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Executive Summary

The review of the implementation of the new civil sarvice lawv was commissoned by
USAID for the purpose of assessng progress in edablishing a new Civil Service
sysem in BiH. The Law credting the CSA was imposed by decison of the High
Representative in Spring 2002.

Reasonable progress has been made in edablishing the daffing, organization and
systems needed to run a modern Civil Service Sysem and the CSA now has about
thireen to fourteen months of operationd experience to draw on in refining its
procedures and policies.

Working with the new law has reveded some difficulties with the process of
recruitment and appointment that are inherent in the procedura aspects of the law.
This report makes specific recommendation on how to address these urgent issues.
The main recommendetion is to streamline the process by changing the law. If this is
done properly a drastic reduction in the time to recruit and hire a civil servant can be
achieved.

In the near future the CSA is expected to face a very large demand for its services as
Common Indtitutions gaff up. It is not prepared for this. Implementing the changes in
the law are essentid to meet expected demand and more staff resources are required.
This can be solved by seconding people from Common Inditutions and temporary
hires.

The CSA’'s web dte is excdlent. It should become the primary communication
vehicle for CSA. Most gpplications are now received via the web.

The most urgent priority for the CSA is getting ready to meet the surge in demand.

Training capabilities and programs can be developed with the competent core gaff in
place, but Common Inditutions ae insufficiently developed to undersand and
aticulate ther training needs. This problem coupled with the absence of Human
Resource Management  capabilities in the Common Inditutions currently limits the
potentia for effective training.

Performance Evduation sysem development is a responshility of CSA. However any
effort to devdop a modern Performance Evaudion sysem will be fruitless until
Human Resource Management capability is developed in the Common Indtitutions.

Specific additiona powers should ke given to the CSA immediately. Two key powers
are 1) the power to gppoint the top scorer on the ligt if the gppointing authority fals to
fill a vacancy within thirty days, 2) the power to issue certificates of gppointment to
Civil Servants as a prerequisite to the Treasury paying them asdary.
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The CSA needs the support of the Internationa Community to succeed in developing
into an inditution that is vaued by dl paties thaa may come into politicd power.
Unless it deveops the support of the BiH political esablishment, its role as an
effective catalyst for modern governance will not be sustaingble.
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Background®

The Civil Service Agency (CSA) sarves the state or naiond government. This is its
sole competency. It plays no role in human resources management of the entities or of
the condituent pats of the Federation. The scope of work for this review is
goecificaly limited to the state CSA. In this document the word state means nationd
government. The term, BiH, as used in this report means state.

OHR created the CSA in order to provide the means to recruit, appoint and protect the
professond civil service it envisoned as essentid for BiH to become a date with the
capacity to peform the difficult tasks required to move down the path toward
European integration.

The CSA was created in May 2002 by a law, the Civil Service Law (CSL), issued by
Decidgon of the High Representative. In July 2002 it was adopted by the parliamentary
bodies and in August 2002 the first Director assumed his postion. During the Fal and
ealy Winter of 2002-2003 «aff were hired and the CSA became operationa in
February 2003. During the July-December 2002 period an EC supported technica
team asiged the CSA in edablishing the essentid technical systems needed to
operate the agency. Because the CSA did not become operational until February 2003
this review is being carried out on the bass of thirteen months operating experience of
the CSA.

From the outset the CSA has had two main mandates 1) reviewing the gppointments
of current civil servants to determine if they are properly appointed and 2) developing
a recruitment and sdection process to saff up the state minisiries and other common
inditutions.

The date is growing in the range and number of functions in its competency as
typified by the recent establishment of three additiona ministries Judice, Security,
and Defense. According to CSA daff there are currently approximately 850 civil
sarvants employed by BiH (see Appendix A, for lising of current activities of CSA).
According to estimates by the Director, this is anticipated to grow to the 1100 — 1200
range’ due to the expanson of the number of Ministries and common ingtitutions and
a shift in some competencies from entitiesto BiH.

A principa souce of pressure to expand the Civil Service rolls in BiH are the
conditions in the recent feasibility study for EU accessior?. These require the BiH to
take on the competencies typicaly present in a norma date and perform specific
tasks to develop readiness for accesson. Specific language from the feashility report
directly rdevant to the need for a highly functiond and professond Civil Service
includes the following generd condlusion:
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“BiH has not yet assumed full responghility for government. It needs to show
through its own efforts that the High Representativeé's Bonn Powers are no
longer needed...The powers functionaity and coordinating capacity of centra
government must be drengthened. ...Moreover, BiH's adminidrative base
remains wesk. It still needs to develop a professond, merit-based core of
politicaly independent public servants....BiH's core chdlenge of building a
sf-sustaining sete able to integrate into EU structures remains.”

In addition, the feashility report identified the following crosscutting priorities
(among others) tha require an effective Civil Service Sysem as prerequisites to
achieving the improvements needed in the sectors specified in the feagibility study:

“More effective governance. Council of Minisers and the Law on Minigries.
Convene meetings of the Council of Minigers and of Paliament with
aufficient regularity to tackle government business expeditioudy. Ensure thet
new date minigries and inditutions crested by the 2002 Law on the Council
of Minigers become properly operationa. Implement fully the 2003 — 2004
“Action Plan for Priority Reforms’ and establish for 2004 (and following
years) a consolidated State-leved government work plan matching policy
priorities with budgetary resources.”

“More effective public administration. — Make further effort towards creating
an dffective public adminigration, including developing a comprehensve and
cost-estimated Action Plan for public adminigration with a clear distribution
of competencies. Fund and cooperate with Civil Service Agencies a State and
Entity levels”

Accordingly BiH needs to move rapidly to develop the capacity to function in the
Internationd  Community as a norma nation-date, if it is to move down the path
toward integration with EU. A number of people interviewed by the review team
dated that there are dgnificant and powerful politicad interests in BiH, opposed to
grengthening BiH’s capacity to function as a normd date. Indeed, this is reflected by
the fact that initid creation of the CSA occurred by Decison of the OHR and only
later was adopted through parliamentary procedure. The High Representative's public
address on the occasion of the launch of UNDP's Governance Perception Survey on
the subject of the need and requirement for a CSA and the raionde for its
implementation was dear, foroeful and unambiguous®. The CSA was put into effect in
May 2002 and accepted by parliamentary procedure during the Alliance dominated
government, which was in power untii November 2002 when the nationdist parties
came to power. One factor to recognize in assessing progress is that the government,
the Alliance, with which the OHR negotiated the institution of the CSL is not the same
government that isimplementing it.

The CSA has been making progress in edablishing itsdf and insarting itsdf into the
gopointment  processes of minidries and common inditutions. Most  technica
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assgance and financid support has been provided by European or Internationd
organizetions induding OHR which has played a unique role given its powerful lega
daus. The United States government’s role has been limited to providing sufficient
financial support to CSA 0 that a sdary adegquate to attract and retain a skilled
Director is avaldble. The review team has been advised by USAID that other than
commissoning this review and providing financid support for the Director's sdary
the United States government’s current program in Bosnia does not include additiona
support for CSA or for date leve inditution building in generd.

The review team has used information provided by others, including donors, donor
funded conaultants, BiH officds and OHR daff to deveop its findings and
recommendations. The scope of this effort did not include origind research, survey or
technica level assessments of procedures and processes used by the CSA such as
exam vdidity and scoring. The review team understands that Human Resources
management  throughout BIH and the entities and cantons is included in the
comprenensve Public Adminidration Review caried out by ECO consultancy that
commenced during the period of this review. At the outset of data collection the
Review Team met with key PAR project daff to gain familiarity with the approach
and scope of ther effort. The generad concluson was tha this review would help set
the stage for the PAR review of Human Resources management in BiH. PAR daff
were advised that this report would be avalable to them when it is reessed by
USAID and that thiswould occur in April.

