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INTRODUCTION 

This report represents Part 11. the final phase of the one year contmctual clrrangement between the 

Jamaican Institute of Management and Development +\ssociates. The Institute's role being the 

provision of training in Administrative Management for NGO's. This Administrative \.lanagement 

Training Programme was commissioned by Development Associates as part of its Uplifting 

Adolescents Prqject. 

The report provides a general ovewiew of the three (3) modules presented \\-ith spscial emphasis o n  

the preparation and presentation of three (3)  manuals which in\.ol\-ed participants input. 

OBJECTIVES 

Major obiectives were to: 

deliver in depth practical training in Administrative Management concepts. methods and procedures 

particularly in the areas oi:: 

(a) Personnel Management 

(b) Accounting Techniques 

(c) Case Management Techniques 

(d) and to prepare a Manual for each of the above areas 

The programme was delivered on a modular basis relating to n . b. c. abo1.e. 

TARGET GROUP 

The target group comprised of NGO's who occupied manaferial and supen.isory positions in their 

organizations. The course was also opened to individuals who had the potential to become leaders 

in the organization in which they were employed. 



METHODOLOGY 

In presenting this programme of training, use was made of a variety of instructional smregies in 

order to secure and maintain the interest of the participants and to encourage their involvement 

throughout its duration. 

In addition to the normal lecture presentations. the course leaders employed such other training 

methods as: class discussion. case studies and role play. The major technique used ho\veverwas 

the workshop approach wherein the participants assisted in the de\lelopment of relevam marerials 

for the manual. 

OUTLINE OF THE PROGRAMME 

MODULE I - PERSONNEL MANAGEMENT 

This module was designed in an effort to assist participants in understanding Personnel h*lan%ement 

concepts and to apply them in the practical day-to-day operations. in addition it provides guidelines 

as to the different procedures used in a personnel management environment. 

Major themes covered included: 

- Recruitment and Selection 

- Assessment and Evaluation 

- Motivation Process 

- Training and Development 

- Industrial Relations 

- Disciplinary Procedures 



MODULE I1 - ACCOUNTING PROCEDURES 

This module focussed on developing NGO officers with practical accounting and financial 

management procedures in an effort to foster accuracy. efficiency and accountabilin; in the 

organization. 

Major themes covered included: 

- Accounting Policies and Procedures 

- Documentation 

- Record Keeping 

- Maintenance of Accounting Registers 

- Cash and Cheque - Custody and Control 

- Receipt Procedures 

- Payment Procedures 

- Petty Cash - Procedures & Control 

- Reconciliation of Cash and Bank Balances 

- General and Internal Control Procedures 

MODULE I11 - CASE MANAGEMENT 

This module focussed on the socio-economic conditions which framed the environment of the NGO. 

It also reviewed the development and documentation of Case Management Procedures and the 

preparation of a manual as the end product. 

Major themes covered included: 

- Social and economic background and povem eradication 

- Jamaican Family Structure 

- Approaches to handling cases 

- Legal. Social. Ethical considerations 

. - The development of a framework for Case Management 



PROGRAMME PRESENTERS 

The programme of training was delivered by a selection of qualified and experienced presenters with 

specialization as follows: 

- Ms. Joy Lyttle - Human Resource Management 

- Mr. Horace Williams - Management Trainins and Industrial Relations 

- Mr. John Tracey - Accounting Procedures and Systems 

- Mr. Sexton Hope - Social Development and Case Studies and Mana, ~ e m e n t  

(SEE APPPENDIX I FOR COMPLETE PROFILES OF THE MAJOR PRESENTERS) 

TRAINING VENUE AND ACCOMMODATION 

As per agreement. the venue selected and used for all training sessions was the main lecture room 

of the Jamaican Institute of Management. The accommodation offered at the selected venue enabled 

the participants to work in a comfortable and spacious environment in which they were able to 

perform at an optimum level. An important aspect of the arrangement was the provision made to 

cater for the participants during the coffee and lunch breaks. 

ATTENDANCE & PUNCTUALITY 

It should be noted that a total of Thirty Nine (39) persons attended the course. 

The modules Persomel Management and Accounting Procedures showed a total attendan& of 

Twenty One (21) and Twenty Three (23) respectively. This exceeded the contracted arrangement 

of Twenty (20). 



