:-

Superv.ising the Registries within the Office of the President 

Ensuring that the building is adequately maintained .m collaboration with the 
Maintenance Division at Office of the President 

Providing Secretarial services .mclllding typing, filing and records management 

- Purchasing

Supervising the Ministry's Accounts Sect:i.Dn

Providing transportation and m es<3Emgerial services

Prov:idtng and ma.in-tainmg office furniture, equipment and physical facilities

Providing supplying officers with sanitary and stationery materials

Supervising the operation of the Canteen

Supervising the Accounts Clerk 111, the Driver, Cleaners and Equipment Operator.

'l'BE DIV.ISION COMPRJSES:-

(a) The Registry -· Superv.ised by the Senior Registry Supervisor



(b) The Canteen Section - Supervised by the Canteen Supervisor

(c) The As.sistant Secretary who supervises the Cleaners, Accounts Clerk 111 (ag),
Driver and Equipment Operator.

5.2.S.2
REGISTRY

This section :is headed by a Senior Registry Superviscr i:1rd . :is .rBSpOnsible for
superif.i.sing the Registries '.WJ:thin the �'":'���,,1�,���:;:. . 

Secretarial Services incl.udmg typing and filing. This section is also responsible
for Office Assistants services.

5.2.S.3
CANTEEN

The Canteen has an authorised establishment of one Supervisor and three
Attendants.

The main ob:¢ctLve of the Canteen :is to provide cheap snacks and meals to
staff, participants of training courses, public officers and meetings

_, 
etc.

5.2.S.4
TRhNSPORT

This section has two authorised posts of Driver.

s.2.s.s

ACCOUNTING UNIT 

This unit. is respon.sible for ope.rating a sub-imprest that is geared to provide 
funds for small and urgent expenses. 

There is one authorised pcsition of Accounts Clerk 111 on the establishment. 
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5.2.6 ADMINJSTRATIVE OIV1S[ON - STAFF CHANGES 

5.2.6.1 

(a) RECRIT.rl'MENT:

(1) Mrs Joylyn Callender, Typist Clerk 1, was recruited with effect from
1997-08-18.

{:).) Miss Melarrie Wright, Typist Clerk 1, was recruitec;i with effect from 
1997-06-23. 

(3) Miss Margaret Timmerman, :rnte:r;nal Personnel, was recruited with effect
from 1997-09-13.

(4) Mrs Lois Douglas, Confidential Secretary, was rec:r:u:ited with effect from
1997-04-27.

5.2.6.2 

(b) TRANSFER: 

EXTERNAL: 

Bil 

INTERNAL: 

(1) Miss Claudine July. Typist Clerk 11, was transferred from Public Service
Management Head Office to Training Division with effect from 1997-07-16
to function as Registry Supervisor'.

(2) Miss Carol King, Cleaner, was transferred from Secretariat, Office of the
President to Public Service Management with effect from 1997-05-12.

(3) Miss Joy James, Cleaner, was transferred from Training Division to Public
Service Management Head Office with effect from 1997-05-12.

5.2.6.3 

(c) RESlGNATION:

(1) Miss Rhonda Monize, Canteen Attendant, resigned with effect from 1997-06-30.

5.2.6.4 

(d) RETIREMENT:

(1) Miss Dorothy Stuart, Canteen Attendant (Cleaner), retired with effect from
1997-11-01.

5.2.6.5 

(e) DlSMISSAL:

Nil



5.2.1 

(i) Ms A Gardner

(ii) Mr John Chan

(iii) Ms A Hope

(iv) Ms M Wright

(v) Ms J Callender

(vi) Ms D Seepaul

(vii) Ms W Dundas
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STAFF DEVELOPMF.Nr 

(a) Induction Orientation Course with effect from
1997-02-17 to 1997-02-19 held at Training
Division.

(b) Professional Secretarial Practice & English
Language and Cormrunication with effect from
1997-08-18 to 1997-08-21 held at Training
Division.

(a) Induction Orientation Course with effect from
1997-02 .. 17 to 1997""'°2'"4�dat Ttai�if�'·:2;,;,ac:
Division.

(b) Office Assistant Course with effect from
1997-08-29 to 1997-08-30 held at Training
Division.

(a) Language and Conmunication for the Office with
effect from 1997-03-03 to 1997-03-07 held at
Training Division .

(b) Registry Management Course with effect from
1997-04-02 to 1997-04-03 held at Training
Division.

(a) Proficiency in Typewriting with effect from
1997-08-25 to 1997-08-28 held at Training
Division.

(b) Induction Orientation Course held on 1997-11-20
at Pegasus.

(a) Induction Orientation Course held on 1997-11-20
at Pegasus.

(a) Introduction of Work Improvement Team (WITS)
Techniques with effect from 1997-08-27 to
1997-08-29 held at Tower Hotel, Facilitator Mrs
Paulette Jumpp-Barnaby.

(b) Integration Session and Strategic Planning
Workshop with effect from 1997-11-26 to
1997-11-28 held at Pegasus Hotel - Facilitators
Mr Earl Nesbitt, Ms Sandra Myers and
Mr Anthony Watkins.

(a) Diagnostic Workshops with effect from 1997-10-07
to 1997-10-10 held at Park Hotel-Facilitator
Mr Earl Nesbitt.

(b) Integration Session and Strategic Planning
Workshop with effect from 1997-11-26 to 1997-11-28
held at Pegasus Hotel, Facilitators
Mr Earl Nesbitt, Ms Sandra Myers and
Mr Anthony Watkins.
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(viii) Administrative
Division

(a) One Day Diagnostic Workshop was held on

1997-10-08 at Park Hotel for all staff in the

Administrative Division. 1he Facilitator was

(ix) 

5.3 

P.S.M Staff 
including 
Administrative 
Personnel 

(a) 

Mr Earl Nesbitt.

Integration Session and Strategic Planning
Workshop held on 1997-11-27 at Pegasus Hotel,
Facilitators Mr Eari Nesbitt, Ms Sandra Myers
and Mr Anthony Watkins.

TRAINING DIVISION 

S.3.1

MISSJON STATEMENT1 

S.3.2

To assist Ministries, Departments and Regional 

Administrations in the Efficient and Effective 
Development and Utilization of their Human· 

Resources. so as to implement Government Policies. 

ORGANIZATION AND MANAGEMENT 

The Training Division is responsible for: 

a) the development, formulation coordination
and implementation of policy for planning,
managing. monitoring and evaluating training
and development ac&ivities in the Public

Service

b) the planning, monitoring, evaluating and
advising on staff development activities

across the Public Service

c) the supporting of the process of develop­
ing training policies and strategies by

providing information and advice to senior
management and to the Training and
Development Committees

d) the administration of all awards and
scholarships funded by the Government of
Guyana (under-graduate. post-graduate and
short courses) as well as by external donor
sources

e) the advising on the effective utilisation
of the scholarship awards and ensuring that

awards reflect policy and sectorial

priorities

f) the continuous appraisal of training
programmes against training requirements
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g) the long term forecasting of and planning
for future training needs relevant to the
development of Guyana

h) the provision of functional advice and
guidance to Ministerial/Departmental
trainers and promoting and stimulating
interest in training and development at
all levels

i) the provision of adequate library services
for the Public Sector.

S.3.3
STAFFING,

The staffing position at December 31, 1997 � as follows: 

POSITIONS NUMBER IN APPOINTED TEMPORARY VACANT 
ESTABLISHMENT 

1. Chief Training 1 

Officer 1 - -

2. Deputy Chief Training 1 - 1 1 

Officer (Manager 
Dev. & Op 

(ag) 

3. Manager, Development 1 1 - -

and Operations

4. Senior Training
Officer 1 - 1 1 

5. Training Officers 6 5 - 1 

6. Technician 1 1 - -

7. Manager, Library 1 - 1 1 

SAO (ag) 

9. Librarian III 1 - - 1 

9. Librarian II/I 1 1 - -

10. Library Attendant 1 1 - -



POSITIONS NUMBER IN APPOINTED TEMPORARY VACANT 
ESTABLISHMENT 

11. Manager, Planning
Research. & Anal�sis 1 1 - -

12. Training Analyst 2 2 - -

13. Research Assistant 1 - 1 -

14. Manager, Scholarship 1 - - 1 
Administration (Manager 

Tr. Admin 
( ag) ) 

15. Senior Student
Affairs Officer 2 - - 2 

16. Student Affairs
Officer 8 2 3 3 

17. Manager, Finance 1 - 1 -

and Information
.. (Manager 

Fin. & 
Admin (ag 

18. Senior Finance Clerk 1 - - 1 

19. Finance Clerk 1 1 - -

20. Word Processor
Operator 1 1 - -

21. Administrative
Assistant 1 1 - -

22. Clerk II G 1 - 1 -

23. Registry Supervisor 1 - 1 -

24. Typist Clerk 5 1 4 -

25 Office Assistant 2 1 1 -

26. Secretary 1 - 1 (Steno. 
( ag ) ) . 

27. Cleaners 4 2 2 
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5.3.4 
RE-ORGAHiaATIOR AND RESTRUCTURING 

S.3.4.J 
The Training Division emerged out of a restructuring 
reorganizat:Lon of the Training and Development and 
Scholarships Administration Divisions. 
S.3.4.2 

The Training and Development Divi:\..ion was divided into 
sections viz: ( See Clu~r<t on pa3e 1i} 

(i) Internal Training Section 

S.3.4.3 

(ii) Staff Development Section 
(iii) Training Administration Section 
{iv) Library Services. 

and 
the 

four 

The Scholarships Administration Divisions consisted of the 
following sections: (See Chart on pa9e19) 

(i) Scholarships 
{ii) Placement and Contracts 
(iii) Planning and Analysis 
{iv) Finance and Administration 

S.3.4.4 
As a result of the restructuring and reorganization there is now 
only one Division, the Training Division, being run by a Chief 
Training Officer and supported by a Deputy Chief Training 
Officer. Eight ( 8) Sections/Departments have been col lapsed into 
five (5). 
S.3.4.S 
The Staff Development section has been subsumed under the new 
Scholarships Department; Placement and Contract is no longer a 
distinct Department and its functions have been integrated with 
those of the new Scholarships Department. The activities of the 
Tra-ining Administration Section have also been subsumed under the 
Scholarships Department. The creation of the position of 
Administrative Assistant provides the logistical support that 
previously used to be provided by the Training Administration 
Section. 
5.3.4.6 
the ~raining Division thus comprises the following Departments: 
(5ee CharT on oaae go) 

(1) Dev~lopment and Operations Department 
(formerly the Internal Training Section) 
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(ii) Central Public Service ,Library

(iii) Scholarships Department

· (i�) Firiance and Information Department
(formerly Finance and Administration)

(v) Planning Research and Analysis

DEVELOPMENT AND OPERATIONS DEPARTMENT 

5.3.5.1 
OBJECTIVES 

5.3.5.2 

To plan, develop and implement relevant 
I 

training programmes so as to.assist 
Ministries, Departments, Agencies and 
Regional Administrations .. tn the efficient 
execution of their policies and programmes. 

GENERAL OVERVIEW 

'l'he Development and Operations Department seeks to provide a wide 
range �f training opportunities primarily to the Public Service, 
and to some extent, to the Public Sector. 

Training opportunities are provided at the iocalised level. 
5.3.5.3 

LOCAL TRAINING 

�.3.5.3.1 
�ocaI training is provided at 

a) Pubtic Service Management

b) Regional Administrations and other
Government Departments as requested

c) The Government Technical Institute and
the New Amsterdam Technical Institute.
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The functions of this Department were carried out by the 
following staffs 

NO. IN NO. 

POST ESTABLISH- FILLED VACANCIES 

MENT 

Deputy Chief Training 1 - 1 Manager 
Officer Dev. & Op. 

(ag) 

Manager, Development 1 - 1 Training 
and Operations Officer 

Acting 

Senior Training Officer 1 � 1 Training 
Officer 
Acting 

Training Officer 6 5 1 

Training Technician 1 1 -

TOTAL 10 6 4 

S.3.6.1

Typing services were provided by the Registry which has a 
complement of five (5) Typist/Clerks. 

The services of a cadre of part-time Resource Personnel were also 
utilized as the need arose. 
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f'RAINING,AND DBVBLOPHBNf' DIVISION 

Sf'RUC!'URB 

I PS 1------------1 TRG & DEV'T COMMITTEE

HD TRG & DEV'T DIV (DPS) I 
SECRETARY 

I 

INTERNAL TRG MANAGER 'STAFF DEV'T MANAGER' TRG ADMIN MANAGER 

I 

TRG 
OFF'RS 

( 4 ) 
� ,. 

.·, : ' '. ;
--------

I 

TRAINING TRG 
ANALYST OPF'R 

STAFF 
DEV'T 

-, 

I I I 
! TRG OFF'R TRAIN- SEC-

SHORT ING RETARY L!BRARY 
COURSES OFFICER 

EXTERNAL TECH- SEC- RECORDS
& P/TIME NICIAN RETARY OFFICER
TRAINERS 
--------

BQLBS1 

Course development 
and delivery. 
Training needs 
analysis. 
Contracting for 
6utside trainer� 

BQLB&• 

Plan,monitor and 
advise on staff 
development. 
Evaluate short 
courses. 
Information and 
advice on short 
courses. 

BQJ,BS1 

Course costings 
Training information 
Course bookings 
Training records and 
stat·istics 

Levels do not represent grades 

I 

, D D _ L--- '---.I 

. D _ ___, 
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S.3.8 SCHOLARSHIPS ADMINISTRATION DEPARTMENT 

ORGANIZATIONAL CHART 

Head, 
Scholarships 

Administration 

I 

I 

Manager, Manager, Manager, Manager, 
Scholarships Planning and Placement and Finance and 
I Analysis Contracts Administrati�nl 

8 student Affairs 1 Training Analyst. 
Officers 1 Statistics and 1 Contracts Officer 

1 General Clerk Records Officer 2 Placement Off icer.!J 
1 Research Assistant 

I 

I I 
1 General Clerk 1 Accounts Clerk III Registry Supervisor 

1 Accounts clerk II 

I 
' 

4 Cleaners 4 Typist Clerks 
2 Office Assistants

I 
I 

I 

I I I I 

I 
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TRAINING VIVISION 
Chief Training 

Officer 

Deputy Chief 
Training Officer 

I 
Manager; 

Oevelopaent 
and Operations 

I 
1 Senior_ 

Training 
Officer 

I 
6 Training 

Officers 

I 
11 Technician! 