In consdering the tasks of the CSA it is important to note that according to the CSA.
OHR and USAID the cregtion of new minigtries will cause a large surge in demand
for recruitment and appointment services by CSA. This is a man catdys for the
commissoning of thisreview.

Approach

The review team conducted its information gethering by reviewing documents (See
Documents Reviewed Appendix B), interviewing BiH officds, and interviewing
donor representatives and their contractors (See Persons Interviewed Appendix C)

The review is based on the sources described above. Emphasis is placed on the
recruitment and review processes because of concerns raised in the SOW about
daffing new minidries. This emphass was genedly renforced by the needs of
MinidriedInditutions articulated in interviews. The secondary but important
emphass is on traning because it is a1 essential prerequisite for
MinigtriesIngtitutions to become effective partners with CSA in building a competent
cvil sarvice The conceptud framework the Review Team used in carrying out its
tasks is described in the following section.
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Current Context for Civil Service Reform in BiH.

Improving Civil Service in BiH, and hence the qudity of governance, needs to be
approached with recognition that the Civil Service Agency is embedded in a complex
governmenta and politicd sysem. All of the dements of the sysem have influence
and/or power and al must be considered in assessng how to support the development
of the Civil Service. There are four main components of the system:

The political actors— eected officids and party officids.

The Internationd Community that wants BiH to grow to perform like a normd
state.

The bureaucratic actors including Minigters, Deputy Minigters and managerid
cavil servants

The Civil Service Agency itsdf.
These actors have certain mgjor interests:

The political actors man program is to gan a share of “wha the State has to
give’ for therr Party and Party members. One element of the spails is jobs. Not
dl of the politicd actors see the edtablishment of CSA and/or the dteps
required for SAA in ther interest.

The International Community is inducing BiH toward the path of European
Integration and has very high stakes in success. And success requires thet BiH
have the capability to act like anormd date.

The Bureaucratic Actors are interested in the benefits that accrue by virtue
of holding a public post and exercising the powers of that post.

The Civil Service Agency is inteeded in edadlishing itsdf as an
organization that ensures BiH has a Civil Service comprised of skilled people.
And that it becomes a permanent part of the BiH Public Adminigtration.

Findings

Review Process

Article 64 of the Law on Civil Service requires a review of exiging Cwvil Sevice
positions. This Article provides that

“The agency shdl issue a decison on termingtion of employment ...for
employess...that have been appointed in contravention of the Law on Public
Adminidration (the law that previoudy governed Civil Service) or do not
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fulfill the requirements of Artide 22 (The minimum requirements for
gppointment to the Civil Service) of thisLaw.”

Article 64 dso provides that vacant postions shdl be subject to public competition
and that the decison on termination of employment shdl become effective after the
oveal process of public competition has been completed. In addition, Article 64
provides that in the open competition the experience of a candidate previoudy
employed at the pogtion subject to open competition maybe taken into consideration.
In practice this means that if a podtion requires three years of experience a person
under review may utilize the experience ganed while in the current pogtion to meet
this requirement.

The procedure for reviewing appointments is caried out by the Rights unit of the
CSA. In genegd the Rights Unit makes a determination of whether a Civil Servant has

been properly appointed.

The generd procedure follows improperly appointed Civil Servants and their
Minigry/Inditution are natified. The inditution employing them cdls for a Public
Competition for the podtion. The incumbent may gpply adong with others and on the
samne bads. When the new Civil Servant is gppointed, the previous incumbent is
discharged. The Civil Service Law provides for a severance dlowance in such cases.
There is an dternaive approach to resolving cases where the missng credentid is the
passage of a specid knowledge examination. In these cases the incumbent is dlowed
up to twelve months to cure this deficiency by passng a specidized knowledge
examination. Deficiencies in certain education requirements may adso be cured in a
specified period of time. One important fact concerning the review process is that it is
expected to be a one time task as it goplies only to those Civil Servants employed
when the Law on Civil Service was passed. When it is completed staff resources can
be redlocated to other tasks within the CSA’s competency. The Unit head estimates
that reviews take up a very large portion of the staff’ stime at present”.

Appointments

The Department for Appointments in the CSA has the responsbility of overseeing the
overdl process of conducting procedures for gppointments to the Civil Service
These tasks are handled by three staff persons. The procedure for qudification as a
potentia civil servant include the following steps:

1. Submisson of an application package in response to a civil sarvice
vacancy announcement:

1) Application form
2) Proof of datizenship
3) Certificate of no crimina record/proceedings
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4) Copy of universty diploma (a universty degree is a minimum
requirement for entry into the civil service®)

2. Passing score on the Generd Knowledge Exam:

The Generd Knowledge exam is made up of 42 multiple answer questions
in seven categories of knowledge:

1) Bassof the conditutiond system of Bosniaand Herzegovina

2) Badsof the civil adminigration system in Bosnia and Herzegovina
3) Adminigrative proceedings and adminigtrative litigation

4) Badsof employment rdations

5) Office management in adminigtrative bodies

6) Funding of inditutions of Bosniaand Herzegovina

7) Badsof European integration

The Appointments Unit has developed agpproximately 1,000 potentia
questions for use on the Genera Knowledge exam which are rotated a
random for each scheduled exam. A sudy guide is provided on the
CSA webste, and specidized courses covering the contents of the
exam are offered. At this time only 15% -20% of applicants pass the
exam (it appeas that this low figure is of concern, and
recommendations regarding this are made esewhere in this report).
The exams are graded on the spot, and candidates are apprised of their
score before leaving the testing dteThere is no fee to take the exam,
and candidates may retake the exam at a future date (in contragt, in the
Federation the Minidry of Justice adminigers the civil service exam,
which includes an orad exam at the cost of $200USD per exam). The
CSA exam is accepted as vdid for employment in the Federation.

3. Passing score on the Specia Knowledge Exam’:

The Specid Knowledge Exam is developed by the Commissiorf
(Commissons are made up of 3 appointees of the ministry or agency
which has advertised the opening, and 2 gppointees made by the Civil
Savice Adminigration.Note: for newly formed agencies the 3 internd
Commisson members may be appointed from other minidries). The
exam is made by the Commisson a least one day prior to the exam
adminigration date. The exams are comprised of essay questions, and a
computer lab is utilized for the candidates to type ther responses
(questions and responses may be in any of the three officid languages, and
in Latin or Cyrillic type). The five Commisson members score the exams
on a 100 point scale, independently and without consultation with other
Commisson members. The top and bottom scores are deleted and the
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remaining three scores averaged to develop the candidates find score, a
score above 75% is conddered passng a results in an invitation to the
Ora Exam for the pogtion.

4. Passing score on the Ord Exam:

The Ord Exam is adminigered by the Commisson and scores ae
assgned on a 30 point scde. The Commissons are not juries. That is, it is
the practice of commissons to score candidates without discusson of the
merits of each. In addition, the score of each commisson member remans
confidentia.

5. Appointment to the Civil Service:

The scores of the Specid Knowledge and Ord Exams are totded, and this
score determines the ranking of the candidates which is then transmitted b
the agency or ministry which initisted the vacancy process. For non
managerid Civil Service pogtions the CSA makes gppointments in
conqultetion with Minigry/Inditution.  For managerid Senior Leve Civil
Service the gppointing authority is the Ministry/Ingtitutior?

In its by-lavg/Civil Service Law the CSA is mandated to develop and administer a
highly sructured process for carrying out recruitment, testing and sdection.  This
process is dow, is open to delays and delaying techniques outside of the CSA, and the
cdendar time to adminigter this process is detrimentd to the god of utilizing a merit
based system to dtract the most qualified candidates into public service. (See
Appendix D, which presents a diagran of the complete process). Severd
recommendations are made to streamline this process later in this report.

The generd view of the people in the government interviewed is that while party and
ethnic criteria for sdection continue to play a role in appointments, the politica
edablishment’s discretion in appointment has been limited to a pool of candidates that
are competent products of the Civil Service Examination System. This is viewed as a
major accomplishment.