PARTICIPANTS PERFORMANCE AND CERTIFICATION 

Performance was evaluated by a mix of instrun~ents as rhe level of class participation. completion 

of assigned activities and regularity of attendance. Based on these criteria. a total of Thirty Nine 

(39) participants qualified and were awarded certificates. 

The attendance criteria for certification was as follows: 

70% - 100% attendance - Certificate of Achievement 

Under 70% attendance - Certificate of Participation 



FEEDBACK AND EVALUATION OF THE TRAINING COURSE 

Participants were asked to evaluate the course against the following criteria: its relevance 

Interim and final assessments were done for each module. 

A simple ten-item instrument was employed in evaluating the course while a five point instrument 

was used in evaluating the course presenters. Each item was scored using a five point criteria 

ranging from strongly agree to strongly disagree (for details see Tables 1 - 3) 

Summarv - Module I - Personnel Management 

Twenty One (21) persons participated in this module . Of the total population. 45% of the 

respondents strongly agreed with all ten items, 46% agreed and 9% had no opinion in eight items. 

The module was evaluated on major items such as quality. value of content. and relevance to 

individuals and the organization. These items were rated between 70% - 50% of the scores from 

participants on items such as clarity of objectives and usefulness of material and techniques used. 

65% - 50% of the respondents agreed that the objectives were clear that they were adequateIy met 

and that the course catered to individual and organizational needs. (See Table I) 

Summarv - Module I1 - Accounting Policv and Procedures 

Twenty Three (23) persons participated in this module. Of the population. 55% of the respondents 

strongly agreed with all ten items that were evaluated, 43% agreed and 2% had no opinion on four 

items. Seven items received very positive rating by 60% of the respondents - course objectives, 

quality, organization relevance and availability of material mere rated behveen 60% - 50%, 64% of 

the participants felt that they have learnt from the course. 59% rated the course an overall positive 

module (See Table 11) 



Summan. - Module I11 - Case Management 

Twenty (20) persons participated in this module. Of the total population. 75% of participants 

strongly agreed in the ten items in which they were evalucited. 5 I % agreed. 11% had no opinion. 

7% of the respondents disagreed with eight items being evaluated and 5% stronfly disas~eed with 

six items. Items regarding course importance and rele\;ance to organization rated by 70% - 50%. 

Between 50% - 60% agreed that the objectives were clear and were adequately met. 53% of the 

respondents felt that the niaterial used would be of benelit cind 63% felt that they \\.odd be able to 

utilize the ne\v skills and techniques learnt. (See Table 111) 



TABLE 1 

RESULT OF PARTICIPANTS EVALUTION OF TRAINTNG 
COURSE 

NO. ITEM 1 ITEMS EVALUATED 

1 

7 - 

3 

4 

5 

EVALUATION CRITERIA: 
SA = Strongly Agree 
A - - Agree 
NO = No opinion 
D - - Disagree 
SD = Strongly Disagree 

Based on the overall quality ofthe course. would 
you recommend it to others contemplating 
taking it 

The course content was important and relevant 
to Non-Government Organiuion. 

The course content was relevant to m y  
organizational goals. 

The course objectives were clear. 

The course objectives were adequately met. 

6 

7 

S 

9 

10 

In terms of the logical sequendng of activities, 
the course was well organised 

The materials required for the course was readily 
available. 

The materials for rhe course helped me 
understand the subject matter ofrhe course 

I feel I can appiy the skills. W q u e s  and 
concepts covered in the course in real situation. 
if given the oppormnir).. 

My overall e~aluarion of thc come is posirive 



TABLE 2 

RESULT OF PARTICIPANTS EVALUTION GF TRAINING 
COURSE 

MODULE 2 

ITEM 
NO. ITEMS EVALUATED 

Based on the overall quality of the course, would % % % 
you recommend it to others contemplating 63.6 31.8 4.6 
taking it 

The course content was important and relevant 63.6 31.8 0 
to Non-Government Organization. 

4 1 The course objectives were clear. 1 45.5 1 54.5 1 0 

3 

--- 

The course objectives were adequately met. 36 59 5 

In terms of the logical sequencing of activities. 54.5 40.9 4.6 
the course was well organised 

The materials required for the course was readily 64 36 0 
available. 

- - -- 

The course content was relevant to my 45.5 54.5 0 
organizational goals. 