I 
Adllinistrative 

Assistant 
Hanaget:, 
Library 

1 Librarian III 
1 Librarian II/I 
1 Library Attd. .__ _______ _..,,. 

14 Cleaneni 11 Clerk II f 

1 Registry 
Supervisor 

5 Typist Clerks 
2 Office -Aasistant~ 

Manager, 
Planning 
Research & 
Analysis 

2 Training 
Analysist= 

1 Research 
Assistant 

Secretary 

Manager, 
Scholarships 

Administration 

2 Senior 
Student Affairs 

Officers 

8 Student 
Affairs 
Off ice rs 

- I 
Hanage?j, 

Finance and 
Inforaation 

I 
1 Senior Finance 

Clerk 
1 Finance Clerk 
1 Word Processor 

Operator 

I 

~ 
' 
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S.J.Jf CENTRAL PUBLIC SERVICE LIBRARY 

S.3.10.lOBJECTIVES: 

To provide a comprehensive coverage of material 
to reflect on the subject, scope and responsibilities 
of its parent body, Public Service Hanagement, 
Office of the President, the wider Public Service 
and more particularly the training functions of the 
Training Division. 

ORGANIZATION AND MANAGEMENT 

Post No. in No. Vacancies Remarks 
Establish- Filled 
ment 

Library Manager 1 - 1 S.A.O. 

Librarian III 1 - 1 

Librarian II 1 1 -

Library Assistant 1 - 1 

Library Attendant 1 1 -

Total 5 2 3 

The Library staff complement was increased by one (1) 
with the employment of Hrs. C. Hope as a Library Attendant 
with effect from 13th July, 1997. 

{ag) 
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S.3.11 SCHOLARSHIPS DEPARTMENT 

S.3.11.J DESCRIPTION OF DIVISION

S.3.JJ.J.J 'l'be Scholarships Adainistration Department bas responsibilities
for the advertiseaent of scholarships, processing applications 
and preparing recommendations for selection, issuing joining 
instructions, rendering support to students during their awards, 
·and moni taring student progress. The department is the principal
point of contact for all potential and actual students from the
time of application until their studies are completed.

S.3.JJ .2

POS'l' 

The scholarships department bas the responsibilities of ensuring 
that selected award-holders receive and sign a contract which 
correctly reflects the terms of the award before commencing their 
studies. Further, the department ensures that appropriate copies 
are plaqed on file for reference on completion of their studies. 
The department helps students to find suitable positions in the 
P�blic Sector by acting as a broker between students and 
eaployaent opportunities. It also bas the added re�ponsibility 
of ensuring that the trainees honour · their · contractual
obligations. 

STAFFING AT 31 DECEMBER,1997 

NUMBER IN APPOINTED TEMPORARY VACANT 
ESTABLISHMENT 

Manager, 
scholarship 1 - 1 -

Senior Student 
Affairs Officer 2 - 2 -

Student Affairs 
Officer 8 2 3 3 
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5.3.11.3 GENERAL OVERVIEW

The Scholarships Department seeks to provide a wide range of 
training opportunities primarily to the Public Sector and to 
the citizens of Guyana. 

Training opportunities are provided at two levels, namely at 
local and overseas. 

5.3.11.4 LOCAL TRAIN ING

Scholarships awards are issued for studies at the University of 
Guyana in various fields ranging from Hedicine, Hanagement, 
Computer Science, Engineering to Law. 

Awards are also issued for studies at the Regional Programme for 
Animal Health Assistants (REPAHA). 

5.3.11:..5 OVERSEAS TRAINING

At the overseas level training is done mainly through the 
Technical Assistance Schemes such as the Commonwealth Fund for 
Technical Cooperation (CFTC), the Indian Technical and Economic 
Cooperation Programme ( ITEC), the British Technical Assistance 
Programme (BTA), the Pan American Health Organization/World 
Health Organization (PAHO/WHO), the Canadian Commonwealth 
Fellowship Programme, the United Kingdom Commonwealth Fellowship 
Programme, the Australian and New Zealand Commonweal th 
Scholarship Programmes, the Indian Commonwealth Scholarship 
Programme, the Netherlands Government, the Organization of 
American States (OAS), the Russian Government and the Caribbean 
Development Bank . 
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S.3.12 FINANCE AND INFORMATION DEPARTMENT 

S.3.Jf.J The Department assists the Training Division in executing their
programmes efficiently and effectively by providing financial and 

-information support services.

ORGANIZATION AND DEVELOPMENT 

NO. IN NO. 
POST ESTABLISH- FILLED 

MENT 

Manager, Finance 1 -

and Information 

Senior Finance 
Clerk 1 -

Finance Clerk 1 1 

Word Processor 
Operator 1 1 

S.3.13 PLANNING AND ANALYSIS DEPARTMENT 

VACANCIES REMARKS 

1 Manager, 
Finance and 
Admin. (ag) 

1 

-

-

S.3.13.J The Department supports the process of developing policies and 
strategies for the Training Divisjon as a whole and provides 
information and advice for the Chief Training Officer and the 
Permanent Secretary. 

S.3.13.f ORGANIZATION AND MANAGEMENT 

NO. IN NO. 
POST ESTABLISH- FILLED VACANCIES REMARKS 

KENT 

Manager, Planning 1 1 -

and Analysis 

Training Analyst 2 2 -

Research Assistant 1 1 -

- -
I I I I 

- -

I I I I -

-I I I I 

- -

I I I I -
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MANAGEMENT SERVICES DIVISION 

MISSION STATEMENT 

To provide a consultancy service and to 

facilitate qualitative changes in the 

operations of Ministries/Departments and 

Regional Administrations with a view to 

assisting them to be more efficient and 

effective. 

ORGANIZATION AND MANAGEMENT 

ORGANIZATIONAL STRUCTURE 

C.M.S.O

PROJECT CONSULTING QUALITY & PRODUCTIVITY 

PMSO PMSO 

�M._s,...o __ ...., SMSO SMSO 

3 MSO II/I 3 MSO II/I 3 MSO II/I 3 MSO II/I 3 MSO II/I 

11 MGT. SERV. ASST. l 

C.M.S.O - Chief Management Services Officer
P.M.S.O - Principal Management Services Officer
S.M.S.O - Senior Management Services Officer
M.S.O - Management Services Officer

r 

I SMSO SMSO 
.___________,,----------' ,___________,,----------- ..._____,._____. L__~ 

.__________,II~-~' '~~ ~-I I'----------' 



S • .f.t.2 OPERATIONAL STRUCTURE AND STAFFING AT DECEMBER, 1997 

C.M.S.O 

PROJECT CONSULTING QUALITY & PRODUCTIVITY 

PMSO 

SMSO SMSO SMSO 2 MSO II/I 

7 MSO II/I 1 MSO II/I 

1 MGT. SERV. ASST. 

C.M.S.O - Chief Management Services Officer 
P~M.S.O - Principal Management Services Officer 
S.M.S.O - Senior Management Services Officer 
M.S.O - Management Services Officer 

The operational relationships of the Division are flexible and 
change according to the nature of the Division's assignments, using 
a matrix approach. 
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DESCRIPTION OF DIVISION 

During the first quarter of 1997, an internal review of the 
organization was done. As a result, two distinct units were 
established to execute the mandate of the Division. These were 
the: 
a) 
b) 

Project Consulting Unit and 
Quality and Productivity Unit. 

This became necessary due to the emphasis that was being placed on 
newer concepts that were being introduced into the PSM and the 
Public Service, using an incremental approach. These concepts 
included Work Improvement Teams (WITs), Customer Oriented 
Programmes and Public Contact Programme. 

Further, as a consequence of the introduction of Programme 
Budgeting into the Public Service, separate objectives and 
responsibilities were developed for the two (2) units in 
collaboration with the GEM - Pat the Ministry of Finance. 

S.4,.3.4 PROJECT CONSULTING UNIT 
S.43.4.1 OBJECTIVE 

To provide consultancy services to Ministries/Departments and 
Regional Administrations with a view to assisting them to operate 
efficiently and effectively. 

S,A..3.4.2 The key responsibilities of the unit a.re: 
relieve organizational bugbears by responding promptly and 
efficiently to requests for assistance from Ministers, 
Ministries/Departments and Regional Administrations; 
provide systematic and focused implementation support for 
projects completed; 
facilitate improved performance in agencies through the 
development of operational documentation such as Desk Files, 
Procedure Manuals, Records Management Manuals and Store 
Keeping Manuals; 
provide support to reform initiatives that are in the 
implementation stage; 
develop a database relating to the organization of the 
functions of Government; 
assist in developing organizational arrangements for Programme 
Budgeting implementation government-wide. 

S..4,.3.4.3The Project Consulting Unit functioned in a matrix style. Project 
teams were formed from the total pool of M.S.O's, matching their 
skills with the requirements of the particular project. 
This arrangement would usually exist for the duration of the 
Project. 
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To facilitate changes in the culture, communication patterns and 
performance levels aimed at enhanced productivity, quality service 
and greater interaction throughout the Public Service. 

S.4,.3.S.2 The key responsibilities of the unit are:

foster a change in the culture of the Public Service, aimed at 
attitudes, values and the regulatory framework; 
facilitate greater interaction at both inter and intra­
ministry levels through systematic and focused communication 
mechanisms; 
foster a greater focus on performance in order to facilitate 
productivity and quality service to end-users; 
enhance the Division's potential for effective performance 
through structured in-house capacity building programmes and 
technological improvements; 
develop a Code of Conduct for the Public Service; 
introduce new quality and productivity approaches and 
practices throughout the service. 

The Division's management group, comprised the C.M.S.O, P.M.S.0
and S.M.S.Os. This group had the responsibility for identifying 
projects, establishing Terms of Reference, and evaluating projects. 

These activities were done in addition to normal responsibilities 
and were executed periodically. All senior officers were also 
expected to work on the assignments which they manage. 
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CENTRAL PERSONNEL DIVISION 

MISSION 
The Central Personnel Division is responsible for establishment 
control, the introduction and maintenance of personnel systems 
and procedures, formulation, interpretation and implementation of 
policy on all aspects of conditions of service and liaison with the 
unions on public service issues. 

S.5.2 

5.5.2.1 

ORGANIZATION AND MANAGEMENT 

ORGANIZATIONAL CHART 

(l) CHIEF 
PERSONNEL 

OFFICER 

I 

(1) PRINCIPAL PERSONNEL 
OFFICER 
POLICY & RESEARCH 

( 1) SUPERNUMERARY 
PRIN PER. OFF. 
POLICY & RESEARCH 

(1) PRINCIPAL 
PERSONNEL OFFICER, 
OPERATIONS 

(1) SENIOR 
PERSONNEL 
OFFICER, 
POLICY 

PERSONNEL 
DOCUMENTATION 
OFFICER 

(1) SENIOR 
PERSONNEL 
OFFICER, 

RESEARCH 
AND DATA 

I 

SENIOR 
PERSONNEL 
OFFICER, 
OPERATIONS 

(2) 

PERSONNEL 
OFFICER 

(2) 

PERSONNEL 
OFFICER, 
DATABASE 

(1) 

SENIOR 
PERSONNEL 
OFFICER, 
ENQUIRIES & 
CASES (I) 

I PERSONNEL 
I OFFICER (1) 

SENIOR 
PERSONNEL 
OFFICER, 
INSPECTIONS 

(I) 
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5.5.2 Description of Division 

5.5.3 

5.5.4 

The Central Personnel Division is divided into two (2) Sections to 

facilitate the execution of its responsibilities, namely :-

Policy Section 

developing and formulating policy submissions, including 
regular review and updating of personnel policies; 
carrying out surveys (e.g,on remuneration practice), 
analysing data and preparing reports to inform policy 

development and review; 
developing and maintaining database of Public Service 
Manpower, which will enable policy to reflect supply 
and demand factors more accurately; 

revising the Public Service Conditions of Service to 
increase recruitment and retention of able staff; 
revising and simplifying the Public Service Rules; 

preparing documentation on conditions of service and 
Public Service Rules for distribution to Personnel 
Divisions across the Public Service 
liaison with the Public Service Commission; 
communication and consultation with relevant unions; 

Operations Section 

revising and simplifying Personnel procedures to be 

operated by personnel Divisions across the Public Service 
preparing instructions and documentation covering the 
new personnel procedures with provision for regular 
updating; 
duplicating and distributing documentation on Conditions 

of Service, Public Service Rules and Personnel procedures 

as standard reference and guidance documents to all 
Personnel Divisions 
briefing all Personnel Divisions on the new procedures, 
and identifying their requirements for training in 
Personnel Management and Administration, to be 
provided by Training Division 

providing advice and guidance to Personnel Divisions; 
responding to enquires on personnel matter and processing 
any cases not -covered by the powers to be delegated to 

individual Ministries. 
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Summary and Review 
of 

1997 

Programme 

PUBUC SERVICE 

MANAGEMENJ' 



6.1 

6.1.1 

AC»llNISTRlrl~V~ SLJPPOR.T Sf"RVlCES D1V15l0N 

SUMMARY & REVIEW or 1997 WORK 

TARGE'l, SET 

11 .1intain al l(!asi. c1 minimum of 
, a Cf to carry ou1 U1e operation 
o: the Minis~ 

·1 aintain invent.ury of office 
( :rniturc 

/11 aintenance ot f$u-ilqing 

r,'hintain an adf'q11ate supply of 
s , n.itation ;lf1( l stationery 
;,' 'PP.lle5 

Maintenance of equipment 

·rov:iding t.ransp.,rtation and 
,, e .. ssengc->..rial Services 

\ ;repare Budget for 1998 

Maintenance of Stamp Imprest 

·1, ,i.ning of Stai 1 

'·:\xiuc0 

typing 
(j•) >. i accurate 

TARGET ACHIEVED 

The Ad minis._rative Division 
maintained 90 % of its 
complement. 

Satisfactorily maintained 

70 % maintenance 
carried out 

work was .. 

Most requests were fulfilled 

All. equipment were maintained 
m a satisfactory manner 
except for the Xerox l 025 
Copier 

60 % of the requests were 
completed 

Completed 

100 % 

Satisfactorily don,~ 

Most requesi5 rni- meals w,,11 

fulfilled 

:-;atisfactoril 'l . Jr 1,·1 , 

Satisfactorily don,s. 

Maintenance of reliable 90 % Satisfactory 
Records Fili.nq Sy::-;tem 

Filing of closed students and 50 % Completed 
sL1bject fiies in alphabetical 
a11d n:r.mierj cal order (Training 
Division) 

ANALYSIS OF SUCCESS OR 
F /\ILU R r: 

Adequate ~rvicr:, Will; provided .. 

rl'be .internal audit. department 
assi.stoo iri t:hi s ex€ltise. 

'l'he 
ac.s5st.E..>d 
due to 
w~ble tc 

n;aint.E:nance section 
in th1!':' exerci.c.e, but 

depietrd stcff was 
fulnll all requests. 

At some times items were 
unavailable at Office of the 
President Store 

The copier is 
maintain. A 
submitted to 
re-<lisposal and 
new machine. 

very costly to 
prc,pcsal was 

Management 
acquisition of a 

For about six mcnths the 
Ministry was without transpxt­
ation. 