This following anecdote is presented as a representation of the adverse consequences
of falure to make timely appointments of high quality Civil Servants.

The Review Team interviewed the Governor of the Centrd Bank for his
views on the agppointment process. He had served as Char of the
Commisson for the Appointment of the Director of Statistics. He thought
the gpecid examination process and ora interview process went
satisfactorily (better than he anticipated) and the people recommended for
gopointment were dl well qudified. He dso noted that the scores of the
commission members tended to cluster, which he took as a positive Sgn.
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While this process was completed approximately six months ago no
gopointment has yet been made It is the Governor's view tha the
appointment is delayed because a current employee was dated for the job
and was not on the ligt.

The Governor's view is that the country is performing economicaly much
better than the datigtics about the economy show, largdy due to
antiuated methodology. In his words “the datistics undersdl the
country”.

During mid March it was announced that BiH was awarded a credit rating
of B minus with a pogtive outlook, its firs credit rating. In bond rating
language this means tha the rating agency expects the datistics describing
the economy to improve over the next year and that if this occurs there is a
high probability of an upgrade in the bond raing. The Governor is
doubtful &bout the posshbility of an upgrade unless the Department of
Statidics has leadership that can modernize the data collection and
andysis capabilities of the Department.

If the Governor’'s view is accurate, the falure to gppoint a skilled Director from
the ligt of qudified candidates will levy asgnificant cost on BiH.

Training Unit

The Training Unit of the CSA consggs of 3 persons (of which one is currently on
maternity leave). The Traning Unit began its organizationd phese in February of
2003. During the period of 2003, in its first 10 months of operation, the Training Unit
accomplished the fallowing leve of training ddlivery:

11,500 + Participant/hours of training
149 Traning days of training
25 Traning seminars designed, sponsored and conducted
3 Conferences organized
404 Civil Servants participated in training

The daff of the Traning Unit has a broad and comprehensve understanding of
training not amply as an on-cdl skills development function, but aso in the context
of utilizing traning as a means of trandforming organizetions. This vidon of training
and its wider role in human resources development is criticd, wel understood within
the CSA, and sarves as a dedtination point towards which the Training Unit is moving.
The Director of the Training Unit is in accord with the Traning Needs Andyss
Report completed by the European Union in May of 2002 (conducted 9 months before
the initiation of the Unit, see Appendix E).
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In 2003 the Director of Training has been engaged in highlighting the role of training
within the various minigries and agencies of BiH. This has been an uphill batle, as
there is little undersanding of the role of traning in the minigriesinditutions beyond
technicd skillstraining.

The Training Unit handles dl logidica responghilities as wdl as content of training
programs. Where training may be offered by the internationd community, care is
taken to ensure that the content meets the needs of the intended participants. While
the CSA has taken advantage of the participation of foreign donors in the delivery of
traning programs, this is not a totdly 'supply driven' response to training. The CSA
works with collaborating foreign training providers to customize training programs o
that they are 'demand driven, i.e. that they meet the needs of the intended participants
and corresponding minigtries or units. In addition to customized training programs,
the following seminars were co-sponsored and  ddivered for a wide audience of civil
sarvants aswedl as politica leaders:

Public Communication Tools. drengthening the understanding of public
communicetion, internal and externa communication, e-government, marketing as
grategic function for public administration.

EU Projects. working tools for European cooperation and development, project
cyde management (phases programming, identification, gpprasa, financing,
implementation, evauation).

European Legidation Tools: structure of the Union directives, characteristics of
the directives, community law.

Management tools for Public Administration: different approaches in
organizational design, the importance of quality, differences between services and
products, leadership and delegation, change management in organizations.

Economic Policy Tools. economic policy and the EU, economic policy and
foreign policy, foreign interactions (the World Bank, the IMF, EBRD, WTO), the
IMF and the stand- by arrangements.

The Traning Unit is a unique traning inditution within BiH. No other training
cgpacity exigds other than that of the Foregn Minigry which mantans its own
Soecidized traning depatment, including foreign language training and specidized
training for foreign representatives of BiH.

At this time there is no defined professond training policy a the date level and there
exigs a lack of coordination among the Minidries The Training Unit has st its own
god of filling this void within the government dructure.  Tha is the Training Unit is
not smply concerned with traning within the CSA, or traning rdaed to newly
gopointed civil servants, but is trying to act, by default, as the training unit of BiH.
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Minigries do not include within ther budgets a line item for training, nor for the
wider scope of human resources management.

While no direct donor assstance is provided to the Training Unit of CSA, courses
utilizing internationa resources and exports have been conducted throughout 2003.
Wisdy, the traning unit of CSA paticipaes in the cugomization of programs
conducted by the internationa community.

Beginning in October 2003, dl Minidries and organizations within BiH were
surveyed in order to gain an understanding of the training needs which exis, and their
perceptions of the role of traning.  This traning needs assessment provided
subjective information, and provides a vauable garting point for the development of
traning programs for the civil savices Mog of the organizations within the
government require a deeper understanding of training, training's role, and the use of
traning to develop the long-term capability of the gaff. Traning is currently viewed
as an oncdl savice which provides individudly directed educationd functions.
There is little sense of the role training can play in an organizational transformation
process, outside of the CSA.

While there have been podtive aspects and results of the involvement of the
internationa  community, there have been disgppointment as wel. The deveopment
of severd traning initiatives, induding the E-Net center program has been extremey
dow in taking form, and there has been little involvement of the CSA dnce initid by-
in was sought by the foreign collaborating inditution.  Successful  internationa
community collaborative activities have been provided by the governments of Poland,
Audtria, Germany, and Spain. There are currently promising areas for cooperation
with the Governments of France and Spain for implementation in 2004.

Planned activities and projects of the Training Unit for 2004 include:

Project | Andyssof BiH Ingitutions Response to Questionnaire
Project II  Implementation of TEMPUS project JEP-17022-2022
(Civil Servants Cgpacity in Public Adminigtration)
Project Ill  Strategic Approaches to Management of Human Resources
Development
Project IV Computer Proficiency Courses
Project V. Preparation of Applicants for the Civil Service Exam

Project VI Organization of Training in Cooperation With the Embassy
of France

Project VIl Organization of Traning in Cooperation With the Embassy
of Span

Project VIII  Twinning project for the Ministry of Finance and Treasury
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The broad areas of training emphasis for 2004 include:

Fundamentals of Human Resources Management In Public Service
ills Development in Writing Legd Norms

Public Service Management

Regiond And Loca Development

Good Governance and Ingtitutional Development

a M w DN

Specific new traning course desgns in the following technica topic aress are being
developed for delivery in the 2004 cdendar year:

Financial Management of the Public Sector: budgeting, accounting and control
of public expenditure, public and ethicd management in finencd and tax
adminigration.

Management Skills for Administrative Professionals. magering change with

management  skills fine-tuning your team <kills controlling your workday,
communicating with credibility, dedling productively with conflict.

Training for Civil Service traning sysem management, traning sysem
development, training delivery and methodology.

Information Technology

The Information Technology Unit (ITU) a CSA condgts of one employee, adthough
additional dots have been dlocaed it is extremdy difficult to fill IT pogtions a the
pay scale authorized for the CSA. The ITU holds dl respongbilities for both interna
and externd uses of IT technology.

The CSA has an excdlent web based job announcement, application and applicant
communication sysem. Based on discussons with the ITU Head (and only
employeg), virtudly dl agpplications ae didributed via the CSA Web dte
(Www.ads.gov.ba) and many potentid applicants secure ther information about open
competitions via the web gte. The web Ste maintains dl application information in
the three officid languages of BiH.