I Thematerials for the course helped me 1 54.5 1 45.5 1 0 
I understand the subject matter of the course I I I 

I feel I can apply the skills, techniques and 63.6 36.4 0 
concepts covered in the course in real siruation. 
if given the oppormniry. 

0 / My overall emhation of the come is positive 1 59 1 36 1 5 

EVALU.4TION CRITERIA: 
SA = Strongly Agree 
A - - Agree 
NO = S o  opinion 
D - - Disagree 
SD = Strongly Disagree 



RESULT OF PARTICIPANTS EVALUTION OF TRAINING C 
COURSE 

MODULE 3 

ITEMS EVALUATED 

- - 

g a d  on the overall quality of the course. would 
you recommend it to others contemplating 
taking it 

- -- 

The c o m e  content was important and relevant 29 
to Non-Government Organization. 

The course conten! was relevant to my 18 
organizational goals. 

The course obiectives were clear. 1 20 

the course was well organised 

ava i i le .  

The materials for the come helped me 
understand the subject matter of the course 

I feel I can apply the skills. techniques and 25 
concepts covered in the course in real situation, 
if given the opportunity. 

Mv overall evaluation of the course is ~ositive 1 7-9 

EVALUATION CRIERIA: 
SA = Strongly A p e  
A - - Agree 

NO = No opinion 
D - - Disagree 
SD = Strongly Disa-gee 



RESULTS OF PARTICIPANTS ASSESSMENTS OF THE PRINCIPAL COURSE 

PRESENTERS 

Participants were asked to assess the session presenters using the following five (5) criteria: 

1. Command of subject matter 

2. Classroom teaching ski& 

3. Ability to make the teaching materials understandable 

4. Choice of reading/teachiig materials 

5. Overall assessment of presenter 

The findings of each of the principal lecturer are reported as follows: 

MODULE I - HUMAN RESOURCE DEVELOPMENT - PERSONNEL MANAGEMENT 

Mr. Horace Williams and Mrs. Jov Little 

The assessment at the end of Module I resulted in an overall positive evaluation on all criteria No 

opinion was given on items 1,2 amd 5 by four respondents. 69% agreed with the statemem in 

Item 1 and 25% strongly agreed. In item 11 regarding lecturers classroom skills 50% of the 

respondents strongly agreed with the statement 38% agreed. Item IlI reviewed the lecturers 

management of materials. 44% of the respondents agreed that mataial were understandable and 54% 

strongly agreed the statement. Itan III reviewed the choice of material for the course. 38% strongiy 

agreed that the material chosen contributed positively to the iearrdng experience and 56% agreed with 

the statement. Item 11 dealt with the overall assessment of the presenters 63% of the respondents 

gave highly positive rating.in evaluating the presenters and 31% agreed that the lecturers were 

satisfactory. Less than 5% had no opimon 

There were no negative response of any of the items reviewed. Parkipants felt that the presenters 

were interesting and informative. They felt however that some sessions involved too much group 

work. Overall the presenters met the need of the participants and they were satisfied. 



MODULE I1 - ACCOUNTING PROCEDURES 

Mr. John  trace^ 

Assessment at the end oi'Module I1 revealed a highly positil-c e\ nluution. S o  opinion was given in 

item 111 by one participant. 45% strongly supported the sratelnents i n  item I and 55% agreed. There 

were no disagreements \vith the statement. 

Regarding lecture classroom skills 50% strongly agrccd \\it11 itmi 11. -liUt, asreed and 5% had no 

opinion of its efkctiveness. 

In item I11 lecturers abilit!. to make material understandable. i i O ~ b  oftlic rcspondcnts strongly agreed 

with the statement and 45% agreed. 

In item IV choice of reading material. 41% strongly agrecd tha~ materials made a positive 

contribution to learning experience. While 59% agreed \\-it11 the statement. 

In an overall evaluation of the lecture. 55% of the respondents gave vcry positive evaluation. 45% 

gave positive responses. 

Participants gave high conitnendations to this module. some of \vhich are listed belo\\.: 

- 1 will recommend this course with the same I e c t ~ ~ n r  an!-rime 

- The course ob.jectives were met 

- I have gained a lot and will use this kno\\-ledge in planning my daily activities 

- good job 

- excellent 

These were some of the comments given at the end of the evaluation. 