( Su.bmrtieJ b"t t; Q. P.) 

Stam~ were. readily available. 

0 n-the-pb training w i.s 
conducted.. Staff attended 
training cow::,..2:.:; conducted by 
Training Divisinn. 

Most of th, 1._1tronage recc1v,;d 
We£ from the txaining courses. 

'l'l1c0 quali!_y ('1 l yping was rif 

tligh standa1d. 

Weeding of -snbject and personnel 
files was done 

This project w c1s not com D1eted 
because of staff shortag~ (To be 
·ompleted in l 99~ 
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The Division exper:iffi.O=d a numter of soc~ aoo failures during the -year: under 
rev.iew. 

6.1.2.2 . . 
The Canteen generat.es ma:t of its funds f:roro caterlng arrangements that exist with 
T:ra:inir:g Division. If the Canteen had tD depend an the small amo.:mt cf takings (cash 
sales) ca1lected on a daily basis from the sale of snacks and m<::als it would not be-. able 
to :µ..:tify :iis existence. 

6.1.2.3 
A number of oomplaints was received from the Training Oivislorl about the poa qulllity 
of meals i;:rovided and the issue of tlmelin.(,ss. 

A :review of the c~ w~ dene bl ~ MMA~mont ~ D-ivialm Md l@!C!Ol'l\ m~~­
tions wer:e submitted to the Permanent Seaetal:y. 

A meet:ir:.g will be held in 1998 with the Permcinent Seaetazy to eecide on the fub.tte 
of the Can"t:een. 

6.1.t.4 
This was a gocd year far the Clean.em, credit. :is due to them far ensuring that the 
office was "kept clean and tidy despite cx:ntndnts that exis::ed. 

6.1.2.S 
The Adm:inist:rative Division was not atae to satisfy all the t:rampottation nE!eds of thE! 
Public Service Management. However sun;x:rt in this area was prov.ided by the Office 
of the Pre.sident and a private Taxi Service. · 

6.J.f.6 
Due to inadequate amount of. vehicles and at sometimes :oo driver, the Division experienced 
diffi.cul:ties in meeting demands for t:r:ansportatio. 

6.1.t.1 
Notwithstanding these matters the Division was still. able to maintain the a.rove 
minimum st:an.dall:3s in the vari.ous aspects of it.s rE.SpOnSibil.ity. 

6.J.f.l 
On the job t:ra.i.ning was conducted far staff; they also attended training ccurses 
conducted by t.he Training Divjajat. 

6.1.t.9 
PROJECT.ION-1998 

Il: is hop:d that in 1991 the Adm:inLc;:;trative Unit. would be better able tc,:­

(a) Enhance tlie appearance of the env'.ironment 

(b) Replace old furn:i:ture 

(c) Upgrade the division with moderniza{equipment and 

(d} Resn:e the Registry which is cramJ;ed. 

Witb the support given by the Ministry tl1e env.ironmE:nt WOllld be. greatly enhanced. 
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6.2.1 VEVELOPMENT ANV OPERATIONS VEPARTMENT 

6.2.J.J TARGET SET FOR 1997 

The aim of this section for 1997 was to provide 
training to upgrade the operational skills of 
one thousand, three hundred and twelve (1,312) 
Public Officers in the Managerial, Secretarial 
and other areas of self development. 

6.2.J.2 Three ( 3) Modular programmes were 
certificates. 

Those programmes were, 

offered 

(a) Certificate in Human Resource Development
( b) Certificate in Sup·ervisory Management

leading to 

(c) Certificate in Professional Secretarial Practice.

6.2.J.3 Attached please find a listing of training programmes planned and 
executed along with numbers of projected and actual participants. 
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6.2.1.4 CENTRAL TRAINING PROGRAMME 

COURSES PLANNED (TRAINING COURSES DELIVERED 
AND ATTENDED} 

No. of No. of No. of Participants 
Name of Course Courses Courses 

Planned Executed Projected Actual 

Induction/Orientation 1 1 20 19 

Certificate in Human 
Resource Development 3 3 45 34 

Certificate in 
Supervisory Management 6 6 90 95 -Planning for Managers 1 1 15 12 

Advanced Report 
Writing for 
Supervisors 2 2 30 14 

Communication for 
Supervisors 1 1 20 9 

Managing Meeting 1 1 15 5 

Accounting for 
Supervisors 1 1 15 18 

Public Service Quality 
Awareness 1 1 15 6 

Financial Management 
for Non-Financial 
Supervisors 1 1 15 14 

Procurement and Stores 
Management 1 - 20 -

Retirement - A Career 1 1 15 10 

Remarks 

Course was 
cancelled due 
to undersub-
scription. 
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No. of No. of No. of Participants 
Name of.Course Courses Courses Remarks 

Planned Executed Projected Actual 

Government Accounting Course was 
Procedures 1 - 20 - cancelled due 

to undersub-
scription. 

Certificate in 
Professional 
Secretarial Practice. 6 6 120 100 

Personnel Practice and 
Policy 1 1 15 12 

Proficiency in Type-
writing 2 2 40 37 

Customer Care/ 
Proaoting the Right 1 1 20 24 

Iaage 

Telephone Techniques 1 - 15 - Course was 
cancelled due 
to underslib-
scription. 

Seminar for Ancillary 
Staff 1 1 20 23 

Office Assistants 
seainar 2 2 40 31 

Performance Appraisal 2 2 30 33 

TOTAL 38 35 635 496 
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6.2.1.5 CANCELLED TRAINING ,P..ROGRAMMES 

Three training programmes were cancelled due to under­
subscription by the various Ministries. Government Departments 
and Regional Administrations. 

Those training programmes were: 

i) Procurement and Store Management 
ii) Government Accounting Procedures 
iii) Telephone Techniques 

6.2.1.6 TRAINING IN ACCOUNTANCY 

6.2.1.7 

As part of its Work Programme. the Department had targeted to 
up-grade the skills of Accounting Personnel throughout the 
government services by sponsoring two programmes at the 
Government Technical Institute and the New Amsterdam Technical 
Institute. Three hundred and sixty (360) persons were targeted 
to be trained at the institutes in the Basic and Foundation 
Certificates in Accountancy Programmes. The Department was only 
able to expose one hundred and eighty-two persons, thus achieving 
forty eight percent (48%) of its target. This low result is as 
a consequence of not conducting the programmes at the New 
Amsterdam Technical Institute because of under-subscription at 
that location. 

Below is the breakdown: 

G.T.I'S FOUNDATION CERTIFICATE IN ACCOUNTING PROGRAMME 

Actual 
Projected 

Completed Commencing With- Total 
Students Students drawal 

90 34 51 5 90 
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6.2.1.B G. T. I'S BASIC CERTIFICATE IN ACCOUNTANCY PROGRAMME 

Actual 
Projected 

Completed Commencing With- Total 
Students Students drawal 

90 38 49 5 92 

6.2.1.9 REQUESTED TRAINING PROGRAMMES

The Section trained two hundred and fifty-three ( 253) Public
Off ice rs in fourteen ( 14) requested training programmes emanating 
from seven Government Organi�ations. 

Organization Name of Course No. of No. of 
Course Participants 

Ministry of Finance Communication 
for Supervisors 1 15 

Ministry of Legal Registry 1 16 

Affairs Management 

Guyana Prison Service English Language 1 14 

and Communication 
for the Office 

Inland Revenue Supervisors 
Department Management 1 18 

Seminar 

Regional Democratic Team Building 2 42 

Council-Region # 6 Performance 2 42 

Appraisal 
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Organization Name of Course No. of No. of 

Course Participants 

Regianal Democratic Human Resource 
Council-Region t 7 Development. 1 19 

Problem Solving 
and Decision 1 19 
Making 

Registry Manage- 1 17 
ment 

Regional Democratic Coaching Skills 1 17 
Region t 3 Team Building 1 17 

Performance 
Appraisal 1 17 

14 253 

6.2.1.10 The Development and Operations Department had targeted six 
hundred and thirty-five (635) public officers on its thirty-eight 

(38) Central Training Programmes for 1997.

6.2.1.11 The Department executed approximately ninety-two percent ( 92\) 
of its targeted thirty-eight (38) training programmes for the 
period under review. The Section trained approximately seventy­
eight percent ( 78\) i.e. four hundred and ninety-six ( 496) 

trainees, of its targeted six hundred and thirty-£ i ve ( 635) 
trainees for the same period. 

6.2.1.12 Eight percent ( 8\), ( 3 training courses) of the planned training 

courses were cancelled due to under-subscription. 

6.2.1.13 The Department designed, developed and printed one hundred ( 100) 

Calendar of Courses and circulated nine (9) training circularsto 
the various government organizations during the year. 

6.2.1.14 PUBLIC SERVICE CAREER TRAINEES PROGRAMME 

6.2.1.14.1 The Development and Operations Department coordinated the 1996/97 
Public Service Career Training Programme. This programme exposed 
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sixty-four (64) career trainees to training at the Accountant 
General's. Audi tor General's, Inland Revenue and customs and 
Excise Departments. This one-year programme ended in November 
1997 and the trainees were placed among the above named 
Departments as Accounts Clerk II as follows: 

i) 
ii) 
iii) 
iv) 

customs & Excise Department 
Inland Revenue Department 
Auditor General's Department 
Accountant General's Department 

- 15
- 15

- 13

- 14

6.2.1.14.2 In addition to the above, the Training Technician carried out the 
following activities during 19971

a) Preparation and designing of training
aids

b) Maintenance of training equipment,
television, video, recorder,
overhead and slide projectors during
training sessions.

6.2.15 COURSE EVALUATION

6.2.15.1 The Section has in place three levels of evaluation, -

a) Participants Evaluation

b) Facilitators Evaluation

c) Facilitators and Supervisors
Evaluation of Participants on the Job.

Participants and facilitators Evaluation were carried out. 

6.2.15.2 The evaluation exercises revealed the following, -

(i) More handouts should be issued to
participants especially for. those
participants whose academic level
was not high enough for them to
t�ke notes and quickly grasp the
concepts given.



6.2.16 

6.2.16.1 

6.2.16.2 

6.2.16.3 

6.2.16.4 

6.2.16.5 

6.2.16.6 

6.2J1 
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(ii) Field trips to places of interest 
should be part of the Supervisory 
Management Programmes. 

(iii) Improvement in the quality and time­
liness of meals supplied to course 
participants1s needed. 

RECOMMENDATION 

There should be continuous follow-up programmes 
to ensure that training done has relevance, is 
effective and that transfer of knowledge is 
taking place. 

The public Service Management's canteen should 
be upgraded to provide a high quality of meals 
on a timely basis for course participants and 
facilitators. 

There should be closer collaboration between 
Training Officers from the Training Division 
and those in other sister institutions in the 
Caribbean. Attachments and exchange visits 
should become a regular feature. 

All Training Officers should be exposed to 
Computer Training. 

Hore training should be done in the Regions. 

A Fax Machine should be installed urgently 
at the Public Service Management, Training 
Division. 

CENTRAL TRAINING AND DEVELOPMENT COMMITTEE. 

6.2.11.1 The Central Training and Development Committee was set up to 1 

i) identify and prioritize areas of training 
and development consistent with the national 
development policies. 
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11) advise Government on the means of providing
a wide range of staff development activities

111) advise Government on the strategies for
eiollaboration with the private sector, and
major educational and training institutions
which have key roles to play in delivering
staff development programmes for the Public
Service.

This committee has responsibility for the development and review 
of the Central Training Policy. 

6.2.J7.fThe Committee comprises of the Permanent Secretaries of the 
Ministries of Public Service Management (PSM), Works. Health and 
Agriculture. the Vice Chancellor. University of Guyana, the 
Training Manager of the Consultative Association of Guyanese 
Indu'stry ( CAGI). the Director, Guyana Manageme�t Institute ( GMI). 
Director. Institute of Adult •. Distance and Continuing Education 
and the· Manager. Development and Operation. Public Service 
Management. 

6.2.17.3 There was no meeting of this committee in 1996 or in 1997·, The 
committee did not meet in 1996 becaus� of the need to revisit its 
rationale and composition by the P�rmanent Secretary, Public 
Service Management against the background of a proposed new 
training policy with emphasis on Human Resource Development and 
the national development thrust. 

6.2.18 MINISTERIAL AND REGIONAL TRAINING AND DEVELOPMENT 
COMMITTEES 

6.2.18.1 The Committees were established in Ministries and Regions to 
further the objectives of training and staff development. 

6.2.18.2 The Committees comprised of the Permanent Secretary or the 
Regional Executive Officer as Chairman and Heads of Division. 

6.2.18.3 These Committees are responsible for assisting in the 
identification of training deficiencies in their respective 
Ministries/Regions and in collaboration with the Training 
Division. develop and complement relevant training activities. 
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6.2.19 CONSTRAINTS 

The Committees that were established did not function in 1997. 
In February 1997, a meeting was convened at which Training Liaison 
Officers from the various Ministries and Regions were invited in 
order to prepare a number of training programmes. Subsequent to 
that meeting, Officers from the Training Division were 
allocated to each Ministry/Region as facilitators. Only four 
Ministries started their Committees, while the others never 
started. Such a situation may be largely due to the absence of 
a training culture brought about by a lack of institutional 
support for, and commitment to training. 

6.2.20 CONCLUSIONS

6.2.20.1 There is a need for four ( 4) more Training Officers if the aim 
· and objectives of the Development and Operations Department of

the Training Division are to be achieved. There is also the need
for greater communication between Principal Personnel
Officers/Liaison Officers in Ministries/Regions and staff at the
Training Division.

6.2.20.2 For 1997 Training and Development Committees did not function
because of a general disinterest in having these committees
function by the relevant senior officers.

6.2.20.3 The Training Division (Development and Operations Department) can 
only act as a consultative body on training within the Public 
Service and Regions if there is the recognition of the need for 
continuous training of Training Officers. Continuous training 
is necessary if the Division is to continue to function 
effectively. 



6.3 

Key Areas/

Objectives 

LIBRARY 

Acquisition of 
Publication on 
Public Sector 
Administration 

Maintain systems
of unrestricted 
access to and 
effective 
utilisation of 
library material. 
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SUMMARY AND REVIEW OF THE CUNTRAL 
PUBLIC SERVICE LIBRARY 

Targets Set 

The acquisition of 75 
publications in the 
area of Public Sector 
Administration. 

Renew subscriptions 
to 12 current 
periodicals 

To have available
for library users 
as soon as possible 
newly acquired 
books. 

Targets 
Achieved 

48 Publications 
were received, 
accessioned and 
catalogued. Of 
this set 18 were 
donations. 

Subscriptions to 
(9) nine
periodicals were
approved and
paid for.

A total of 30 
books were 
catalogued and 
classified. 