As of December 2003 over 165,000 hits on the website were recorded and the current
daly volume of hits is in the 200-300 range. Interested applicants can register to
recaelve periodic newdetters and announcement updates via e-mal. To dae some
1,400 job seekers have registered for this service, and some 60 newdetters were
digributed in 2003. Through this sysem as many as 500 potentid candidates have
requested applications for a sngle pogtion. The webdte contains a discusson forum
(where complaints as well as praise of the CSA gpplication procedure can be found).
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The webdte dso contains study guide information for potentiad candidates who will
be taking the Civil Service Generd Knowledge Exam.

The generd opinion of CSA daff is that the web is the primary method most potentia
gpplicants use to track announcements of vacancies. Because dl potentia gpplicants
must have universty degrees, the daff view is tha dmogt dl ae familiar with
computers and have access to them. As noted by the ITU, even the Minigry of
Foreign Trade (which is dependent on communications externa to BiH) does not have
awebgte, nor does the Council of Minigters.

The ITU is dso building a Civil Sarvice database of employees in the Civil Service,
but this is proceeding dowly due to the fact that the sole employee of the Unit is dso
entering dl of the data (of the 850 Civil Service employees, some 300 + have been
entered). The database was condructed by a foreign consultant utilizing Microsoft
Access. The sze and complexity of the database envisoned will eventudly require
more sophigticated database software.

At this time there is no formd linkage or reporting responsbilities between and
amongst the personnd departments of the various minisries’bodies of the BiH and
CSA. However, since reporting and coordination should be based on IT. The ITU has
taken the initigive to examine the edablisyment of a unified database within and
between the BiH, and the entities. Noting that there is not yet a civil service agency
within the Federation this task becomes an even greater chdlenge. The ITU deserves
credit for undertaking this inititive and creating the basis for CSA to obtain gpprova
from the Council of Minigtersto pursue this extremely important IT topic.

The ITU has developed a Data Security Plan, and noted that the BiH Commisson of
Data Security is yet to develop rulebooks related to the use of IT within BiH. Other
initictives being undertaken by the ITU is the devdopment of an Application
Management Information System to enable web didribution of announcements and
applications and a means for accepting gpplications via the web.

The ITU holds a broad view of the role of CSA within both the Government of BiH
and the larger society of BiH. As doquently sated by the Information Technology
Unit Head.

“We are the Civil Servants, we will serve for life...the politicians for only four
years.”
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Protection of Rights
The Unit for Protection of Rights does not ded with technicd qudifications of

candidates for newly crested postions, but it plays a primary role in the review of
avil sarvants who were employees of BiH prior to the creation of the Civil Service
Lav. The functions of the Unit for Protection of Rights implements the following
basc activities:

Preparation and drafting of legal documents,

Reviewing employment postions,

Disciplinary actions related to Civil Servants,

Issuing opinions and interpretation of laws related to the Civil Service,

Resolution of issues related to gpplications and gppedls of Civil Servants.

a ~ w DN P

During 2003 the Depatment completed the drafting of eght bylaws (interrd
rulebook), and an additiona four bylaws which arose from other laws influencing the
CSA. Ddays of saverd months in the implementation of bylaws have occurred due
to delays by the Council of Minigters in responding/approving the bylaws.

The review process for employees (verifying legdity of prior appointments,
compliance with base employment criteria) completed in 2003 include:

Total Number of Civil Servantsto Be Reviewed | 827
Reviews Completed in 2003

1 Agency of Saidics 9

2. Minigry of Foreign Trade and Economic Reations 56

3. Minidry of Foreign Affairs 315

4. Minigtry for Human Rights and Refugees 39

5. Legd Services of the Council of Ministers 4

6. Directorate for European Integration 38

7. Assganit Minigers  (not employed in  above| 9
Minigries)

8. Standing Committee for Military Matters

0. Secretariat for the Elections Commission of BiH 2

10. Secretariat of the Presidency of BiH 21

Total Reviews Completed in 2003 493

Remaining Civil Servantsto Be Reviewed in 2004 334*

*  gpproximately 50 additional reviews were completed
between the end of 2003 and the issuance of this report.

Main Report - Review of Implementation of the Civil Service Law
Management Systems International
USAID/Sargjevo March 2004 Page 13



This first year of operation of the CSA has demondrated that there is not a broad
underganding of the functions of a Civil Service, or the scope of powers of the Civil
Savice Agency. Presented to the Depatment in 2003 were 89 requests from
inditutions or civil servants for interpretation of provisons of the law and bylaws
regulating the Civil Service. Certain aspects of the CSL are not clear, and the process
of harmonization of laws within the State continues. The Civil Service Board of
Appeds accepted 29 requests and appedals during 2003, of which 28 cases confirmed
theinitia decison of the CSA.
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Service Demand
The need for public competitions to fill Civil Service pogtions is growing rapidly.
The following two factors are the principd drivers of demand.

1. The Head of the Rights Unit esimates the reviews will result in goproximatdy
ten to twenty percent of current incumbents to be improperly appointed. At a
minimum, with approximately 850 cvil sarvants this would mean cresting
public competitions for about 40-45 pogtions, if it is assumed that haf the
improper appointments are cured by specia examination or other means. The
CSA Section Head for Rights estimates the review will be complete during
summer 2004.

2. The expanding number of MinidriesInditutions and the need to daff them to
meet current requirements and address the requirements of the feasibility sudy
requires sgnificant numbers of technicdly capable daff. While hard numbers
are difficult to obtain, a ressonable estimate, based on discussons with BiH
officdds is in the range of 150 — 300 over the next two years. The rate and
pace of demand for public competitions is pushed by the EU feashility
requirements and supported by budget dlocations, but is condrained by the
unavailability of office space and support. It aso appears limited by
MinigriesdInditutions recognition of the finite capacity of the CSA to run
public competitions and acute limitations in Minisry Human Resource
planning capacity. Specificaly Minigries do not have a dear idea of 1) what
they will need, 2) when they will need it and 3) when they will be abdle to
accommodate new aff.

In preparing an initid demand scenario, illustrated on the Table below, the following
assumptions have been used.

Public competitions for 200 postions (150 new positions and 50 positions due
to the review) will need to be completed in the next 24 months (8 quarters).

A typicd public competition takes 6 months.

Demand for Public Competitions is evenly distributed over the period
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The following table provides an initid conceptua scenario of projected demand on
the CSA based on the assumptions in the previous paragraph (200 competitions to be
completed within 8 quarters will require al garts to be made in 6 quarters, 200/6 =
33).

[llustrative Service Demand Chart

QTRS 1 (2 |3 |4 [5]|6 |7 |8
Public Competitions | 33 | 33 | 33
Public Competitions 33]33] 33

Public Competitions 33|33| 33

Public Competitions 33| 33|33

Public Competitions 33|33|33
Public Competitions 3313333

Competitionsin progress | 33|66 | 99|99 | 99| 99| 66 | 33

In examining the Table it should be noted that the Public Competitions are not
consecutive. That is, during dl but the first and last quarters the CSA will be working
on more than 33 public competitions as new competitions start before the previous lot
is complete.

The review team does not believe that the scenario above accurately predicts the
future demands on CSA, rather it is an illustration of the potential impact of a
surge in demand and strongly suggests that BiH/CSA require hard data from
Ministries so a more accurate projection of demand can be created. Without it, CSA
will always be in_a reactive posture. The demand is likely to be greater than
illustrated.

The Appointment Powers of the Director

Article 28 of the Law on Civil Service provides two different schemes for the
gopointment of civil sarvants one for non-managerid civil sarvants and one for
managerid civil servants. The rdevant sections of Article 28 follow:

1. The appointment of a civil servant shall be carried out by the Agency, upon
prior opinion of the competent institution, in accordance with the results
accomplished by this candidate during the selection process.

2. The competent institution shall appoint the managerial civil servants, upon
prior opinion obtained from the Agency, from the list of successful candidates
who have passed the open competition.