MODULE I11 - CASE MANAGEMENT 

Mr. Sexton Hone 

The assessment at the end of this module revealed that participants were satisfied with the course 
the lecturer was assessed on five (5) items. On the matter of the lecturer's command of subject and 
his level of contribution to the learning experience, 405b of the respondence agreed positively with 
the statement, and a significant 26% had no opinion 20% strongly agreed with the statement. 

Regarding item Ii, classroom teaching skins and its positive conm'bution to the learning experience 
38% agreed positively with the statement. A significant 25% had no opinion and 19% strongly 
agreed that the contribution was positive. 

On item EI understandabiity of material, 56% of the respondents agreed with the statement that the 
material was delivered understandably, 31% had no opinion on the statement. 

W~th regards to item N, the lecturer choice of reading and teaching material and their contribution 
to the learning experience, 53% responded positively 20% disagreed with the statement. 

Regarding item 5, the overall evaluation of the lecturer 38% of the respondent gave positive 
evaluation, 25% strongly agreed with the statement and 19% was in agreement with the statement. 

Participants in this module were equally satisfied whh the course, although with this module response 
were mixed. Some of these respondences are listed below. 

- "UseW Course" 

- "Excellent Networking with other agenciesn 

- Was not quite comfortable with the present leaurets presentation 

- Good case handling techniques 

- The course was limited and generalized 

- A follow up is needed 



SUMMARY OF COMMENTS/RECOMMENDATlONS BY PARTICIPANTS 

A repeat of this programme so that more persons could benefit 

More planning in terms of teaching methods. Too much of the \\.orkshop approach 

Wonderful. informative and interactive workshop 

The food \vas nutritious 

Information was good 

Class participation was effective 

Overall a good course 

Appropriate course materials 

Good presenters 

A useful course 

Information valuable 

This programme will assist with my personal development 



CONCLUSION 

Based on the work done on developing and implementing this programme of training and the 

experience gained from this assignment, we have come to the following conclusions: 

Participants. for the most part, appreciated and welcomed this course in 
Administrative Management and particularly benefitted from the three (3) workshop 
modules. They greatly appreciated the module on account in^ Procedures and for 
the most part enjoyed beins able to participate in the development of the manual. 

JIM is satisfied that the provisions for accommodation and meals ivere adequate and 
satisfactorily met with the result that pxticipnnts had little or no complaints regarding 
regarding these aspects of the pro, w x n n ~ e .  

In general, the participants displayed a positive attitude touxd  the programme and 
participated fully and enthusiastically in  all the \\~orkshops and other discussion 
sessions. 

While the course content was generally relewnt to the needs of the participants. care 
must be taken to avoid trying to cover too much materials in too limited a time frame. 

The experience gained in developing and implementing this phase of the training puts 
us in an enviable position for future projects of this nature. 

This became extremely obvious in the accounting and case management modules. 



RECOMMENDATIONS 

On the basis of our own observations and the comnlents and recommendations of both the 

participaxts and course presenters, we would like to offer the following recommendations to improve 

and enhance future training pro, wmmes:  

We recommend: 

(1) A cal-eful review of the time period allocated for completion of each of the modules 

(2) More flexibility in  the lead time expected for d e l i v e ~  of the relevant reports 

(3) A review of the training needs analysis for XCiO's to ensure that the training 
needs for the UAP Programme are acldressctl 

(4) Follow-up 



SUGGESTED FUTURE TRAINING PROGRAMMES 

Theme: 

(a) Performance Appraisal 

(b) Job Evaluation 

(c) Management by Objectives (MBO) 

(d) Financial Analysis 

(e) Project Management 

(f) Strategic Planning 

(h) Effective Supervision 



Name: 

Date of Birth: 

Marital Status: 

Address: 

Telephone: 

CURRICULUM VITAE' 

Horace Alexander Wiams 

   

Married - Veronica (Spouse) 
Antoinette (Daughter) 

 
 

 

Work - 968-034619269220 - 9 
  

Career Objective 

A career in General Management and/or Human Resource Management which will utilize the 
varied experience harnessed in Engineering, Construction, Production and Human Resources 
Development. 