Analysis of 
Success or 
Failure 

Due to postal 
hitches books 
paid for and 
posted in 1996 
were received 
in mid 1997. 
This was 
realistic 
after checks 
by Library 
Staff at the 
Post Office 
revealed that 
the package 
was there. 

The other 12 
books were 
not catalogued 
due to a 
proposed 
Training by 
the fo'rmer 
Library 
Manager. 
This propo­
sal is with 
the Chief 
Training 
Officer 



Key Areas/ 
Objectives 

LIBRARY co•T'D 

Undertake stock 
retention 
measures. 

Targets Set 
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Targets 
Achieved 

At December 31st. a 
total of 1,549 
persons utilised the 
library facilities 
and 905 books and 
25 periodicals were 
loaned. 

Monies received for 
photocopying 
services rendered 
totalled $22,333.00. 

Current content 
lists of periodicals 
and recently 
acquired books was 
prepared and 
circulated to Head 
of Divisions. 

The total amount of 
photocopying for the 
year was 176,770 
copies. 

Fines collected for 
the year totalled 
$1,788.00 

Analysis of 
Success or 
Failure 

Staff members 
were the 
greater pro­
portion of 
persons with 
overdue books 
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Key Areas/ 
Objectives 

Targets Set Targets 
Achieved 

Analysis of 
Success or 
Failure 

kIBRARY CONT'D 

f[mploy Stock 
Preservation 

Budgeted for 40 books 
to be repaired/re­

bound on a yearly 

basls. 

Eleven (11) books 
were taken off the 

shelves and sent to 
the binders. 

6.3.1 

The Centred Public Service Library had planned lo acquire seventy· five 
(75) publications in the area of Public Sector Administration but nnly

f o rt y --e t g h t ( 4 B ) we r e r e c e i v e d , a c c e s s i one d a n d c a ta 1 o g u e d . n f t. h i s s P 1

eighteen 118) were donations.

6.3.2

Subscriptions for nine (9) of the targeted twelve (12) 
periodjcals were approved and paid for.

6.3.3 

Library users were able to access thirty (30) books which were 
catalogued, classified and placed in circulation. The other 
twelve (12} books were not catalogued because they were to be 
used as part of a training programme for the current Manager, 

(ag), Library. The proposal for the training programme is being 

considered. 

6.3.4 
As at December 31, 1997, a total of 1549 persons utilised the 
library facilities and 905 books and 25 periodicals were loaned. 

6.3.5 
Monies received for photocopying services rendered totalled 
$22,333.00. Fines collected for the year totalled $1, 788.00. 

6.3.6 
In terms of stock preservation, 40 books were scheduled to be
repaired/rebound on a yearly basis. Eieven (11) books were taken 
off the shelves and sent to the binders. 

6.3.1 
The Library staff complement was increased by one (1) with the 
employment of a Library Attendant . 

currPnt
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REVIEW OF THE SCHOLARSHIPS VEPARTMENT 

l, • .f..1 As at the end of December 1997 the Scholarships Department 
processed/serviced 66 commencing/continuing/completing students 
as follows: 

Country/ 
Institution 

Commencing Continuing 

--------------if---------+-----------

University of 
Guyana 

REPAHA 

18 

6 
------ - -------+---- ----

TOTAL 24 

----------- ------------�--

32 

39 

Completing 

3 

Total 

53 

13 

66 

6.4.f As at end of December 1997 the Department handled 55 
commencing/continuing/completing students as follows, 

Country/ Commencing Continuing Completing Total 
Institution 

Barbados - - 1 1 

Brazil - 11 4 15 

Canada 1 4 4 9 

CIS - 4 6 10 

Cuba - 3 - 3 

India - - 1 1 

Trinidad 1 - 1 2 

United Kingdom 2 7 5 12 

TOTAL 4 29 22 55 

6.4.3 During 1997 the Department interviewed 19 applicants for the 
United Kingdom Commonweal th Scholarships; 9 for the Canadian 
Commonwealth Scholarships; 49 for Scholarships tenable at the 
University of Guyana and 11 for Scholarships tenable at REPAHA. 

Candidates selected were: 

United Kingdom 
Canada 
University of Guyana 
REPAHA 

5 

4 

30 

6 

7 -
- -- --·---+---- --- --········---- ---- ---- .. ------- --------------

3 

I I I I 

I 

I I I 
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��4 Of the 30 candidates selected for scholarships to the university 
of Guyana only 10· took up the awards the remaining 12 did not 
take up the awards largely because of difficulties in securing 
the required surety. 

6.4.5 Five . nominations were submitted to the United Kingdom for 
Commonwealth Scholarships for 1998/99; three for the Canadian 
Commonwealth. two to the Organization of American States and one 
to India for 1998/99 awards. 

6.4.6 Notification of selection for candidates nominated for United 
Kingdom and Canadian Scholarships would be communicated to the 
Department by April 1998. 

6.4.1 The Department processed 29 local and overseas awards: 

Canada 1 

OAS 1 

United Kingdom 2 

University of Guyana 18 

REPAHA 6 

Trinidad 1 

�4� Nominations for 1997/98 United Kingdom Commonwealth Scholarship 
were unsuccessful. 

6.4.9 Nominations for New Zealand and Australia Commonweal th 
Scholarship were not processed because of an insufficiency of 
information. 

6.4.10 In terms of monitoring the progress of award holders. the absence 
of Public Service Management's officials in some Missions, 

,especially in Br�zil and Russia made it difficult to effectively 
monitor students progress. 

6.4.11 At the local level, University of Guyana continues to be 
in providing academic reports to this Department. 
registration data which is very important to us 
verification of the accuracy of the University of 
billing is still not forthcoming. 

dilatory 
Further. 
for the 
Guyana's 
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��n Scholarships awarded in 1997 amounted to 31. The largest single 
field was Law which totalled 9. This was followed by Animal 
Science with 6 and Civil Engineering with 3. 

6.4.13 Scholarships awarded in 1997 by fields of study and country of 
award is listed belows 

No. of 
Person 

8 

1 

6 

3 

2 

2 

1 

1 

1 

1 

1 

1 

1 

Sponsoring 
Agency 

Government of 
Guyana 

- do -

- do -

- do -

- do -

- do -

- do -

- do -

Canadian 
Commonwealth 

Government of 
India 

Field of 
Study Country 

Law Guyana 

Law Trinidad 

Animal Science Guyana (REPAHA) 

Civil Engineering Guyana 

Computer Science Guyana 

Agriculture Guyana 

Forestry Guyana 

Environmental 

Studies Guyana 

Environmental 
Engineering Canada 

Building Science 
and Construction India 

Chevening Award Demography 

Chevening Award Accountancy 

United Kingdom 

United Kingdom 

Commonwealth Medicine 
Society for the (Audiology) 
Deaf/GOG 

United Kingdom 
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No. of Sponsoring Field of 
Person Agency Study Country 

1 Government of Mathematics Guyana 
Guyana Statistics 

1 - do - Social Work Guyana 

31 

scholars who completed studies in 1997 totalled 19. Appended 
below is a table that sets out the number of persons who would 
have completed studies/returned home by fields of studies, 
country of study and by agencies to which they were placed. 

No. of Field of 
Person Study 

1 Medicine 

1 Material Science 

1 Electronic 
Engineering 

1 Fuel and Energy 
Engineering 

1 Electrical 
Engineering 

2 Electrical 
Engineering 

Country of Study Where Placed 

United Kingdom Hin. of Health 

United Kingdom Guysuco 

United Kingdom Not placed.lras to 
do visits

United Kingdom Guyana Natural 
Resources Agency 

Canada Statistical 
Bureau/Guysuco 

Guyana Guyana Electricity 
Corporation 

. 
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No. of Field of 

-Person Study 

Country of Study Where Placed 

1 

1 

1 

1 

1 

1 

1 

3 

1 

1 

19 

Mineral 
Processing Canada 

Mechanical 
Engineering Russia 

Environmental 
Engineering Canada 

Physics/Computer Canada 
Science 

Computer Science United Kingdom 

Chemistry Ruasia 

Agriculture Guyana 

Veterinary Brazil 
Medicine 

Law Guyana/ 
Trinidad 

Legislative 
Drafting Barbados 

Guyana Geology & 
Mines Commission 

Sea Defence 

Environmental 
Protection Agency 

Inland Revenue 
Department 

Inland Rev. Dept. 

Linmine 

NARI 

Min. of 
Agriculture 

Attorney 
General 

Solicitor 
General's Office 
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6.4.1S 
SCHOLARSHIPS DEPARTMENT REVIEW 

Key Areas/ 
Objectives 

k:HOLARSHIPS 

L 

L 

Update priority 
areas for 
training. 

Select suitable 
candidates for 
available 
scholarships. 

Targets Set 

Ascertain priority 
areas for training in 
1997/98 (local) and 
1997/98 (overseas). 

1) Establish number
of scholarships
available, adver­
tise and select
nominees.

i) Advertise Govern­
ment of Guyana

awards for
scholarships to
the University of
Guyana and REPAHA
for 1997/98.

3) Record and
categorise all
applications
received.

4) Acknowledge
receipt of
applications.

Targets 
Achieved 

This activity was 
completed. 

Nineteen (19)
nominations were 
interviewed for the 
U.K. Commonwealth. 
Nine (9) Canadian 
Commonwealth, New 
Zealand, Australian 
and O.A.S. Five (5) 
nominations were 
submitted to U.K., 
three (3) to Canada, 
two (2) to O.A.s. 
and one (1) to India 

All applications 
were categorised. 

All applications 
were acknowledge�. 

Analysis of 
Success or 
'Failure 

Nominations 
for New 
Zealand and 
Australia 
were not 
processed 
because of 
insufficient 
information. 
Applications 
received 
U.K. - 58 

Canada - 33 
O.A.S. - 2

Appl,lcations 
received 

U.G. 
REPAHA 

- 57

- 13



Key Areas/ 
Objectives 

' 

SCHOLARSHIPS CONT'D 

3. Monitor the
progress of
Award
holders.

4. Ensure all
Government

sponsored
graduates are
placed where
their skills are
adequately
utilised.
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Targets Set 

1. Prepare students'
register.

2. Liaise with
students, Missions
and Institutions
where applicable
with regard to the
welfare and pro­
gress of students.

1. Obtain a list of
persons expected
to graduate in
1997.

2. Carry out analysis
of possible areas
of placement for
students expected
in 1997 prior to
their return.

3. Circulate to
agencies a list of
students expected

to graduate in
1997.

4. Obtain reports on
students who
graduated in 1996
and did not return
home.

Targets 
Achieved 

Completed 

This section served 
119 commencing/ 
continuing/com­
pleting students. 
A breakdown is at 
Appendix I. 

The list was 
obtained. 

The analysis was 
done, a placement 
plan was prepared 
and the relevant 
agencies were 
advised. 

This was done 

The reports were 
provided. 

Analysis of 
Success or 
Fai.lure 

The absence 
of PSM's 
officials 
in some 
Missions 
especially 
Brazil and 
Russia 
made it 

difficult 
to monitor 
students. 



Key Areas/ 

Objectives 

SCHOLARSHJ:PS 

co•T'D 

Targets Set Targets 
Achieved 

5) Develop interview Interview schedules
schedules. were prepared.

6) conduct interviews Applicants inter-
and select viewed, 
candidates. 

U.K. 
Canada 
U.G. 
REPAHA 

- 19
9

- 49

- 11

Candidates selected 
were1 

U.K. 
Canada 
U.G. 
REPAHA 

5 

4 
- 30

6

7) Submit recommended Recommended list
list for approval. Submitted.

8) Process and
prepare selected
applicants for
their studies

Processed twenty­
seven (27) overseas 
awards for the 1997/ 
98 academic years 

Canada 
OAS 

U.G. 
REPAHA 

Trinidad 

1 

1 

- 18

6 .

1 

Analysis of 
Success or 
Failure 

Twelve (12) 
Awards for 
U.G. were

not pro­
cessed at 
the end of 
1997. 
There was 
difficulty 
in securing 
surety in 

Nominations for U.K. some cases. 
for the 1997/98 
academic year were

unsuccessful. 
Contractual require-
ments for two (2) 
Officers who access-
ed the Chevening 
Scholarships were 
processed. 

I 



Key.Areas/ 
Objectives 

SCHOLARSHIPS CONT'D 

5. Ensure that all
Government
sponsored

graduates dis­

charge their
obligations.

-/IS-

Targets Set 

5. Monitor the re­
cruitment of
graduates with
prospective
employers.

6. Prepare sub­

missions for pay­
ment of graduate

allowance.

Targets 
Achieved 

This was ongoing 

This was done where 

required. 

7. To obtain periodic This was done to
reports from some extent.
agencies where
graduates are
placed about their
progress in their
jobs and their
general welfare.

1. Monitor the travel This was done.
of bonded trainees

Analysis of 
Success or 
Failure 

A more 

aggressive 
approach wil 

be taken in 
this aspect 

in 1998.

Some agencie 
continue to 
submit 

requests ve1 
late for 
processing 
and this pu1 
the section 
under 
tremendous 
pressure. 



Key Areas/ 

Objectives 
Targets Set 

-,u,-

Targets 
Achieved 

SCHOLARSHIPS CONT'D 2. Maintain records This was done. 
of bonded trainees

6. Maintain
accountability
of operations.

and abscondees.

3. Prepare and submit This was done.
cases of breach of
agreement to the
Solicitor General
for advice/legal
action.

1. Prepare Annual
Report for 1997.

2. Prepare work

This was done. 

programme for 1998 This was done.

3. Prepare budget
for 1998.

This was done. 

Analysis of 
Success or 
Failure 
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APPENDIX I 

The Scholarships section processed/served (121) commencing/ 
continuing/completing students as follows: 

( i ) 

( i i ) 

Loeal 

Overseas 

66 

55 

A breakdown by country including Guyana is as follows,-

-
Overseas Commencing Continuing Completing 

Barbados - 1 

Brazil - 11 4 

Canada 1 4 4 

CIS - 4 6 

Cuba - 3 -
India - - 1 

Trinidad 1 - 1 

United Kingdom 2 7 5 

Local 

University of 
Guyana 18 32 3 

REPAHA 6 7 -
. 

TOTAL 28 68 25 

Total 

1 

15 

9 

10 

3 

1 

2 

14 

53 

13 

121 



6.4.11 

Key Area,/ 
Objectives 

STAFF DEVELOPMENT 

1. Training Needs
Survey.

2. Maintain
reg.isters of all
Training Courses
offered to
Guyana through
the Public
Service Hanage­
aent and courses
utili.sed by the
Government of
Guyana.

3. Adv.ert,ising
Training otters
to .. tbe Pul)lic
service and
wide.r Public
Sector.

_, ,s-

SUMMARY AND REVIEW OF STAFF DEVELOPMENT 
ACTIVITIES 1997 

Targets Set 

To systematically 
focus on scholarships 
awards given 
Government's priority 
training needs. 