Thus, the Director of the Civil Service Agency has broader powers to influence the
gopointment of non-managerid cvil servants than managerid avil sarvants With this
power the Director is in a good pogtion to address inappropriate interventions in the
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gopointment process on ethnic and/or political lines in the non-managerid avil
savice ranks. This will be particulaly important as the MinidriesInditutions ramp
up their gaffing a the non-manegerid leve during the next 12-24 months.

Political Influence and Ethnic Balance

One expectation of the effect of the Civil Service Law was that paliticd influence and
ethnic balance congderations would be sharply curtailed. The comments of the people
interviewed tended to fall into two categories.

Those that viewed progress under the Civil Service Law as a very positive and
sgnificant step. These people tended to cite two main facts to support their
cae 1) that the politicd edtablishment now widey understands that its
discretion in agppointing Civil Sevants is curtalled because the choice of
gppointment is confined to a list of qudified candidates provided by the CSA.
and 2) that even if a paliticaly influenced appointment process is carried out
the person appointed will have the qudifications to perform the functions of
the job because they will have passed through the qudification based sdection
process carried out by the CSA.

Those that were disgppointed in the pace of implementation of the new Civil
Service Law and the vigor with which it has been implemented. These people
tended to be largdy, but not exclusvely, from the Internationd Community.
They aticulated with consderable passon their hopes for the postive changes
the CSL would bring to public administration in BiH. Ther most frequently
aticulated concerns were the lack of a forceful review process, politica
influence in the appointment of secretaries and the long dday after a ligt is
provided in securing gpprova of the Council of Minigers for High Leve
gppointments.

The Law on Civil Service specificaly satesin Article 2 that

“The dructure of cvil servants within the cvil service shdl generdly reflect the
population of Bosnia and Herzegovinain accordance with the last census.”

This portion of the law, while not specifying specific quotas for BiH or for each
Minigtry/Ingtitution, recognizes that for the foreseegble future a “far share’ of Civil
Servant podtions is due to each of BiH's ethnic groups. According to the Review
Team's information, during the Yugodav period it was customay in Bosiia to
dlocate jobs dong ethnic lines. In the post Dayton period it has become customary to
dlocate public jobs by paty as wel as ethnic lines, perhgps a blurred digtinction in an
environment where parties are ethnicdly based. In this context having ethnicity and
paty daffect Civil Service is not unexpected, especidly in an environment
characterized by high unemployment and underemployment of University graduates.
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While the Civil Savice is to be a reasonable reflection of the population mix,
earmarking of dots and thus diminating from congderation members of two ethnic
groups for a paticular podtion is anahema within the legd framework of the
OHR/IC and indeed the laws and congtitution of BiH. OHR gaff hasbeen explicit and
forceful in aticulating their concerns and objections to dedgnation of specific
postions for specific ethnicities a priori. The Review Team shares this concern.
However, the Review Team has stressed in conversation that the method by which
reasonable ethnic balance will be achieved and maintained is a topic that OHR, as a
matter of policy, has left to BiH's discretion in the text of the Civil Service Law it
imposed. The Review Team bdieves that the recommendations in this report, if
implemented, will reduce these concerns.

The Director of the CSA dated during the debriefing that he has observed a rule book
for an inditution with the ethnicities of dl pogtions noted in the rule book, a Stuation
he characterized as completdy ingppropriate. This is an illudration that issues of
ethnic dlocation continue to be a pat of the politica culture of the BiH. In
conversation with the Review Team the Director observed that the Civil Service
selection process operated by the CSA has no provison for ethnic dlocation and the
Review Team found no evidence or anecdotes contradicting this. The main potentia
point of intervention gppears to be in the discretion granted to gppointing authorities,
especidly for managerid leve Civil Servants.

The Commisson dructure that evauates specid knowledge and conducts interviews
includes three persons named by the Ministry. These may be influenced by thear
political superiors, a risk noted by the High Representative in his remarks on the law’s
implementation, remarks in which he dated that this would be a system that to work
would be based on trust. The progress over the last thirteen months has been very
ggnificant. In information provided to the Review Team by OHR the most serious
difficulties in implementing the new law occurred around the time (November, 2002)
that the nationalist government took office and just as the CSA was being organized.

The Review Team was not advised of dgnificant evidence of direct politica
interference occurring during the last deven to twelve months in the competitive
examination and sdlection process. The Review Team concludes that there is broader
acceptance of the Civil sarvice system than was the case a the beginning of the
current government. However, the Review Team was informed of long ddays in
gppointing some manageria Civil Servants because a preferred person or type of
person was not on the list generated by the statutory competitive processt’ This is a
manipulation of the sysem, an act of omisson rather commisson. Nevertheless,
under current law the appointing authority is not required to make an gppointment and
the CSA has no authority to intervene.

The Review Team observed a high levd of tenson between OHR and CSA. OHR has
a dilemma, as the political culture, hisory and legd concepts that undergird BiH
support the dlocation of politicad power and government benefits dong ethnic lines.
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OHR has created an inditution, CSA, that must ded with these politica/cultura
redities in a practicd and effective way in a politica environment. In contrast, OHR
has a responshbility to serve guardianvadvocae of a high dandard of public
adminigration thet is difficult to redize al a once. Both OHR and CSA face the
problem of properly saffing the Ministries quickly and effectively.

The recommendations of the Review Team suggest that OHR view the development
of CSA as work-inprogress and place its support behind dructurd and systems
changes, especidly legd changes which can immediately strengthen the hand of CSA
within the government and achieve the expeditious and proper daffing of the
Common Inditutions. OHR needs to focus more heavily on the magor sructura
changes it can hdp CSA make and less on the detalls of individua transactions.
Although OHR does have a duty to monitor overal progress, OHR should do this in
an aggregate manner.

The changes in law recommended by the Review Team appear obvious and can be
implemented immediately. But the Review Team did not have a sense that these had
been previoudy “placed on the table’ or consdered by either OHR or CSA even
though they would solve certain chronic problems immediatedly. Rather the Review
Team's sense is that both CSA and OHR tend to have a somewhat excessive
attachment to formaism. As a result they tend to overly focus on fine points of the
current Civil Service Law, raher than on the man problem: daffing BiH with
competent Civil Servantsin argpid and effective way.

The Review Team's core agument is that OHR and CSA should focus
collaboratively on how to address the problem (staffing) and adjust the law and
procedure to do this as expeditioudy as possible, based on the experience of the first
thirteen to fourteen months of operation. In current parlance, both CSA and OHR
need to begin to think out of the box.

The Review Team also observes that for CSA to be a sustainable component of the
BiH government it requires a congtituency beyond OHR. It needs to grow into a
respected and vaued part of the government — valued by any set of political parties
that assumes power in the future.

Recommendations

Overarching Recommendation

There is one overarching recommendation: Prepare the CSA for the step up in service
demand due to the surge in demand for Open Competitions as the BiH government
expands to performthe roles required to enter the path toward European Integration.
Passng laws will not be adequate to move down the path, red technica work is
required in dl sectors, especidly those specified in the feasbility report. This work
canot be accomplished unless BiH MinidriedInditutions are daffed with people
who possess the kills to perform the work required. Given the higtoricaly weak
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government capacity a the state levd creating this capacity requires an exponential
increase in capability of the CSA and BiH government to recruit, qualify, appoint and
train civil servants.

To help address this tsunami, the Agency and the IC should consider providing a
senior expatriate Civil Service professional to the CSA to help it:

Forecast and monitor demand for its services by gaining a comprehensve
asessment of the recruitment needs of Minidry/Ingtitutions for the next
two years,

Deveop a plan that includes gaffing and prioritization that will enable the
Agency to meet the demands,

Refine its procedures s0 qudity is mantained, but the processes are
amplified and accelerated where possible and

Assg in the devdopment of Human Resource Management capacity in
the Minigries/I ndtitutions.