Education: 

Masters in Business Administration (EMBA) 
Barry University 

B.Sc. Management Studies (Honours) 
U~versity of the West Indies 

Majoring in Accounting, Production Marketing Personnel 
Management, Business & Economic Policy Organization Theory & 
Behaviour) 

Certificate in Management Studies 
University of the West lndies 

Diploma Mechanical Engineer 
University of Technology 
Certificate City of Guild Construction Engineering 
University of Technology 
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Diploma Trained Teacher for Secondary & Technical High School 
Mico Teachers' College 

Holmwood Technical High School 
G.C.E. 0' Level Passes 
- Building Construction 

English Language 
Mathematics 
Physics 
Chemistry 

Management Courses 

1973 - 1974 Alcan Supervisory Management courses 

Jamaica Industrial Development Corporation 
"Productivity Improvement Courses" 

1978 Alcan's Caribbean Management Seminar for Senior Managers 

Caribbean Management Seminar 
"Improving Managerial Performance" 

U.W.I. School of Continuing Studies 
"Practical Public Relations" 

Caterpillar Tractor Company 
Training Instructor's Seminar 
Toronto. Canada 

1984 Jamaican Institute of Management 
Convention - Ocho Rios 
"Management for Improved Productivity" 

Job Evaluation Course (Hay System) 
Toronto Canada 
Sponsored by Alcan Aluminum Ltd. Canada 
Jamaican Institute of Management 
"Productivity Management" 

LOMA - Human Resource Symposium 
New Orleans, USA 
Sponsored by L ie  Office Management Association 



Management Seminar 
Ciboney Hotel - Ocho Rios 
"Total Quality Management Association 

Computer Skills 

Theoretical & Pactical hands-on knowledge of Lotus 3. I, Dbase IV, Word Perfect and Microsoft 
Word. 

Work Experience 

1996 to Present Senior Director 
Human Resource Management & Administration 
Ministry of Health, 10 Caledonia Avenue 
Kingston 5 

1988 - 1996 Persomethdustria1 Relations Manager 
Jamaica Mutual Life Assurance Society 
2 Oxford Road, Kingston 5 

The largest financial conglomerate in the Caribbean 
- Part of the Human Resource Management Team with specific 

responsibility for: 
- Recruitment 
- Compensation 
- Employee Services 
- Union Negotiations 

1986 - 1988 Director 
Personnel & Industrial Relations 
Mead Johnson (Ja.) Ltd. 
(Subsidiary of Bristol Myers) 
16 Half Way Tree Road, Kingston 5 

Responsible for all aspects of Personnel, Industrial Relations, 
Security and Office Maintenance 
(This subsidiary was closed in 1994) 

1983 - 1986 Personnel, Industrial Relations 
& Public Relations Manager 
Alcan Products of (Ja.) Limited 
& JAMTRAC Limited 

Kingston 



- Human Resources Development 
Union contract Negotiations 
Salary Administration 
Maintaining adherence to Company Policies 
Maintaining good. Corporate & Public Relations 
Responsible for Executives, Personnel 22 Plant Security 
Implement & maintain Safety Programme 
Building, Sanitation. Air condition & Transport 
Maintenance 

Staff complement 
100 - Administrative 
200 - Unionized 

Personnel Administrator 
Sprostons (Ja) Ltd 
379 Spanish Town Road, Kingston l l 

Special Assignments - Alcan Ewarton 
(June to September 1982) 

Alcan Products Jamaica Limited (ALPROJAM) 

1970 - 1972 - Mechanical Draughtsman 
1972 - 1975 - Contracts Adminsitrator 
1975 - 1978 - Contract Manager 

a. Preparation of estimates &om bills of quantities 
b. Organize schedule and supervise the fabrication of 

aluminum and steel building components 
c. Supervise the installation of aluminum 

roofing and siding and the erection of steel structures 
islandwide 

Production Manager 
ALPROJAM's Extrusion Plant 
Twickenham Park, Spanish Town 

- Maintenance of quality control, production deadlines and 
efficiencies in the production of aluminum extrusions for the 
local and export market 

Study Leave - University of the West Indies 
Special assignment at Alcan Ewarton Plant 



June - October 1982 Assistant to the Vice President ALPROJAM 

- Maintaining the cost controls project evaluation and capital 
Projects supervision 

Extra Curricular Activities 

Chairman 

Member 

President 
Past President 

Adjunct Lecturer 

Personal 

Sports & Recreational 
Activities: 