To facilitate 
accurate and timely 
retrieval of Train­
ing otters and those 
utilised. 

To disseminate 
training information 
to the relevant 
agencies as it 
relates to their 
respective function 
in a timely manner. 

Targets 
Achieved 

This activity was 
completed in con­
junction with the 
Planning and 
Analysis Section. 

Approximately 210 
course offers were 
received and 
recorded. 56 of 
these offers were 
utilised. 

50\ of this 
activity was 
completed. 

Analysis of 
success or 
Failure 

Non funded 
private 
sector 
courses 
continue to 
be offered 
to Guyana. 
These are 
shared with 
private 
sector 
agencies. 

The reason 
tor short 
tall was 
due to 
course 
offers 
being 



Key Areas/ 
Objectives 

STAFF DEVELOPMENT 
CONT'D 

Targets Set 
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Targets 
Achieved 

Analysis of 
Success or 
Failure 

received with 
discrepancies 
e.g. The 
deadline 
dates for 
overseas 

institutions 
has passed or 
is very close 

Course offers 
sent in a 
Foreign 

Language and 
as such tran­
sulation had 
to be sought 
resulting in 
same being 
late. 

Course offers 
are received 
from some 
countries in 

parts (with­

out applica­
tions or 
course 
brochure or 
in some 
instances 
without 
date of 
commencement 
of course. 



Key Areas/ 
Objectives 

STAFF DEVELOPMENT 
CONT'D 

-,�-

Targets Set Targets 
Achieved 

Analysis of 
success or 
Failµre 

In some. 
cases the 
Government 
of Guyana 
is required 
to aeet

part funding 
(airfare, 
subsistence 
etc. ) 



Key Areas/ 
Objectives 

STAFF DEVELOPMENT 
CONT'D 

4. Processing 
applications 
and making 
recommendations 
for selection 
for Technical 
Assistance 
Programmes 
overseas. 

-121-

Targets Set 

To ensure that 
training programmes 
are accessed with 
maximum urgency. 

A total of 75 
prospective trainees 
wa.-9 targeted to 
proceed on training 
through annual 
Technical Assistance 
Schemes and adhoc 
courses offers for 
1997. 

Targets 
Achieved 

Awards were received 
and processed and are 
listed hereunder: 

-
-
-
-
-
-

-
-

-
-
-

-
-
-
-

Scheme Amount of 
Awards 
Accepted 

ITEC 11 
CFTC 8 
OAS 4 
PAHO/WHO 9 
Walter Reid 1 
Army of Research 1 
PAHO & Caribbean 
Council for Blind 
and Sight Savers 
International 1 
CIDA 2 
Carl Duisberg 
Gesellchaft Award 
Germany 1 
CAD 10 
British Cheving 
Award 1 
Commonwealth 
Society for the 
Deaf 3 
IDB/Japan 1 
Kellog Founda-
tion & PAHO/WHO 1 
Govt. of 
Switzerland 1 
U.S. Audit Award 1 

Analysis of 
Success or 
Failure 

The section 
processed 5 !) 
out of 75 
projected 
awards. 

Short falls 
were as a 
result of a 
change of 
directions 
of Donor 



Key Areas/

Objec�ives 

STAFF DEVELOPMENT 
CONT'Q 

5. Publishing of
returning
students.

'l'argets Set 'l'argets 
Achieved 

All returning This activity .began 
students from over- mid of 1997 and was 
seas Institutions successful. 
who succe�sfully 
completed their 
trai�ing should be 
published. 

Analysis of 
Success or 
Failure 

Agencies in 
terms of 
training 
priorities 
budgetary 
cuts in some 
instances 
and the 
tardy 
response 
from local 
agencies 
with regards 
to nomina­
tions. 



6.4.18 STAFF DEVELOPMENT ACTIVITIES

6.4.18, 1In 1997 210 offers of training courses were received and 
recorded. 50\ of these offers were advertised to the Public 
Service. wider Public Sector and to private sector agencies. 
especially when non-funded private sector courses were offered. 

6.4.18.2 The reason for the shortfall was due to course offers being 
received with discrepancies such as: 

1) deadline dates for overseas institutions
would have passed or very imminent

11) course offers sent in a foreign language
which necessitates translation which takes
time thus resulting in the expiry of the
deadline date

111) course offers�re received from some
countries incomplete - without application
forms or course brochures or in some cases
without commencement date of course

iv) in some cases the Government of Guyanawa.s
required to meet part of the funding -
airfate. subsistence,etc.

6.4.18.3 A total of 75 prospective trainees wa& targetted to proceed on 
training through Annual Technical Assistance Schemes and adhoc 
course offers for 1997.

6.4.18.4 The section processed 56 out of the 75 projected awards. The 
shortfall was as a result of the change in policy of the donor 
agencies in terms of training priorities. budgeting cuts and the 
tardy response from local agencies with regard to submission of 
nominations. 
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6.4.19 A breakdown of Awards received and processed for 1997 are as 
follows, 

No. of 
Awards 

2 

1 

1 

1 

1 

1 

1 

1 

1 

1 

1 

2 

Sponsoring 
Agency 

ITEC 

ITEC 

ITEC 

ITEC 

ITEC 

ITEC 

ITEC 

ITEC 

Country of 
Study 

India 

India 

India 

India 

India 

India 

India 

India 

ITEC India 

ITEC India 

U.S.A. jamaica 
Audit Award 

-Walter Reed Trinidad 
Army 
Research 

CIDA Canada 

Name of 
Programme 

Rural Industry 
Promotion 

Tool Design 

Information Storage 
and Retrieval 

Foreign Diplomats 
course 

Training in Textile 
Hill Management 

Personnel Management 

Textile Testing and 
Quality Control 

Textile Extension 

Curriculum Design 
and Instructional 
Material Course 

Rural Industry 

Auditing 

Organization 

Ministry of Regional 
Development 

Min. of Education 

Min. of Trade 

Min. of Foreign 
Affairs 

Sanata Textile Hill 

" " " 

" " " 

" " " 

Min. of Education -
G.T.I. 

Regional Development 
Region Ho. 3 

Auditor General's 
Department 

Application in Hin. of Health 
Support of Enhanced 
Public Health 
Surveillance 

Trade Liberaliza­
tion and Economic 
Development Work­
shop 

Min. of Trade 
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No. of Sponsoring Country of Name of 
Awards 'Agency Study Programme Organization 

l PAHO and Guatemala Opthamology Ministry of Health 
Caribbean 
Council for 
Blind Sight 
Savers In-
ternational 

l B.T.A. U.K. Hospital Ministry of Health 
Administration 

1 Government Trinidad Post Graduate Min. of Foreign Affai rs 
of Switzer- Diploma in Inter-
land national Relations 

2 Commom- U.K. Electrical and Ear Ministry of Health 
wealth Mould Manufacture 
Society 
for the 
Deaf 

l - do - U.K. Audiological Ministry of Health 
Medicine -
Masters 

1 Carl 
Duisberg U.K. Diplomatic Studies Hin. of Foreign Affai . ; 

Gesells-
chaft 
Award 

2 O.A.S. Chile Workshop on Food Ministry of Health 
Policy GAHEF 

l O.A.S. Venezuela Spanish as a Hin. of Education 
Foreign Language 

l O.A.S. U.K. Forestry Manage- Guyana Forestry 
ment - Masters Commission 

1 CFTC Trinidad Human Resource Public Service 
Planning and Management 
and Management 



No. of 
Awards 

1 

2 

1 

1 

1 

1 

1 

1 

1 

2 

2 

1 

1 

1 

Sponsoring Country of 
A9ency ,.Study 

Cl'TC 

CFTC 

CFTC 

CF'l'C 

CF'l'C 

CFTC 

PAHO/WHO 

PAHO/WHO 

PAHO/WHO 

PAHO/WHO 

PAHO/WHO 

PAHO/WHO 

PAHO/WHO 

Jamaica 

Sin9apore 

Singapore 

Barbados 

India 

Pakistan 

Jamaica 

Jamaica 

Costa Rica 

Trinidad 

Trinidad 

Trinidad 

Barbados 

Kellogg Barbados 
l'oundation 

lfaae of 
Programae 

Training for 
Trainers 

Information 
Technology 

Quality and 
Productivity 
Improvement 
Programme 

Meteorology 

Housing Policy 

Or9aniz:ation and 
Human Resources 
Development 

Public Health -
Masters 

Public Health 
Workshop 

Human Resource 
Development Work­
shop 

Asthma Management 
and Prevention 

Workshop for 
Laboratory Safety 
Officers 

Epidemiology 

Audiometric 
Technician Course 

Organization 

Public Service 
Management 

Ministry of Finance 

Public Service 
Management 

Min. of Agriculture 

Min. of Housing 

Public Service 
Management 

Ministry of Health 

Ministry of Health 

Public Service 
Management 

Ministry of Health 

Ministry of Health 

Ministry of Health 

Health Informatics Ministry of Health 
(1 year) 
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No. of Sponsoring Country of Name of 
Awards Agency Study Programme Organization 

1 IDB/Japan U.K. Primary Health Ministry of Health 
Care (Masters) 

3 CAD Canada Airport Management Civil Aviation Dept. 

l CAD Canada Senior Civil .. .. .. 
Aviation Manage-
ment Course 

1 CAD U.K. Turbine Engine .. .. .. 
Propellors 
Helicopters 

1 CAD U.K. Airworthiness .. .. .. 
2 CAD U.K. Commercialisation, .. .. " 

Privatization and 
Investment in 
Airport 

1 CAD U.K. Area Control .. " .. 
(Non Radar) 

2 CAD U.K. Aerodrome and 
Approach Control .. .. .. 
Training Course 
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6.4.20 Staff Development Training 

6.4.20.1 The following officers from the Training Division were exposed 
in to training /1997 a 

1. Randolph Leitch. Chief Training Officer

i) Regional Meeting on Human Resources -
"Critical Factor in Health Sector Reform";
San Jose Costa Rica. December 3 - s. 1997

ii) Regional Workshop on Human Resource
Development in the Public Service in
caricom Countries, Bridgetown Barbados;
October 27 - 30. 1997

iii) Workshop on Work Improvement Teams
(WITs) - Georgetown, Guyana;
August 27 - 29. 19,7.

2. Joy Thompson, Training Officer, Elise Benfield, Senior
Student Affairs Officer; Gordon Chase. Manager, Finance
and Information and Leslie Simon. Training Officer.

i) Workshop on Work Improvement Teams -
Georgetown. Guyana - August 27 - 29. 1997

3. Leslie Simon, Training Officer

i) Training for Trainers, Management
Institute for Development, Kingston
Jamaica, February 3 - 28,. 1997.

ii) Organization and Human Re,ource
Development, Lahore, Pakistan;
December 1 - 12, 1997.
Trinidad. October 20 - November 7. 1997.

4. Heckna Singh, Training Officer

i) Human Resources Planning and Management.
University of the West Indies School
of Business; Trinidad; October 20 -
November 7. 1997.
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·s. Joy James, Daphne Jackman, Babsie Peters, Cleaners, 
Ancillary Training Seminar - February 28, 1997 

6. Roxanne Hatmil, Typist/Clerk - English Language 
and Communication for the Office - Harch 3 - 6, 
1997. Registry Management in the Public Service, 
April 2 - 3, 1997, Secretarial Practice - May 
19 - 23, 1997. 

7. Osmond Edwards, Office Assistant - Office 
Assistant Seminar - Harch 25 - 26, 1997. 

8. Zamila Alli, Typist/Clerk - Proficiency in 
Typewriting - April 14 - 17, 1997. 

9. Luan Halley, Typist/Clerk - Proficiency in 
Typewriting - August 25 - 28, 1997. 

10. Dawn Osbourne, Typist/Clerk - English 
Language and Communication for the Office -
August 18 - 21, 1997. Registry Management 
in the Public Service - September 29 - 30, 
1997. Secretarial Practice - October 6 - 10, 
1997. 

6.4.20.2Becrui tment 1 

1. Mr. Orin Mohan, Statistical Officer, with 
effect from 1997-09-22 

2. Ms. Carlotta Jones, Typist Clerk I, with 
effect from 1997-11-17. 

3. Mr. Gordon Clarke, Word Processing Operator, 
with effect from 1997-08-18 

4. Miss Melissa Thom, Clerk II (G), with effect 
from 1997-09-23. 



6.5 

Key Areas/ 

Objectives 

rx•ucs uo 

IlfQRNATJQ• 

1 . I' inanc::e 

Monitor the 
budgets of the 
Training Division 
and provide 
proper financial 
support on a 
regular basis. 

-,ao-

FINANCE AND INFORMATION REVIEW 

Targets Set Targets 
Achieved 

1) Prepare Cash Completed 
Flow for 1997

2) Ensure timely
remittance of funds
overseas. Achieved 

3) Ensure timely pay­
ment of Local
students. Achieved 

4) Maintain file on 
Computer
transaction. Maintained 

5) Maintain Cost
Centres for the
Training Division. Maintained 

6) Maintain Accounts
for Overseas

Missions and Inter­
national Organiza-
tions. Maintained 

7) Reconcile Transac­
tion Forms with Cost
Centres. Achieved 

8) Maintain Cost of
Training Register. Maintained 

Analysis of Success 
or Failure 

9) Prepare Cost of 67\ completed Inadequate 
Training as required Staff 

10) Implement and Main-
tain Student Account Hot done
from year 1996.

Inadequate 
Staff 
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Key Areas/ Targets Set Targets Analysis of Success 
Objectives Achieved of Failure 

IIIU�I AID 
ADHIR. co•T'D 11) Reconcile Cost

centres with
accounts at Office
of the President's
Accounting Unit. Achieved 

12) Prepare 1998

Budget. Completed 

2. Inforaation

Collect data 1) Review condition
and provide a and capacity of
variety of hardware. Completed 
information in 
a timely 2) Update hardware
manner for as required. Completed 
decision 
making. 3) Update software

as required. completed 

4) Review present
file structures
and amend if Done 
required.

5) Review present
programs and amend Done
of required.

6) Ascertain and Inadequate Staff 
record additional and computer 
information needs. 70\ completed failure. I I 



Key Areas/ 
Objectives 

In1!oraation 

cont'd 

-, 13:Z-

Targets Set Targets 
Achieved 

7) Collect and input 20\ completed
data on scholar-
ship awardees
sponsored by and
through the
Government of
Guyana for years.
1985 to 1997. 

8) Collect and Input Not started
data on Staff
Development Train-
ing programmes for
years 1990-1997.

9) Ensure proper care
and handling of Done 
the computers.

10) Monitor use of Done 
Databases.