The Review Team' s opinion is that three, five or ten years from now the success of the
CSA will be judged by how effectively it recruited and appointed a competent and
skilled Civil Service during theinitial years of its operations.

Specific Recommendations

The OHR has very broad legd authority to exercise any of the powers of BiHM. It
could in fact exercise any of the powers of the gppointing authorities — induding
aopointment from the lids,

The OHR has a sound policy bads for usng these extreordinary powers in very
limited ingances. The Review Team understands the rationde for encouraging and
supporting the Council of Ministers and parliamentary bodies make law and palicy.
However, given the very high dgnificance of the Civil Service agppointments now
scheduled and their volume, OHR should use these powers, in consultation with CSA
and BiH, to make immediate changes to the Law to strengthen the appointment
process and quality control process. It is particularly important for the changes to the
CAL to be in effect prior to the recruitment and appointment of any additional
managerial Civil Servants. In fact, the changes in the CSL should be written so that
the enhanced powers of the CSA apply to any recruitments now underway that are
“stuck”. Another raionae for usng the powers of the HR to fix the CSL is that the
current law is largdy the creation of OHR, and it would make sense for OHR to hdp
with essentid fixes for problems discovered in the first year of experience.
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L egidative Actionsto Improve the Operations of the CSA

1. Amend Law to Authorize the CSA Website as the sole Official Announcement
Mechanism for Vacancy Announcements. The change in law should make the
CSA web dte the officid poging dte for vacancies and other legd
announcements (amendment to Article 20, and Article 21). This change will
reult in a reduction of 1-2 months from the typica current recruitment
schedule. Delete from the Law publication requirements on anything other
than the web.

2. Amend Law to Authorize the Default Appointment of Candidates by the
Director of the CSA if the Competent Institution Does Not Make an
Appointment Within 30 Days The appointment process should be modified so
that timey appointments from the lists are ensured. The Law on Civil Service
and/or the implementing by-laws should be amended so that if the gppointing
authority does not gppoint from the lig with in 30 days then the top scoring
candidate secures the pogtion without further action by the appointing agency.
In this dtuation the CSA would automdicdly issue a cetificae of
appointment to the top scorer.

3. Amend Law to Allow Payroll Control for Civil Servants Through the CSA.To
address the problem of illegd gppointments, that is the placement of people in
avil sarvice pogdtions without the lawful procedure, a provison should be
added to the law that requires that no occupant of a civil service postion shal
be paid by the Treasury unless a cetificate is issued by CSA certifying that it
IS aproper gppointment.

4. Amend Law to Shorten Announcement Time from 30 Days to 21 Days From
the Date of Publication on the CSA Website Amendments to Article 20, and
Article 21 will be required.

5. Assist the CSA in securing medium to long term institutional support for
implementation of a comprehensive training program that builds HR
management capability in Ministries and in BiH generally. The Traning
needs of BiH are wdl documented in Training Needs Analysis Report,
European Union (see Appendix E, for an illudrative lig of potentid training
programs/interventions). What is needed now is subgtantive, sustained training
support, not ad hoc efforts or well meaning supply driven programs.
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CSA Actionsto Improve the Operations of the Civil Service System

Procedures edtablished in by-law or agency procedure should be reviewed to
determine if the procedura requirements can be shortened and streamlined. Specific
recommendations include:

1

Actively collaborate with OHR in writing the amendments to the CSL
recommended above. The CSA operdaing level daff as wel as the Director
should be thoroughly engaged in this effort so that the practicd and
operationd implications of changes can be assessed in the drafting process.

In addition to the changes to the Civil Service Law recommended above which
are urgent CSA should begin a comprehensive technical and policy review of
the CSL. This review should identify conflicts with other laws that define
adminigrative practices so that technica issues can be resolved and policies
refined. This process should produce changes in law tha fully support the
development of a professond civil sarvice in BiH. This is a piece of technica
andyss that could be peformed by locd legd consultants and BiH
government lawyers. A technical reform package should be ready for
government and parliamentary approva by the end of 2004.

Amend Bylaws to Allow The General Knowledge Exam and Specialized Exam
to Be Conducted on the Same Day. Devote mornings to the administering of
the Genera Knowledge Exam, notify the applicats of ther passng/faling
gatus, then administer the Specidized Exam in the afternoon of the same day.

Schedule Firm Dates for the Oral Exams at the Same Time the Special
Knowledge Exam is Scheduled. When the vacancy announcement is made, the
Application Date, and the dates for the General Knowledge/Specidized Exam
and the Ord Exam will be established and advertised.

Amend Bylaws to Change Notification Process Following Scoring of the
Soecialized Knowledge and Oral Exams. Noatification process. a the time of
submitting their gpplications, each agpplicant is assigned a unique number for
this paticular job vacancy. This number will be utilized to publish on the
webgte, passngfaling grades on the two exams. Méake this information
avalable on a cdl-in tdephone line as well. Dates for each of the deps
Application deadline, date of Generd Knowledge and Specidized Exam, and
Ord Exam will beincluded in the origind CSA Website announcement.

The Agency Should Consider Amending Bylaws to Allow a Ranking System on
the Specialized Exam and Oral Exam. The Generd Knowledge Exam is a
totdly objective exercise, i.e. the candidate answered the questions correctly,
or wrongly. Thus it is easy to supply a numericd score. Both the Specidized
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Exam and the Ord Exam are totdly subjective in nature  Assgning numerica
scores, and then discarding the top and bottom scores may unfairly demote, or
promote a candidate. Snce five commisson members ae doing this
independently errors may be introduced into the sygsem. The Agency should
condder utilizing a Ranking System, wheréby commisson members Rank
candidates into three tiers (Excdlent, Acceptable, Unacceptable), and then
those from the first tier are ordered (1%, 2" 39. Waeighted scores coud then
be utilized to edtablish the top candidatess The score on the Generd
Knowledge Exam should not be again taken into condderation, that served as
the entry point, and should not influence rank of an individud applying to a
specific job (thiswill be the role for the Specia Knowledge and Oral Exams).

7. The Agency Should Establish a Public Relations Annual Plan and Aggressive
Advertising Program. With the deep perception held that entry into Civil
Savice is difficult, a mysery, and is not effective in bringing the best taent,
and paticularly the best young taent, into government service, a concerted
and wel publicized public reations initiative should be undertaken. This
“branding” of Civil Service and of the CSA should be undertaken in al forms
of the media; posters, newspapers advertisements, televison, radio, sponsored
events (at univergties), and so on. Advertisements should point to the CSA
webste for additional and detailed information. In designing the program CSA
should consder how to reech citizens living in the Diaspora There are many
wdl-educated citizens in the Diaspora who could make dgnificant
contributions to the development of BiH.

8. The Agency Should Consider Special Intake of Young Professionals Into
Internship Programs or Other Categories of Special Service. Accepting
universty dudents into specid  “Presidential  Management Intern”  or
“Parliamentary Intern” programs could be a means for current government
leaders to make use of intdligent and motivated daff members, as well as a
means of recruiting potentia future Civil Servants. This dso will add in a
maor way to the trangparency of the operations of the State government.
Outreach for these programs should consder how to attract citizens from the
Diaspora. In al outreach activities the CSA should capitdize on its exemplary
web dte which is a communications device as wel as being a dgnifier of a
modern forward looking government.

9. The Agency Should Take a Leadership Role in the Discussion of, and
Decisons Related to Ethnicity and Government Service. This issue needs to be
sdized upon and not left soldy to individud Minidries, politicd paties or
other groups. Policies related to data collection associated with ethnicity
should be made. This didogue should be in an open forum, as government
activities in this aena will certanly influence public perceptions regarding
ethniaty in BiH well into the future.
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One dep it can take immediately is to develop a reporting system that
describes progress in filling the ranks of Civil Servants. This report should
probably be a monthly or quarterly report to the Council of Minigters, but it
should be a public document. It could be published on the webste and
summaries should be published in the media This report should be structured
0 that aggregate progress in meeting the ethnicity dlocation requirements in
the CSL can be evduated. In desgning the reporting system consderation
should be given to how a periodic public report can inform the public of BiH's
progress toward “normacy”. In addition, condderation should be given to
how broad public undersanding of the role and effectiveness of CSA can
buffer the Agency from unwarranted politica influence.