Directorship 

Director 

Fund Raising Committee, 
St. Catherine Division of Jamal 

Nightingale Grove Basic School Trust 
Farquharson institute of Public Affairs 
Jamaican Institute of Management 
(Council Member) 

Kiwanis Club of Kingston 
Jamaica Employers Federation 

(Member of Executive) 
(Chairman Finance Committee) 

Brooks Level Citizens Association 
Kiwanis Club of Old Harbour 

Insurance College of the West Indies 
University of Technology 
Jamaica Institute of Management 

- Lecturer in Strategic Management 
- Human Resource Management 
- Organization Development 
- Management 

Table tennis, lawn tennis, badminton, squash. hiking, dominoes and 
jogging 

Solution Plus 
Management Consultancy 

Clintock Enterprises Limited 
Construction & Civil Engineering Works 

Fortress Manufacturing Company Ltd. 
(Makers of Furniture & Construction Components 
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JAMTRAC 
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Mr. Basil 0. Dawkins 
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C/O The Jamaica Employers Federation 
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47 Hope Road 
Kingston 10 
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Kingston 5 



Areas of Consultancy 

As consultant with Solution Plus 

Team Building 
Organization Development 
Business Planning 
Strategic Management 
Job Evaluation & Reclassification 
Structuring Organizations 
Employee's Appraisals 
Career Stock-Taking 
Manpower Planning 
Modem Approaches to Supervision 
Retirement Planning 
Industrial Relations Management 
Compensation Systems 
In-company Evaluation, Assessment and the 
Development and implementation of critical success 
factors. 
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EDUCATION (continued) 

~ c i o b e r  1997 to p s & i  
.Minktry oIndth's Hwd O f h e  
cnordkwtar d Lhe M i s t T t t i  I.]crman Rrrsourcc Dcvc~opmmt . 
Reorganiziation Pro-me. 
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Devaoped Critical Patl~wqm  fort^ length 01 stay in 
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Imphenicd vsiclus aspects ol H a n  ~esourn: Policies. 







D.4TE OF BIRTH: 

.\I,\RITAL STATUS: 

.ADDRESS: 

TELEPHONE: 

.Acxlemic : i d  Professiond 
Quaiificztion: 

John Vancise Tracey 

    

work - Management Institute for National Dexre!opment 
235A Old Hope Road, Kingsron 6 .  Jamaica W.I. 

- B.Sc (Hons) Manageent Studies U.LV.1. 1975 

-Certificxe in Skills and Techniques of Training Earon Hall 
h e m t i o d  UL 198 1 

- C e m f i c ~ e  in Supplies and Mareriais %nagernent Cmxm 
Agenrs UK 1981 

- Member of the Institute of Materids Mmgenenr  since 
September 198 1 (now InsriI~~te of Logisrics) 

- lnsrimre of Purchasing and Supplies (IPS) blernber 

- Member Jamaica Instime of Managemenr 
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Emniovrnent & Emerience 

1994 - present 

1982 - 1994 

1979 - 1981 

1977 - 1979 

Othcr Current ;\ctivities 

Head - Dii ion  of F i i  Accounts & Secre&arial Stlldie~ 
MIND 

Diredor/RincipaL Finance and Accounts College of Training 
PAW 

Head - Depment  of. Supplies & Materiais Management 
FACT 

Lecturer in Organisation Studies, Cost Accounting 
Managem Accounting, Intemai Auditing, Purchasing and 
Suppiies Management 

Management .balyst with concentration on S t c m l i u k ~  
Organisdons Systems and Procedures - 
Services Division, Ministry of the Public Sm'ice 

Pan time .f.eaurer - College of Arts, Science md T ~ h o 1 0 2  
(CAST) now University of Technolow (UTECHI 

(I) Cost Accounting 

(2): Business Organisdon 

Session Leader~Tutor - Institute of Mmgemenr and 
wernenr h d & 0 4  JAMPRO, Jamaica Institure of Z/lma, 

&&#Chief E . e r  Accounts - Caribbean E..amination 
Council 

Lecturer in Purchasing and Supplies - Jamaica Insunire of 
Management 

(1) Con & hlmagement Accounting 
(2) Management of Public Finance 
(3) ~u.&sin~ & Supplies Management 
(4) Ckwemment Accounting 
(5)  Business Organisation 
(6) Sening up Financial Management Sysrems 





CurricuIurn vitae 

N & l m  Sexton Rad Hope 

ADDNZSS:   