11) Ensure security of
data. Done 

12) Provide on the job
training on soft-
ware in use. Done 

Analysis of Success 
of Failure 

Phase I comprising 
current students 
was completed. 
Phase 2 repre·sents 
the 80\. 

Insufficient time. 
Other programmes 
took priority over 
this one. 



6.6. 

key Areas/ 
Objectives 

PLAHHIHG & ANALYSIS 

1. Support the

policy develop­
ment process to

ensure effective
Scholarships
Administration.
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PLAHHIHG AND ANALYSIS REVIEW 

Targets Set 

a) Identify areas
within the
scholarship

activity that
require policy
positions to be

taken and make
appropriate
recommendations.

b) Ensure that all

new policies are

appropriately
documented and

brought to the

attention of staff

within the Train-

ing Division and

the wider Public

Service.

c) Monitor policies
implemented for

their effective-

ness and general
application.

Targets 

Achieved 

As matters arose 
appropriate 
recommendations 

were made for policy 
positions to be 
taken. 

This is an on-going 

activity. 

This is an on-going 
activity. 

Analysis of 

success or 
Failure 

Many more 

issues could 
have been 

dealt with 
but the 
decision 

making pro­
cess is too 
slow 



Key Areas/ 
Objectives 

PLANNING & ANALYSIS . 

CONT'D 

2. Analyse the
effectiveness of
training priori­
ties.

3. Maintain
accountability
of operations.
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Targets Set Targets 
Achieved 

a) Identify areas This was done for 
for Human training at local 
Resources Develop- institutions as well 
ment. 

b) Analyse offers of
training received.

c) Research breaches
of contract.

d) Assist in develop­
ment of Training
Division's Data­
base.

as overseas. 

As offers came in 
from overseas these 
were analysed for 
their usefulness and 
cost eftectiveness. 

This was done as 
they arose. 

This is an on-going 
activity. 

e) Identify staff This is an on-going 
development needs. activity. 

f) Offer Career This is an on-going 
guidance to poten- activity. 
tial awardees. 

a) Prepare Annual This was done. 
Report for 1997.

! 

b) Prepare Work This was done. 
Programme for 1998

C ) Prepare Budget for This was done. 
1998. 

Analysis of 
Success or 
Failure I 
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MANAGEMENT SERVICES DIVISION 

I r1t:' ni vision concentrated on : --
completing those projects coming ovP1 from 1996

the documented programme 
ctnd responding to requests from the various Ministries, 
i'r'pa1tncnts and Regional Administ·1·at irntc, 

6.1.l PROJECT CONSULTING UNIT 

TARGET SET 

TO COMPLETE WORK 

FROM 1996 

T&HD Org. Review 

Mahaica Children's 
Home 

Min. of Information 
- Structure and

staffing

Min. of Local Govt. 
- Structure and

staffing

GAHEF integration 

Palms Review 

Min. of Legal Aff. 
(semi autonomous 
status) 

Restructuring of 
Training Division 

TARGET ACHIEVED 

Completed 

Report submitted to 
client. 

Report submitted to 
client. 

Report submitted to 
client. 

Completed 

Report submitted to 
client. 

Completed 

ANALYSIS OF SUCCESS 
/FAILURE 

Report submitted to 
client. 

Awaiting response 
from client. There 
seem5to be a lack of 
interest by the Min. 
to conclude this. 
Recommended posts 
created by CPD. 

Ministry accepted 
the report. MSD is 
assisting with the 
implementation of 
the recommendations. 

Recommended posts 
created by CPD 

There seems to be a 
lack of interest by 
the client. 
There seems to be a 
lack of interest on 
the part of the Min. 



TARGET SET 

ORGANIZATION 
REVIEWS 
- Supreme Court Reg.

Phase 1: Review of: 

A) Judicial Unit

B). Admin. Unit 

-/36-

TARGET ACHIEVED 

Completed 

This report is being 
finalised . 

ANALYSIS OF SUCCESS/ 
FAILURE 

Report accepted by 
client. 
The completion of 
this repor� suffered 
tremendously due to 
frequent bouts of 
illness by this 
Officer (who was 
pregnant during this 
period) and a general 
failure of the 
officer to address 
critical issues. 

Phase IV-Maqistracy:This phase, originally planned for 1998 was 
brdught forward and was used as the practical assignment for 
officers in training . This is definitely a plus for the client 
since the project time is being shortened. 

Magisterial Districts: 

a) New Amsterdam

b) Whim

c) Vreed'-en-Hoop

d) Vigilance

e) suddie

f) Georgetown

Draft report prepared 
by officer. 

Draft report prepared 
by officer. 
Draft report prepared 
by officer. 
Draft report being 
prepared by officer. 

Draft report being 
prepared by officer. 

Draft report being 
prepared by officer. 

Draft is to be 
perused by the SMSO 
before final report. 
To be completed by 
January, .1998.

(as above) 

(as above) 

This report will be 
completed during the 
first quarter of the 
new year. 

(as above) 

(as above 



- Region# 7 
*Educ.Dept. 

Structure and 
staffing for 
Bartica Sec. 

School dormitory 
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Report submitted to 
client. 

Awaiting response 
from client. 
Reminders have been 
sent. The Min. of 
Education and the 
Reg. Admin. Reg.#7 
have been asked to 
intervene. 

-Ministry of Health Report submitted to Original report was 
misplaced. A copy 
was resubmitted in 
November. Awaiting 
response to finalise 
this project. The 
Health planner & PPO 
have been informed. 

* Environmental client. 
Health Unit 

- Min. of Finance 
*Accounting Unit 
for Secretariat 

- Min. of Finance 
*Restructuring 

Report submitted to 
client. 

The positions have 
been recommended to 
be created for six 
months in the first 
instance due to 
implications re -the 
restructuring of the 
Ministry 

This is not a MSD/PSM project. MSD assisted 
the consultant recruited by the Ministry of 
Finance by providing data, offering suggest­
ions, reviewing recommendations etc. The 
project, according to information at hand 
suggests that the project is on hold since 
no request has come to PSM for the creation 
/abolition of posts as recommended in the 
Macro report prepared by the consultant and 
accepted by the Ministry of Finance. 

-Min. of Education Report submitted to 
*Linden Tech. Inst, client. 

Original report was 
misplaced. Copy was 
replaced in November. 
Awaiting response to 
finalise report. 

-Min.of Home Affairs Report completed. 
* Parole Unit I 

(additional staffing) 

-Canteen - PSM Report completed. 



OPERATIONAL 
DOCtJMEN'TATION 
- Desk Files 

-Records Management 
Volume II 

- Storekeeping 
Manual 

IMPLEMENTATION' 
SUPPOR'l'···· 
-Min. of ·Labour 
* Social Services 

Division 

-Min.Of Information 
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PSM/OP was selected as 
pilot. 

Based on discussions 
on project paper,MSD 
selected PSM as the 
pilot. Discussions 
were held with the 
SPO, who is to assist 
with the provision 
of a work plan to do 
Desk Files for the 
generic positions. 

An examination was done on the MANUAL OF 
RECORDS SYSTEMS AND PROCEDURES that was done 
by MSD in 1987. This manual contains a I 
detailed examination and recommendations on 
a proposed file classification system (amonr 
other issues} that can be of tremendous 
benefit to the whole question of records 
management for the Public Service. This 
would be reviewed for possible amendments 
and distribution for implementation through­
out the Public Service. 

Discussed with the 
Accountant General. 

MSD had an initial 
discussion with the 
AG where the general 
idea was presented. 
This was to be 
followed by other 
discussions to map 
out a strategy. At 
this stage, the 
Auditor General was 
also to be involved. 
MSD was unable to 
conclude due to the 

1 tight schedule of 
the AG. 

The support J£, on-going and based on rec­
ommendations made on studies done for the 
organizations in 1996. Targets were not set 
since these were completed according to the 
various implementation plans. The support 
in question is based on minor requests 
that are the off-shoots of the implemented 
recommendations. I 
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TRAINING INITIATIVE 

- 10 weeks training Completed 
prog. for newly

recruited officers 
completed. 

- The two (2)officers On going
recruited under

Ithe PAP are being
coached as required

- Training in Completed 
computer skills.

-SUPPORT TO REFORM

INITIATIVES 

*Development of Completed 
org'al arrangements 
in Mins.of Health &

Edu'tion to support 
Programme Budgeting 

UNPLANNED 

* Facilitating the
creation and work
of a Registry
Networking group.

Three Network Meetings 

(The third meeting, 
planned for mid 
December was not held 
due to the elections 
impasse) 

The theoretical 
phase involved 
formal classroom and 
discussion sessions. 

The officers were 
supplied with the 
training manual used 
by MSD. 

Apart from the newer 
officers, all staff 
were trained inMS DOS 
D base and WP 6.1 
at the NDMA. Arrange 
-ments will be
pursued to train the
others in 1998.

Structure and staff­
ing levels finalised· 
Recommended posts 
created by CPD. There 
were some problems 
associated with the 
number of persons to 
be attached to the 
Units. However, 
representatives of 
Ministries and GEM-P 
were quite helpful 
in resolving the 
issues. 

Two network meetings 
were held. A Steering 
Committee was also 
established. The 
group is finalising 
their role(s} and is 
preparing a plan of 
activities for 1998. 
As an indication of 
support a network 
member is currently 
in India on training 
in info. management. 

------------------·- -



DEVELOPMENT OF DATA 
BASE 
* Structure of Govt

1997 

* Develop and
maintain inventory
of structures of
ministries, Depts.
and agencies.

* Develop a booklet
- Profile of the
Executive arm of
Government.

TO ASSIST IN REDUCING 
OPERATIONAL COST INI 
PSM/OP AND IMPROVING 
STANDARDS OF PERFOR­
MANCE IN MSD 
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Not completed 

Not completed 

Not attempted. 

*Set standards and
implement same
relating to tele­
phone usage for
personal reasons­
incoming/outgoing
calls by Feb.,1997

Not formally estab­
lished. 

*Develop and imple­
ment a programme
of preventative
maintenance for
all computer equip
ment in MSD by Feb
1997.

Not formally estab­
lished. 

Response has been 
slow in relation to 
circular sent and 
despite effbrts by 
the Mngt. of PSM. 

MSD needs to have 
more current data 
since there have been 
changes to some 
ministries since the 
restructuring 
exercise of 1991/2. 
Further, the officer 
recruited to assist 
in the inputting of 
data needs additional 
training that will 
be made available in 
the new year. 

Will be attempted 
in the new year. 

Despite a general 
agreement by staff to 
limit time used for 
personal reasons re­
telephone, there yet 
exis� room for 
improvement. 

For routine repairs 
and maintenance, MSD 
uses the services of 
NDMA. This is done 
on a 'needs' basis. 
In 1998, a more 
formal arrangement 
will be sought. Work 
has been started to 
this end. 



I 
TO ASSIST IN REDUCING 
OPERATIONAL COST INj 
PSM/OP AND IMPROVING 
STANDARDS OF PERFOR­
MANCE IN MSD cont'd 
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*Put in place an Not formally estab-
end of day mechan- lished. 
ism to ensure the 
closure of all 
electrical equip-
ment and facilities 
in MSD by Jan,1997 

*Install and main- Not formally estab­
tain mechanism to lished. 
monitor the location 
of all MSD assets 
on a quarterly 
basis w.e.f March 
1997. 

* Recruit and have Officer recruited. 
trained by the 
end of Feb., 1997 
one computer 
systems officer 
for Bulletin and 
Database m'tce 
purposes. 

* Recruit three 
new officers into 
the Division from 
the wider Public 
Service by May, 
1997. 

Despite a general 
agreement by staff 
to ensure equipment 
etc. are closed off 
each afternoon, there 
exist; room for 
improvement. 

This activity is 
rather done on a 
daily basis. This 
is further facilita­
ted by the Internal 
Audit Unit of OP. 

An officer styled 
Mgt. Ser. Asst. was 
recruited during the 
last quarter. This 
officer will be 
trained during the 
new year as necessary 

During the year, 
seven persons were 
recruited. However, 
none Wc'51.1i from the 
wider Public Service 
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6.7 .2 QUALITY AND PRODUCTIVITY UNIT 

TARGET SET TARGET ACHIEVED 

TO FOSTER A CHANGE 

IN THE CULTURE OF 

THE PUBLIC SERVICE 

TARGETING ATTITUDES 

VALUES AND THE REG­

ULATIONS FRAMEWORK 

*The development of Not done 
a draft Code of
Ethics by Sept 1997

* Project managing Not done 
the revising of the
Public Service Rules

TO FACILITATE GREA­

TER INTERACTION AT 

BOTH INTER AND INTRA 

MINISTRY LEVELS 

* Production and
circulation of four
(4) issues of the
Bulletin.

*Introducing 'TIME­
OUT HOUR' interludes
in MSD and PSM/OP.

September/December 
issue not printed. 
The May and July 
issues were printed 
and circulated. 

Not done. 

ANALYSIS OF SUCCESS 
/FAILURE 

Will be attempted in 
the new year. The 
officer assigned was 
involved in other 
urgent assignments. 

A concept paper was 
prepared and submit­
ted to Cabinet. This 
activity will be ad­
dressed in 1998. 

All activities for 
the printing of this 
issue have been 
completed. This has 
been put on hold at 
the Minister's 
request. This issue 
should be out du�ing 
the first quarter of 
1998. The December 
1996 issue was prin­
ted in Jan.1997.There 
was little cooperat­
ion from members of 
the -Editorial Bo�rd. 
This activity will 
be introduced into 
MSD during the firs� 
quarter of 1998 and. 
into the other Divs. 
of PSM before the 
end of the first 
half of the year. 



TARGET SET TARGET ACHIEVED 

TO ENHANCE THE DIV­

ISION'S POTENTIAL 

FOR EFFECTIVE PER­

FORMANCE THROUGH 

STRUCTURED IN-HOUSE 

CAPACITY BUILDING 

PROGRAMMES AND TECH 

NOLOGICAL IMPROVE­

MENTS. 

* Develop a compre- Not done 
hensive Staff Dev.
Programme by March
1997

* Conduct at least
10 management level Not done 
training sessions
during 1997
* Conduct at least Seven were done 
10 skills related 
training sessions 
for all MSD staff 
in 1997. 

* Acquisition of Done 
4 computers and 1
laser jet printer
by February, 1997

* Acquisition of 1 Done 
flipboard chart by
March, 1997.