10. The Agency Should Consider Mechanisms of Increasing the Pass Rate on the
General Knowledge Exam. The fact that some 80% to 85% of applicants fail
the Generd Knowledge Exam indicates that something should be addressed.
Those that fal are dl universty graduates and may offer good service to BiH,
but may become dissppointed after an initid fallure, and under current
procedures will loose the opportunity to compete for the job for which they
goplied. There are saverd possible actions which may assst in opening the
doorsto thislarge body of universty graduates:

a. Offer Exam Tutoring and Exams on a Weekly Basis,

b. Conduct Exams on a Weekly Basis (not tied to particular job
announcements),

c. Make the Entire Exam Study Guide Available on the CSA Website (as
well asin printed form).

11. Hire Temporary Employees During the Upcoming Tsunami. CSA has many
data entry, typing, and documentation preparation tasks for which temporary
employees could be utilized.

12. Consider a Seconding Arrangement from Ministries. In order to manage the
anticipated upturn in recruitment activities, request temporary seconding of
daff from exiging Minidries, ensure that seconded saff do not work on
assignments related to their primary Minidry.

13. Consider Formalizing the Human Resources Management Function of BiH.
Currently no HRM function exigs within the individud Minidries or the dae
as a whole  While the Training Unit is anticipating and preparing activities
rdated to HRM, the establishment of an HRM Unit would be beneficid. The
CSA needs to dther develop Human Resources Management capacity in
Minigtries or identify drategies for the MinistriesGovernment to do this. At a
minimum it should prescribe the kind of Human Resource capacity, in
functiond terms, that minigtries require and then assst in securing resources
and providing support and training to Minigtries. CSA should play this role in
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supporting HR development in line Ministries because it can never fulfill its
own mandate unless and until this capacity is developed. For example, it is
unlikdy that any podtive benefit will be achieved from developing a
Peformance Evaudion sysem, as required by the CSL, until Human
Resource management capacity exigs in Minidries. Similaly the CSA  will
not have the benefit of Minisry manpower development plans to plan its own
work until this capacity exists.

14. Consider Formalizing the Performance Evaluation Function of BiH. While

15.

16.

the CSA does have the authority by law for this function (Articles 29, 30, and
31), this is a massve function and should be complementary to the
development of HRM capabilities. CSA should consider the establishment of
an Performance Evduation System, but should not commit resources to this or
other performance evaluation efforts until BiH is prepared to make significant
long term investments in HRM function in Ministries.

Amend Law to Shorten the Publication Requirement for vacancies to 15 days,
but as recommended above, use the web for publication. As a matter of
practice, announcements describing the job and directing people to the web
dte should appear in widdy read newspapers. Amendments to Article 20, and
Article 21 will be required.

The Agency Should Consider Improvement in the Composition of
Commissions. The Agency should consder methods of obtaining commisson
members that will not be subordinate to the person being evduated. This is a
fundamentaly uncomfortable gStuation that caries high potentid for less than
professonal scrutiny of candidates and potential adverse consequences for
commisson members if evauation scores leek. This will become less of a
problem as senior posts are filled.

Improving the Appointment Process, a Step by Step Scenario.

The appointment process requires dreamlining, as dated in the overarching
recommendation. The Review Team envisons specific changes to enable this. The
sequence of specific action steps that should be implemented include:

1

2.

Change the CSA law to make the CSA webpage the sole official notification
point for job vacancy announcements and other officiad notices The date,
place, time of the Generd Exam & Specid Knowledge Exam and dl other
legdly required information should be posted on the web dte All other
requirements for notice publication should be deleted from the CSL and any
relevant rules and procedures.

Although not required by law, vacancies should be advertised in private
newspapers a the same time as the webpage announcement and should
incdude information included in the officid announcement and direct the

Main Report - Review of Implementation of the Civil Service Law
Management Systems International
USAID/Sargjevo March 2004 Page 25



reeder to the web dte for the officid announcement and agpplication materids.
This expense for advertisng should be paid by CSA and charged back to the
hiring agency’s budget. The amount of charge back should be determined and
authorized by the hiring Minisry when the CSA is requested to begin the
hiring process.

3. The length of time gpplicants would have fdlowing the vacancy
announcement to submit completed gpplications should be 21 days rather than
30 days. Thiswould be congstent with commercid practicein BiH.

4. Conduct General Knowledge Exams on an open continuous basis.

5. Conduct Generd Knowledge and Specid Knowledge Exam on the same day.
For example Candidates would teke the Genera Knowledge Exam in the
morning and those that passed with a high enough score plus those who
previoudy passed with a high enough score would teke the Specid
Knowledge Examination in the afternoon.

6. Complete scoring the Special Examination one week after the exam.

7. Notify exam takers of their score via web and phone usng the following
method. Assgn a unique number for this particular job vacancy to each
goplicant. Publish passng/falling scores on the webste by unique applicant
number. In addition this information can be avalable on a recorded cdl-in
telephoneline.

8. Schedule the Ord Exam for two weeks from the date of the Specid
Knowledge exams (#5 @bove). Score and produce find list of candidates
eigible for gppointment.

By ingtituting the process above, the hiring schedule will be reduced from
approximately 5-6 months to 4-6 weeks with no compromise in the quality of
candidates selected for appointment.

A Special Situation — Ministry of Defence

The newly crested Minidry of Defence requires rapid daffing of the forty-four Civil
Savice pogtions dlocated to it. There is some urgency as timely filling of these dots
is a regurement for admisson to NATO's Partnership for Peace. Neither the Military
Advisor to the High Representative nor the Chief of the Defence Reforms Section
(OSCE) bdieve that ether timely or effective recruitment can occur through the
current lengthy Civil Service process. Both are keenly aware that appointments made
now will shape the character and capabilities of the Ministry for along time to come.

One gpproach to solving this problem and solving the genera problem of the lengthy
appointment process might be to creste a specia regime for the Minigtry that 1) meets
its unique needs and 2) pilots dl of the gppointment acceleration recommendations
included in this report.
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This would require a specid provison in the CSL, applicable to the Ministry of
Defencethat would be desgned to ded with the specific problems of daffing a
Minigry from the ground up.

Coordination with the Public Administration Review

The Review Team has consulted with the Team Leader of the Sysem Review of
Public Adminigration in BiH, which was jus commencing in March 2004. This
review will cover dl of the Public Adminidration a the dae and entity levd and will
include the state Civil Service Agency and Law. The work and report is not expected
to be complete until near the end of 2004.

The Review Team suggests that given the urgency of addressng CSA capecity issues
that those recommendations in this review that can be characterized as ether urgent or
obvious be implemented immediately eg. the changes in law and procedure. In no
event should these recommendations be held until the completion of the PAR sudy,
as this will dday effective implementation by a leest a year. However, the Review
Team does recommend that the PAR team conduct its review of the CSA after the
recommendations in this review are implemented, so that the PAR effort can be used
to evduate and refine implementation practices. This would endble the PAR effort to
help CSA refine and enhance the effectiveness of the practices recommended by this
review, in this way the PAR review could bring a greet ded of value added to the next
stage of process refinement.

The Review Team envisons a schedule in which CSA/OHR concur on revisons to
the law quite quickly. Quickly enough so that the CSL modifications are effective in
May 2004. This will provide five to 9x months of operationa experience before the
PAR review is complete. This review can then be usad to help CSA move to the next

Stage.

ENDNOTES

It is assumed that readers of this report are familiar with the recent history of the BiH, particularly the
war, Dayton accords, and subsequent actions by OHR and other international and local political actors.
2 The Director stressed that this was an estimate subject to change.