DATE OF BITTH:   

EDUC-ATIO8: CAST Certificate in Markering 

UWI B.Sc. - Business Adminimlion 

Mico Tedmi College Diploma 

E~ceisim High c i a  

ClatanontPrimary 3' Jamaica Local 

Cm%bwn Developmem Bank Project Preparation & hfmageaent 

WORK h4h of Education Trained Teacher 
E - ~ Z N E Y C E  Gmthvn Coilege (PI%. Sch.) Teacher 

GnnlhYn ColIege -. Principal 

GrenbeII Trust Research Officer 

Miin of Youth Corn. Dm. 5: Sp. Special Assistant 

S d  Development C-. Programme Co-ordinaror 

Project Manager her-City Project 

Project Officer / Co-ordinator 

Project Cwrdinator I.C.D.P. 

1987 - '88 

1966 - '69 

1959 - '61 

1957 -'58 

I951 - '55 

1993 

1961 - '66 

1970 - '74 

1975 - 'SO 

1980 - '85 

1985 - '35 
1985 - 'S5 

1985 - 'S9 

1990 - '96 

1996 - '97 

S32 CIAL StaffRepre~en~rire for S.D.C. on Jamaica Civil Senice .\ssociation 1995 - '97 

*1 DUTIES: 
S?ECIAL Jomatism - Won Seprod Journalism Award 1967 

" INTE~XIST: Spom - Full Colour for VolieybalI U.W.I. 

C~mmuniry ~ a r m m  - Rollincton Town Council on Drug Abuse 
ki 

- 
Church - S r c r e r ~  of C o ~ e  Methodist Mens Fcilo\~si;~? - 3q- 

jmenustik
Rectangle



mfiUATION RESULTS 

LECTURER: MR. HORACE WILLLGMSIMRS. JOY LIl'TLE 

(1) The Lecturer's C o d  of the Subiect Matter contributed positively t o  the learning 
experience. 

(2) The Lecturer's Classroom Teachine Skills contributed positively to the learning experience. 

( I )  = 0 
(2) = 0 
(3) = 2 
(4) = 6 
(5) = 8 

(3) The Lecturer Made thehhteriai ~iderstandab1.e. 

(4) The Lecturer's Choice of Reading and Teaching Materials contributed positively to the 
learning experience. 



LECTURER: MR. JOHN TRA(sEY 

(1) The lecturer's Command of the Subiect Matter contributed positively to the learning 
experience. 

(2)  The Lecturer's Classroom Teachine: Skills contributed positively to the learning experience. 

(3) The lecturer Made the Materials Understandable. 

(4) The lecturer's Choice of Readines and Teaching Materials contributed positively to the 
learning experience. 

(5) My Overall Evaluation of the lecture is positive. 



LECTURER: -ON HOPE 

The Lecturer's Commd of the Subject Matter dodtrlbuted positively t o  the learning 
experience. 

The Lecturer's Classroom Teaching Skills contributed positively to the learning e x p e h c c  

(1) = 1 
(2) = 2 
(3) = 4 
(4) = 6 
(5) = 3 

The Lecturer Made the.Material  ide erst and able. 

(1) = I 
(2) = 0 
(3) = 5 
(4) = 9 
(5) = 1 

The Lecturer's Choice uf Reading and Teaching Materials contributed positively to the 
learning experience. 



& (5) My Overall Evaluation of the Lecturer is positive 
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NGo'S - U P W E T I N _ G A D O L E S ~  PROGRAMME 

WAUATION OF MODLZES 

Please do not write your name aywfierecyn this form Ex31 of the statsments be!ow deeak 
w ~ t h  an aspect of the and ifs teaching. Please indicate your agreement or 
disagreement with each statement by m g  the appmpriate number where: 

[ I ]  = I STRONGLY DISAGREE with the statement made 

[ZJ = I DISAGREE with fJx? Sf&mentmade. 

[3] = I have NO OPINION amcerning the statement made. 

141 = 1 AGREE with the statment made. 

[57 = I STRONGLY AGREE wiih the statement made. 

ASSESSMENT OF THE COURSE: 

Based on the overad quality of the course, I would recommend it to others 
contemplating taking it 

[?I PI n r41 151 

The course content is importani a d  relevant to Non-Government Organisations. 