ANALYSIS OF SUCCESS 
/FAILURE 

There existsa prog­
ramme outline that 
was attempted in 1994 
This will be amended 
in the new year to 
address the needs of 
all the Officers. The 
officers assigned tol 
exercise were engaged 
in other assignments 

Separate training 
sessions were not 
done, rather, staff 
development sessions 
were done for all 
staff attached to 
the MSD as a group. 
With regards Mgt. 
level training, the 
DPS (then CMSO) was 
to initiate this.Due 
to her busy schedule 
this was not possible 

In addition to these 
the Division also 
acquired two (2) lap 
top computers. 
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TARGET SET TARGET ACHIEVED ANALYSIS OF SUCCESS
/FAILURE 

TO FOSTER A GRIATER 
FOCUS IN 19�7 PER-
FORMAN�E IN ORDER 
TO FACILITATE PRQ-
DUCTIVITY AND QUA-
LITY SERVICE TO END 
USERS 
Develop and conduct Q and P Awareness Prog The Concepts were 
6 'in house' Quality was conducted at PSM. new to the Service, 

hence they were bein and Productivity lour attempt at the Min 
Awareness Programmes of Labour was not viewed with a lot of
to 3 agencies at I successful due to the I skepticism even in p's 

g 

M 

lboth managerial andlstaff 
operational levels: 

being unavailable. Further, our real ! efforts began·during 
the last quarter. 

!This further prevented
us from our targets.

- PSM/OP 
- Min. of Education
- Min. of Labour 

* Introduce a Cust­
omer Oriented Prog­
ramme in: 
- Labour 
- Education

* Introduce in coll
aboration with TD a
Public Contact Pro­
gramme in: 
- GRO 
- Deeds Registry 
- Supreme Court Reg

* Develop video on
'Effective Counter
Service' 

* Introduce WITS in
MSD and PSM. 

Not done 

Not done due to staff 
not being fully train­
ed and equipped at 
that time. 

Not completed 

Completed 
The establishment of
WITs would be attemp­
ted during the first 
quarter in'PSM and 
selected Ministries. 

(as above) 

Strategy and progra­
mme content has·been 
finalised with TD. 
Will be attempted in
the new year. 

The story line has 
completed. To augment
this, abrainstormin 
exercise is planned 
with MSD/TD staff. 

WITS was launched by
Ms Jumpp-Barnaby, 
Vice Dean of studies
MIND, Jamaica. Two 
persons from Min. of
Labour were also 
exposed to the con­
cept. It is expected
that these partici­
pants would train 



TARGET SET 

* Monitor the sub­
mission of Annual 
reports. 

UNPLANNED ACTIVITIES 
* CUSTOMER/SUPPLIER

ORIENTATION. 
- Diagnostic work­

shops. 

- Integration
Exercise 

- Strategic Planning
workshop 

- WITs review
meetings 

- 1st Wits award
activity 

- Monitor the imple 
mentation of WITs
and service level 
agreements 

- Establish criteria
for a customer ori-l 
entation recognition 
scheme 

- Monitor levels
(degrees) of custo­
mer-orientation 
levels in PSM. 
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TARGET ACHIEVED 

On going. 

Completed 

Completed 

Not done 

Not done 

Not done 

Not attempted 

ANALYSIS OF SUCCESS
/FAILURE 

others in their res­
pective Ministries. 

Agencies have not 
been responding as 
expected. 

Four (4) Divisional 
workshops were held: 
. Admin. support 

Training 
. Personnel 
. Mngt. Services. 
In addition, as was
suggested by the
facilitator, an 
INTEGRATION EXERCISE 
and a workshop on 
strategic planning 
were also facilitated 

Taken as a group, no 
WIT was established 
in PSM, hence no 
project was identi­
fied. Further, our 
attempt at the then
Ministry of Labour 
was unsuccessful due 
to the unavailability 
of their staff. As an 
obvious spinoff from 
the above, no monit­
oring was possible. 

This will be attemp­
ted in 1998 since 
staff had to trained 

This is on hold since 
we thought that this
was premature given I
the short period of 
our focus on customer 

1---����������..__�����������_._orientation. 1 

-

I 

I 
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TARGET SET TARGET ACHIEVED ANALYSIS OF SUCCESS 
/FAILURE 

- Reshape culture - Draft completed A draft paper has 
been prepared. It is 
being reviewed for 
the preparation of a 
final report. 

team building
exercises

- Develop mechanism
eg, customer feed- Draft completed A draft paper has 

been prepared. It is 
being reviewed for 
the preparation of a 
final report. 

back form for both
internal and exter-
nal users
- Establish structu
ral and procedural
processes to invite
and deal with
complaints.

* CONCEPT PAPERS

( including work 
plans and budgets) 
for introducing the 
following quality 
approaches into the 
Public Service. 
- WITs

- Public Contact
Programme

- Customer/Supplier
orientation aware­
ness programme

* Sensitisation
Seminar for PSM

Drafts completed for Papers being reviewed 
all papers. for preparation of 

final reports. 
Taken as a group, MSD in collaboration 
with TD has planned to conduct nine (9) 
workshops as follows: 
* WITS . . . . . . . . . . . . . . . . 3 
* Public Contact ....... 2 
* Customer/Supplier .... 4 

The agencies targeted are as follows: 
* WITs - Ministries of Trade, Education

and Home Affairs. 
* Public contact - Ministries of Finance

and Home Affairs 
* Customer/Supplier - Ministries of Trade,

Education and Home 
Affairs (GRO) 

Completed This activity was 
held at the Ocean 
View In'tl Hotel. 
Staff were attired 
in their T-shirts 
with the Q & P logo. 

I 
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TARGET SET 

GENERAL INITIATIVES 

* Summarise the Canadian Code of
Ethics highlighting key thrust,
structure, mode of development
and illustrate by way of a pro­
posed approach, elements that
can be incorporated in our own
Code of Ethics in the first
quarter of 1998.

* To monitor in a tangible form,
any change in culture. Develop
an employee opinion survey ques­
tionnaire which can be utilised
in October, 1997.

* Develop a proposal to cope
with the workforce during this
period of change and transition.

* Develop procedure for MSD
staff as follows:

TARGET 
ACHIEVED 

Completed 

- the new approaches in process -
consulting, emphasising strategies/
mechanisms to be used to ensure
ownership, thus enhancing level
of implementation.

- peer review after projects - Completed 
commence with a concept paper
by the end of October 1997.

- in conjunction with TD, develop
a concept paper for a training
levy to be tabled to PSRC/
Cabinet by November, 1997.

ANALYSIS OF SUCCESS 
/FAILURE 

An officer has been 
assigned to this 
project and work 
will commence shortly 
keeping in mind the 
deadline. 

The questionnaire 
was prepared, the 
survey was done and 
the results were 
tabulated etc. 

Due to other assign­
ments and leave that 
was granted to the 
officer assigned, 
it was not possible 
to attempt this. 
This will be attemp­
ted in the new year. 

Due to other duties, 
it was not possible 
for the officer 
assigned to attempt 
this. This will be 
attempted in the new 
year. 

One meeting was 
planned by the CTO 
and CMSO (ag). This 
did not materialise 
and unfortunately 
no follow-up was 
done. This will be 
addressed in 1998. 
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TARGET SET TARGET ANALYSIS OF SUCCESS 
ACHIEVED /FAILURE 

- Establish Customer Service Draft JD Draft being reviewed 
Desk in PSM. completed for preparation of 

required JDJS. It is 
expected that this 
function will be in 
PSM during the first 
quarter of 1998.

l I 

I 
I 
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6.7 .3 STAFF DEVELOPMENT 

6.7.3.J 

During the year, the following officers attended the 
undermentioned overseas courses/programmes: 
Mr M. Haricharan - Management and Human Resources Development 

Consulting, 5 - 17th May, Ottawa, Canada. 
Ms V. Clarke - Management and Human Resources Development 

Consulting, 5 - 17th May, Ottawa, Canada. 
Ms D. Gittens - Training of Trainers for Quality and 

Productivity Improvement, 13 -25 October, 
Singapore. 

The following officers attended a three-day workshop on 'Work 
Improvement Teams Techniques' sponsored by the PSM and which 
was held at the Hotel Tower during the period, August 27 -
29th. 
Mr M. Haricharan 
Ms V. Clarke 
Mr C. Thompson 
Ms A. Moore. 

Mr C. Chichester attended a three-day workshop on 'Project and 
Programme Monitoring and Evaluation' sponsored by CARICOM 
Secretariat and which was held at the Ocean View Convention 
Centre during the period, December 1st - 3rd. 

All staff members attended a one-day Diagnostic workshop 
sponsored by PSM which was held on the 9th October at the Park 
Hotel. This work shop was facilitated by Mr Earl Nesbitt, 
Organization and Development Specialist, Ministry of Public 
Administration and Information, Trinidad and Tobago. 

All staff members attended a one-day Integration Exercise 
workshop sponsored by PSM which was held on the 27th November 
at the Pegasus Hotel. This workshop was facilitated by Mr 
Anthony Watkins, a Management Consultant from Trinidad and 
Tobago, Mr Earl Nesbitt, Organization and Development 
Specialist, Ministry of Public Administration and Information, 
Trinidad and Tobago and Ms Sandra Myers a CFTC Adviser 
attached to the Caribbean Centre for Development 
Administration (CARICAD). 

The following officers attended a one-day workshop on 
'Strategic Planning' sponsored by the PSM and which was held 
at the Pegasus Hotel on the 28th November. 
Mr M. Haricharan 
Ms V. Clarke 
Mr C. Thompson 
Mr C. Chichester 
Mr R. Trotman 
This workshop was facilitated by Mr Earl Nesbitt, Organization 
and Development Specialist, Ministry of Public Administration 
and Information, Trinidad and Tobago and Ms Sandra Myers a 
CFTC Adviser attached to the Caribbean Centre for Development 
Administration (CARICAD). 
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Regular in-house staff development sessions were conducted by 
officers on selected topics/areas. 

STAFFING 

The Division started the year with an approved establishment 
of twenty-four (24) posts. These included two positions of 
Typist/Clerk II/I. 

During the year, the posts of Typist/Clerks were abolished and 
one (1) post of Management Services Assistant was created. Due 
to the internal restructuring done, another post of Principal 
Management Services Officer was created. This, therefore, 
allowed for the staff position strength to remain at twenty­
four (24} . 

The actual staffing as at 31/12/1997 is depicted in the Table 
below. 

POST AUTHORISED ACTUAL SUBS. ACTING/ VACANCIES 
EST'LMENT 

C.M.S.O 1 
P.M.S.O 2 
S.M.S.O 5 
M.S.O 11/1 15 
MGT. SERV. 1 
ASSISTANT

24 

Recruitment 
Ms Nadia Swammy 
Ms Abena Moore 
Ms Phorsha Roberts 
Ms Jon Pickering 
Mr Cyril Cummings 
Mr Roderick Trotman 

Transfers in 

TEMPORARY 

1 - 1 
1 1 1 
3 2 2 

10 7 5 
1 - 1 

16 10 10 

- Temp.Mgt.Ser.Off.I
- Temp.Mgt.Ser.Off.I
- Temp.Mgt.Ser.Off.I
- Mngt.Serv.Asst.
- Mngt. Serv. Off. I
- Snr.Mgt.Ser.Off.

1 
1 
3 
5 
-

10 

w.e.f. 1997-04-09.
w.e.f. 1997-04-14.
w.e.f. 1997-08-04.
w.e.f. 1997�0��69.
w.e.f. 1997-09-30.
w.e.f. 1997-09-30.

Mr Naresh Prashad from Internal Personnel w.e.f. 1997-04-01.
Ms Joy Prince from Internal Personnel w.e.f. 1997-08-18.

Transfers out 
Nil 

Promotions 
Nil 

Resignations 
Ms Linda Calder - Mgt. Serv. Off. I 

Dismissals 
Nil 

w.e.f. 1997-09-16.
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CONSTRAINTS 

The Division faced a number of constraints during the year. 
However, recruitment was not one of them. 

As shown under the captions 'Recruitment' and 'Transfers in' 
above, the Division was able to attract eight (8) new members 
of staff. Another has just about one (1) year experience. 
This obviously constrained the Division in the amount of 
projects it could have handled due to inexperience. Further, 
(as is evidenced by their employment dates) four (4) of the 

recruits were under training at the end of the year. 

Failure to meet deadlines by some officers was also another 
problem area. This was based primarily on some of the 
officers attitude towards work and the underestimation of time 
required to complete Final Reports by project managers 
especially where the draft reports were being prepared by the 
newer officers. 
Further, some excuses were given just for the sake of excuses. 
Despite talk of "being professional", this is yet to manifest 
itself by some officers in the Division. 

The lack of commitment by some clients to expeditiously 
execute their role in the projects, for example, examine draft 
reports to ensure understanding of the issues, the analysis 
and recommendations, also hindered the timely presentation of 
Final Reports. 
There were many instances where assurances/deadlines given by 
clients and/or their officers in the delivery of information 
were not met, resulting in delays and frustrations on the part 
of MSD staff. In many instances assistance had to be sought 
from the PS and DPS of PSM to ensure client compliance. 

The Quality and Productivity section is yet in its 
developmental/embryonic stage. There is the need for all 
officers (in both sections since staff rotation is being 
practiced) to be trained/exposed to quality and productivity 
and other relevant techniques if this section is to make rapid 
and increasing impact on both the PSM and the wider Public 
Service. 
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6.1.12 PROJECTIONS FOR 19 9 8

l,�1.12�1The Division will approach 1998 with a great deal of optimism since 
indications are that· · support is readily available from top 
management. Staff development will be a priority, since in order 
for MSD to attempt to introduce necessary 'qualitative change' both 
in PSM and the wider Public Service, we will have to develop our 
own competencies. Further, newer and more up-to-date approaches 
and techniques will have to be acquired and adopted/implemented in 
the conduct of traditional consultancy projects. 

6.1.12.2 With regards some of the dysfunctions issues viz, undesirable work 
attitudes/ethics of some staff etc, newer approaches to increase 
morale, to imbue a sense of being a valued member of a team and to 
be more responsible with regards to performing duties will have to 
be adopted,eg�time out, day of sports etc. 

6.7.12.3 Notwithstanding, the Division, in 1998, will place emphasis on 
preliminary work (preparation of concept papers�etc) started in 
1997, especially as they relate to the improvement of quality 
service to the general public. 

6.1.12.4 Major issues to be addressed will includeH---·-

introducing quality and productivity initiatives into the PSM 
and the wider Public Service using an incremental/pilot 
approach, 
constructing a climate whereby emphasis is placed on customer 
satisfaction, 
encouraging and facilitating improved work practices

J 
etc.

) 
by 

introducing the concept of WITs (Work Improvement Teams) into 
selected Ministries/Departments, 
facilitating the improvement of personnel management practices 
and workers' duties and obligations�etc. 

6.1.12.S Specific programmes to address these issues will include; 

introducing a Public Contact Programme in the service, 
introducing a Customer Oriented Programme in selected 
Ministries, 
organizing WITs, conducting the necessary training (with the 
Training Division) of WITs members/facilitators in selected 
Ministries and 
assisting in facilitating the revision of the Public Service 
Rules and the development of a Code of Ethics for Public 
Servants, among other initiatives. 

6.1.12.6 With regards our traditional consultancy role, work will be 
concentrated on completing tasks from 1997. During the first 
quarter also, major emphasis will be placed in facilitating the 
establishment of the new ministries. This will entail the 
design/re-design of structures, recommending staffing levels (both 
qualitatively and quantitatively) etc. 
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6.1.12.1 

.. With the evident need to improve Records Management throughout the 
Public Service, emphasis will be placed on the establishment of a 
cadre of officers capable of executing this function. This will be 
done in collaboration with the recently created Registry Networking 
Group. This will probably necessitate the recreation of a Records 
Management Unit within the Project Consulting Unit of MSD. 

6.1.12.8 
In the execution of our projects, newer approaches/techniques will 
be used so as to facilitate data analysis and the development of 
recommendations. The clients will be expected to play more 
meaningful roles so as to ensure maximum implementation of 
recommendations. 

6.1.12.9 

We, in MSD, look forward to a more productive 1998, recognising 
that we will be supported by top management. However, we also 
expect more concern to be shown to 'people issues' including pay 
and grading of MSD officers. 
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CENTRAL PERSONNEL DIVISION 
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6.1.3 THE DETAILS OF STAFF CHANGES ARE LISTED BELOW: 

TYPE OF NAME OF DESIGNATION EFFECTIVE DATE REMARKS 
CHANGES OFFICER 

TRANSFERRED (i) JAIRAM GEER PRINCIPAL 6th February,1997 MR. J.GEER WAS 
PERSONNEL TRANSFERRED 
OFFICER FROM REGION#4 

(ii) CLAUDETTE 
WILLIAMS PERSONNEL 23rd April, 1997 MS. C.WILLIAMS 

OFFICER I WAS 
TRANSFERRED 
TO THE OFFICE 
OF THE 
PRESIDENT 

RECRUITMENT (i) CLEMENT SENIOR 30th September, 1997 
CAMERON PERSONNEL 

OFFICER 

(ii) JANET GILL PERSONNEL 30th September, 1997 
OFFICER II 

(iii) KA VITA WORD 17th November, 1997 
SAHADEO PROCESSING 

OPERATOR I 
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6.8.4 STAFF DEVELOPMENT 

NAME DESIGNATION VISIT DURATION REMARKS 

GLORIA CHIEF MANAGEMENT 18th May, 1997- TO HOLD 
HUSBANDS PERSONNEL AND 22th May, 1997 DISCUSSIONS 

OFFICER (ag) DEVELOPMENT AND OBSERVE 

DIVISION, THE 
JAMAICA OPERATIONS 

OF THE 

HUMAN 

RESOURCE 

MANAGEMENT 

INFORMATION 

SYSTEM 

(H.R.M.I.S.), 

JAMAICA 

6�8.5 During the year under review the staff of the Central Personnel Division was 
exposed to training in Work Improvement Teams which were aimed at improving 
Customer-oriented relations, held during the period listed below: 

DURATION LOCATION 

(I) 27th August, 1997 - 29th August, 1997 HOTEL TOWER 

(ii) 10th October, 1997 PARK.HOTEL 

(iii) 26th November, 1997 - 28th November, 1997 PEGASUS 
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".8.6 

A SUMMARY AND REVIEW OF THE DIVISION'S 

PERFORMANCE DURING THE YEAR 1997 

KEY AREAS TARGET SET TARGET REMARKS 

ACHIEVED 

Policy Setting of standard 50% To be completed in 
Implementation re criteria for the Completed June, 1998 
Personnel Rules allocation of quarters 
and Procedures and 

Conditions of Rationalization of Ten(lO) % of this 

Service of Public generic Job On-Going act�vity was 
Servants Descriptions/Job completed in 1997. 

Specifications The remainder to be 
achieved by 

October, 1998. 

Compilation of 1997 

Inventory of positions Completed 

in the Public Service 

Review of the status of 

supernumerary Completed 
positions in the Public 
Service 

Implementation of the 
Staff Performance Completed 

Review Scheme 

Determination of leave 90% Submission with the 
categories by Grade Completed Permanent Secretary 

for decision 

Updating and 10% To be achieved in 
computerising Completed the first half of 1998 
information re: 
Residential Telephone 

facilities 

I 
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KEY AREAS TARGET SET TOBE REMARKS 

ACHIEVED 

Meeting with Principal On-Going Two meetings were 

Personnel Officers held during 1997 

Development and 85% Completed To be completed by 

Implementation of a March, 1998 

Classification plan in 
the Public Service 

Preparation of Desk 10% Completed This exercise is 

Files expected to be 
completed by May, 
1998. 

Improvement of Verification of all On-Going Visits made during the 

Personnel Records personal and position year to 

Keeping to access information entered in Ministries/Departments 

information quickly the Personnel Record to verify information 

Keepng System 
submitted to Public 
Service Management 

Collection of On-Going It is intended that as the 
additional personal P .R.K. S progresses,.;,

data on Public Servants personal data and other 
for the Personnel relevant details on the 
Record Keeping Public Servant would 
System (e.g. Working be stored. 

history, educational 
particulars, leave 
separation particulars) 
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KEY AREAS TARGET SET TOBE REMARKS 

ACHIEVED 

Distribution of On-Going Updated Staff lists 

information in the were distributed to 

Personnel Record various Ministries/ 

Keeping System to Departments for 

the other Public verification. 

Service Agencies 

Industrial Processing On-Going The Pubic Service 

Relations representations from Management was 

the recognised able to assist in 

bargaining Agents resolving 

and the Public industrial disputes 
in the Ministry of 

Agriculture and 
Region# 6. 

During the year 

Holding scheduled On-Going under review 
meetings with the four( 4) meetings 

Guyana Public were held. 

Service Union to 
discuss matters 
relating to the 
Welfare of Public 

Servants 
A Personnel 

Training Personnel 50% Completed Management 

Management Training 

Training for Programme has 
Personnel been developed 
Practitioners in the and will be 
Public Service mounted in the 

first half of 1998. 



6.8.1 

6.8.1.1 

-/60-

KEY TARGET SET TARGET REMARKS 

AREAS ACHIEVED 

Additional Activities 

-

Visits to Completed 
·-

.Special training 

Ministries/Departments/ needs of operators 

Regions of Computers in 
the Agencies were 
undertaken with 
respect to the 

P.R.K.S. 

1998 PIW.IECTIONS 

It is proposed that for l 998 more e�phasis would be placed on examing policy issues for 
settlement and for taking on board issues emanating frotn the results of Public Service 
Reform initiatives. In recognition of an inadequate remuneration structure, resulting in 
high levels of useag_e of critical and scarce skills and the demofo,ation of Pt.!.blic Servants, 
the Government has committed itself to gradually over time bring the salary stru9ture of 
the Public Service, particularly for positions considered key and critical, to within ten( I 0) 
percent of the median rates prevailing in the Private Sector. Against this background a 
compensation survey of the Private Sector would be conducted specifically, under the 
Initiative for Heavily Indebted Poor Countries (H.1.P.C.). lhe Government plans to 
implement, through Public Service Management, the following measures by the dates 
indicated below: 

(a) Carry out a survey of Private Sector remuneration to establish benchmarks
to be used in improving remuneration of comparable positions in the Civil
Service. Establish mechanisms to carry out such surveys regularly.

(June 1998) 

(b) Develop a new remuneration structure for managerial, professional and
technical positions in the Civil Service to bring the remuneration to such
levels, relative to the Private Sector, as would enable the Civil Service to
attract and retain skilled. persons for these positions.

(Sep tern bcr 1998) 

( c) Develop norms and mechanisms for periodic adjustment of the
remuneration structure vis-' a-vis the Private Sector.

(September 1998) 

6.8.1.2 Additionally, the Division proposes to:-

6.8.1.3 

(i) Ensure quarterly meetings of Heads of Personnel Divisions.
(ii) Ensure regular visits to Ministries/Departments and Regions are under taken

so that issues could be settled in a more timely fashion.
(iii) Identify training needs for personnel practitioners in Ministries/Departments

and Regions and organize appropriate training.

It is proposed that by the end of 1998 there would be more competent and efficient staff 
---ifl-the Public Service so that personnel issues could be-dealt with in a manner satisfactory 

to all Public Servants. 
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PUBLIC ADMINISTRATION PROJECT 

2480GUA 

PROJECT COORDINATING UNIT 

ANNUAL REPORT 1997 

7.1 MISSION STATEMENT 

Improve the capacity of the Public Sector to perform its core functions through programmes 
aimed at facilitating adequate staffing of the Public Service and eliminating staff redundancies; 
creating conditions for accountability in Financial and Personnel Management as well as in 
fundamental operational programmes and preparing a long term strategy and programmes for 
Public Sector Reform. 

7.2 ORGANIZATION AND MANAGEMENT 

1.2.1 The Organization Structure approved is set out in Appendix I(p� 1/,1 ). 

1.2.'I. 

1.2.'l..1 

A decision was taken not to fill the vacant positions at December 1997 as indicated on 
Appendix I. 

The Project comprises the following components:-

1. Public Sector Management Strengthening

11. Recruitment Programme

iii. Coordinating Unit

Public Sector Management Strengthening 

Integrated Financial Management System:-

The principal objective is to develop a sound basis for effective budgeting, 
accounting, cash management and internal and external control. 

An integral part of this component is the strengthening of the revenue and 
customs systems. 
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7.2.3.f 

1.2.4 

1.2.4.1 
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Regional Administration System 

The project will finance consultants to review the organisational and 
administrative aspects of the service delivery functions and to establish norms, 
procedures and information systems using modern management principles. 

Personnel Management 

The assistance would support the consolidation of a modern personnel 
management system including recruitment, employment and salary administration 
and a comprehensive public service policy and a performance evaluation system. 

The system would link and define personnel policy responsibilities at the centre 
and personnel operational responsibilities in the line personnel units within the 

Ministries/Regional Administrations/Constitutional Agencies. 

General Administration 

In order to provide adequate management of the fundamental functions in 
Ministries/Regional Administrations/Constitutional Agencies, basic equipment is 
to be provided. 

Recruitment Programme 

The objective is to attract qualified Guyanese and possibly other nationals to 
fill Key positions in the public service with the aim of strengthening the 
managerial and technical capacity in Key areas of the public service. 

Originally targeted to "overseas" professionals there was agreement between the 
Bank and the Government of Guyana to certain amendments to the Development 
Credit Agreement to allow for "locals" to qualify as well for a: riori-taxable 
incentive ofup to US$25000, payable in instalments within a three (3) year 
tour of duty. 

Coordinating Unit 

This Unit is established to facilitate the procurement of equipment and the hiring 
of consultants, and also has the following responsibilities:-

manage IDA financing and provide administrative support to the 
Government 
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keep close contact with the Counterpart Institutions for all parts of the 
project and coordination of the execution of four Public Sector 
Management Strengthening Components and the Recruitment Programme 
and provide technical support as required, and 

monitor compliance with IDA's legal agreement. 

7 .3 SUMMARY AND REVIEW 

7 .3.1 Public Sector Management Strengthening - Revenue Administration 

Centro Interamericano de Administradoes Tributaries (CIAT) was awarded a contract for 
a coordinated assistance project in these interdependent areas: 

(i) Support for the implementation of a Revenue Authority;

(ii) Strengthening of the Customs Department; and

(iii) Strengthening of the Inland Department .

Work is expected to start in 1998. 

7 .3.2 Regional Administrations System 

7.3.2.1 

Following acceptance of a diagnostic study CARICAD was contracted to complete 
Phase II of this component. 

CARICAD is to collaborate with Central Government in the implementation of the 
following recommendations:-

Legal and Administrative Issues 

a) Review pertinent legislation and prepare a single volume of existing
relevant Legislation.

b) Prepare and c0nvene training sessions on responsibilities and functions of
Regional Executive Officer; Chairman, RDC, Chairman, NDC;
Manuals for respective functions and posts will be designed.



1.3.2.2 

1.3.2.3 

1.3.2.4 

7.3.3 

1.3.4. 

1.3.5 

1.3.6 

1.3.6.2 

c) The structure of Regional Administration will not be addressed.

OJ:ianiz.ational Development and Trainini 

a) Planning workshop seminars and retreats to address good governance;
decentralised planning, coordinated management, non-governmental
agency involvement.

Human Resources Manaiement 

a) Develop in conjunction with P.S.R.C., the Personnel Record Keeping
System (PRKS) customerised to address Regional Administration needs.

b) Review establishment of Regional Administration in light of reforms
modernisation and centralisation.

Information System 

a) Collaboration in the introduction and training of Regional Staff in PRK
& Expenditure Control Information System.

Financial Manaiement and Accountability 

a) Creation of capacity for addressing property evaluation
b) Production of operation manuals.
c) Coordination in Budget Formulation between Center and Periphery.

C. 

d. 

Personnel Manaiement

Hardware and software for the PRKS were distributed during 1997.

General Administration

At the end of 1997 goods totalling approximately G$ l 43 .2 lM had been
allocated to the system.

Recruitment Programme 

At December 1997A>r1!J t"'° (-#l.): candidates had been recruited under this programme. 
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Experience has shown that the conditions offered under the programme were not 
attractive enough to facilitate projected recruitment of about ninety (90) Guyanese 
professionals into the Public Service. The main constraint appeared to continue to be the 
low level of Public Service Salaries. 

7 .3.7 Coordinating Unit 

Provision in the 1997 Budget for the Unit totalled G$254.642 comprising IDA funding 
of$250.0M and Government of Guyana funding of$4.642. 

Expenditure for 1997 was as follows:-

Budgeted 
Supplementary 
Amount released 
Payments made 
Goods 
Consultancy 
Recruitment Cost 

G.O G 

G$M 
4.642 
_Nil 
4.640 
4.6 

Regional Administrations System 
Personnel Management 

Balance/(Deficit) 
Excess 
IDA projection 

G$M 
250 
Nil 
170.43 

143.21 
7.94 

30.85 
11.65 

1.42 
195.07 

(24.64) 

7 •3•1 CONCLUSIONS 

1.3.B.1 Achievements 

Progress in the area of recruitment improved. In addition several short external 
and local training programmes were funded through the project for staff of Public 
Service Management. 
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GENERAL 

During 1997 the sum ofUS$1.0M was transferred to the General Administration 
Component to procure equipment for the Ministry of Home Affairs and the sum of 
US$0.97M to the Coordinating Unit to facilitate training expenses and the 
recruitment of short term consultants. 

The total IDA input of US$I2M is to be utilised as follows:-

1. 

ii. 

iii. 

Component 

Public Sector Management 
Strengthening 

Recruitment Programme· 

Coordinating Unit 

Consultancies SM Goods SM 

1.63 7.47 

Consultancies Travel Exps etc, 

. 0.1 1.7 

Consultancies Goods 

1.57 0.1 

February 19, 1997 
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