PI PJ PI L4J [5j 

The course content is ~!!Pvantto my organisational goals. 

[TI PI PI 141 rn 
The course objectives were dear. 

PI PI [3] [41 m 
The course objectives were adequately met. 

111 121 131 r41 151 

In terns of the !ogical Sequencing of activities, the course was ;ve!l organized. 

111 121 141 -151 

-. 
1 ne ..n=:eriais ;:s.ut. handcuts etc.) required for the murse ?'la3 resdilv avziia9k. 
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9 I feel that I E n  applythe skills, tecfiniques and concepts covered in this course in 
real-life situations if @en the opporkmity. 

PI m n [41 FI 

(1 0) My overdl evsluation of the the course is positive. 

P I  r PI 14 FI 

(1) T h e  Lecturer's COMMAND OF THF SUEJFCT M A W R  contributed positiie!y to 
the  learning experience. 

(2) T h e  Lec!urerls Cf ASSROOM TEACHING SKI1 LS contributed positively to the 
learning experience. 

(2) The L e c t u r ~ r  .MADE THEMAE7lAL UNDE?STANl7ABI F 

(4) The Lec!ur&s CHOICr'OFi7EADlNGS AND TEACHING MATE3ALS contfibute 
posii ive!~ lo the !e=rning experience. 



THE JAMAICAN INSTITUTE OF MANAGEMENT 
47 HOPE ROAD 

NGO'S - UPLIFTMENT ADOLESCENTS PROGRAMME 

EVALUATION OF MODULE 1 

ASSESSMENT OF THE COURSE: 

Number of Respondents = 17 

Based on the overall quality ofthe course, I would recommend it to others contemplating 
taking it. 

(1) = o  
(2) = 0  
(3) = 2 
(4) = 7 
(5) = 8 

The course content is important and relevant to non-Government Organisations. 

(1) = o  
(2) = 0  
(3) = 0  
(4) = 5 
(5) = 12 

The course course content is relevant to my organisationd gods. 

(1) = o  
(2) = 0  
(3) = o  
(4) = 5 
(5) = 12 

The course objectives were clear. 

(1) = 0  
(2) = 0  
(3) = 1 
(4) = 1 1  
(5) = 5 



( 5 )  The course objectives were adequately met. 

(6)  In terms of the logical sequencing of activities, the course was well organized 

The materials (text, handouts etc.) required for the course was readily available. 

(8) The materials for the course helped me understand the subject matter of the course. 

(9) I feel that I can apply the skills, techniques and concepts covered in this course in real-life 
situations if given the opportunity. 



kd (1 0) My overall evaluation of the course is positive. 



THE JAMAICAN INSTITUTE OF MANAGEMENT 
47 HOPE ROAD 

NGO'S - UPLFTMENT ADOLESCENTS PROGRAMME 

w-1 E 1 

(A) ASSESSMENT OF THE COURSE: 

Number of Respondents = 17 

(I) Based on the overall quatity of the course, I would recommend it to others contemplating 
taking it. 

(2) The course content is important and relevant to non-Government Organisations. 

(3) The course course content is relevint to my organisational goals. 

(4) The course objectives were clear. 



(5) The course objectives were adequately met. 

(6)  In terms of the logical sequencing of activities, :he course was well organized. 

The materiais (text, handouts etc.) required for the course was readily available. 

(8) The materiais for the come helped me understand the subject matter of the course. 

(9) I feel that I can apply the skills, techniques and concepts covered in this course in real-life 
situations if given the oppormnity. 



THE JAMAICAN INSTITUTE OF MANAGEMENT 
47 HOPE ROAD 

E- 

(A) ASSESSMENT OF THE COURSE: 

Number of Respondents = I7 

(1) Based on the overall quality of the course, I would recommend it to others contempIating 
taking it. 

(2) The course content is important and relevant to non-Government Organisations 

(3) The course course content is relevant to my organisational goals. 

(4) The course objectives were clear. 



(5) The course objectives were adequately met. 

(6) In terms of the logical sequencing of activities, :he course was well organized. 

The materials (text, handouts etc.) required for the course was readily available. 

(8) The materials for the course helped me understand the subject matter of the course. 

(9) I feel that I can apply the skills, techniques and concepts covered in this course in real-lie 
situations if given the opportunity. 



bl 
(10) My overall evaluation of the course is positive. 