3 Report from the Commission to the Council on the Preparedness of BiH to negotiate a Stabilisation
and Association Agreement with the European Union. Brussels Nov-18-2003.

* Speech of the High Representative on June 9 2003 — Appendix F

® For Ministry/Institution status of the Review Process, please see Appendix A.

® Law on Civil Service Article 22.

’ Ibid. Article 26

8 |bid. Article 27

° Managerial Civil servants are described in Article 7 as Senior Executive Manager (Sekretar) and
Senior Executive Manager with aspecial assignment (Sekretar sa posebnim zadatkom), and Assistant
Minister.

19 The Director of Statistics previously mentioned is an example as are certain other appointments.

1 Conversation with Consuelo Navarro, Legal Officer, OHR
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Appendix A

Reply of CSA on the Request Submitted by Mr. Richard
Kobayashi and Mr. Michael Palmbach, USAID

of March 9, 2004

LIST OF INSTITUTIONS OF BOSNIA AND HERZEGOVINA

Agency for Branding of Animds

Agency for Promotion of Foreign Investments
Civil Service Agency

Agency for Information and Protection

Agency for Satigtics

Archive

De-mining Center — BHMAC (Mine Action Center)
Directorate for European Integration

State Border Service

Indtitute for Standardization, Measuring and Intellectua Property
Ingtitute for Accreditation

Election Commisson

Audit Office

Veterinary Office

Commisson for Red Property Clams

Commisson for Protection of Nationa Monuments
Minidry of Civil Affairs

Ministry of Finances and Treasury

Minigtry of Foreign Affairs

Ministry of Communication and Transport

Minigtry of Judtice

Minigry for Security

Minigtry of Foreign Trade and Economic Relations
Minigtry of Human Rights and Refugees

Civil Service Apped Committee

Department of Civil Aviation

Generd Secretariat of Parliamentary Assembly
Generd Secretariat of the Presidency

CIPS Project

Regulatory Commission for Communication
Service for Joint Services of the Ingtitutions of BiH
Secretariat of the Standing Committee for Military 1ssues
Generd Secretariat of the Council of Ministers
Legidative Office of the Council of Ministers
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A) Number of posts being currently filled in the Institutions of Bosnia and
Herzegovina

1. Secretariat of the Standing Committee for Military Issues of BiH —
Sdection  Commissons edablished, public exam completed including the
written part of the specid-technicad exam for dl pods, as wdl as interviews

for 10 posts

- Head of Department — 4 posts

- Head of Section — 3 posts

- Specid Adviser — 2 posts

- Senior Specid Assstant — 5 posts
- Specid Assgant — 7 posts

Note: 396 applications received and processed within the public competition
procedure, out of which for 72 candidates we organized public exam and the
public exam evaluation procedure.

2. De-mining Center of Bosnia and Herzegovina — Public exam completed,
Sdection Commisson established

- Head of the Logigtic Department — 1 post
- Senior Specid Assgtant — 1 post
- Specid Assgtant — 1 post

Note 11 applications received and processed within the public competition
procedure, out of which for 5 candidates we organized public exam and the
public exam evaluation procedure.

3. Minisgry of Communication and Transport of BiH - Public exam
completed, Sdection Commission edsablished, written pat of the specid-
technica exam is currently being conducted.

- Assslant Minister — 4 posts
- Chief Ingpector — 1 post

Note: 102 applications received and processed within the public competition
procedure, out of which for 12 candidates we organized public exam and the
public exam evaluation procedure.

4. Ministry of Foreign Trade and Economic Réations of BiH - Public exam
completed, Selection Commission established

- Assslant Minister — 2 posts
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Note: 36 applications received and processed within the public competition
procedure, out of which for 9 candidates we organized public exam and the
public exam evaluation procedure.

5. Ministry of Civil Affairs of Bosnia and Herzegovina - Public exam
completed, Salection Commission established

- Assslant Minister — 4 posts

Note: 31 applications received and processed within the public competition
procedure, out of which for 4 candidates we organized public exam and the
public exam evaluation procedure.

6. Agency for Statistics of BiH - Public exam completed

- Senior Specid Assgtant — 2 posts
- Specid Adviser — 1 post

Note: 19 applications received and processed within the public competition
procedure, out of which for 7 candidates we organized public exam and the
public exam evaluation procedure.

7. Minigtry of Foreign Affairs of BiH - Public exam completed, Sdection
Commission established

- Adviser to the Minister — 1 post
- First Secretary — 1 post

Note: 15 applications received and processed within the public competition
procedure, out of which for 1 candidate we organized public exam and the
public exam evaluation procedure.

8. Election Commisson Secretariat of BiH - Public exan completed,
Sdection Commission established

- Secretary Generd — 1 post

- Department Head — 7 posts

- Specid Adviser — 1 post

- Senior Specid Assstant — 4 posts
- Specid Assgtant — 10 posts

Note: 503 applications received and processed within the public competition
procedure, out of which for 42 candidates we organized public exam and the
public exam evaluation procedure.
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9. Ministry for Security of BiH — taking of public exam scheduled for 19
March, 2004 and candidates have been invited in writing to take the exam

- Assgant Minister — 4 posts
- Section Head — 11 posts
- Chief Ingpector — 1 post

Note: 436 applications received and processed within the public competition
procedure, out of which for 38 candidates we organized public exam and the
public exam evaluation procedure.

10. Agency for Promotion of Foreign Investment of BiH — teking of public
exam scheduled for 25 March, 2004 and candidates have been invited in
writing to take the exam

- Department Head — 3 posts

- Specid Adviser — 3 posts

- Senior Specid Assgtant — 2 posts
- Specid Assgtant — 1 post

Note: 291 applications received and processed within the public competition
procedure, out of which for 67 candidates we organized public exam and the
public exam evaluation procedure.

TOTAL FOR A) public competition procedure is currently being conducted for
filling in vacancies in the aforementioned inditutions of BiH for 88 posts —
vacancies, and the total of 1840 applications were received and processed within
the mentioned public competition procedure.

Note: some vacancies need to be filled in by more than one employee — civil
servant.

B) List of current requests for appointment — official publication of
public competition, in order to conduct public competition
procedure for filling in vacancies in the institutions

| Public competitions published upon the reguest of institutions, deadline for
submission of applications expired — preparing for the public competition procedure
—review of applications, making of list of candidates who need to take public exam,
preparation of notifications, establishment of Selection Commissions

1. Ministry of Justice of BiH
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- Assgant Minigter — 4 posts
- Commander of the Department of Judicid Police— 1 post

2. Ministry of Foreign Affairs of BiH
- Assgant Minister — 1 post

3. Secretariat of the Presidency of BiH

- Secretary Generd of the BiH Presidency — 1 post

- Secretary for Organizationd and Financid Affairs— 1 post
- Specid Adviser — 1 post

- Senior Specid Assgtant — 2 posts

- Specid Assgant — 2 posts

4. Minigry of Communication and Transport of BiH

- Section Head — 1 post

Separately: State Border Service of BiH — CSA drafted and published public
competition for 30 posts (77 employees), we will establish the Selection Commission

I Drafted and published public competitions - deadline for application have not yet
expired — Agency is in the process of preparation and classification of applications

1. Ministry of Foreign Trade and Economic Rdations of BiH
(Deadline for application is 19 March, 2004)

- Specid Adviser — 2 posts
- Senior Specid Assgtant — 1 post

2. Minigtry of Civil Affairs of BiH — Directorate for | mplementation of CIPS

Project
(Deadline for application is 19 March, 2004)

- Senior Specid Assstant — 2 posts
- Specid Assgant — 1 post

3. Ministry of Foreign Trade and Economic Relations of BiH
(Deadline for application is 2 April, 2004)

- Senior Specid Assgtant — 1 post

4. Ministry for Human Rights of BiH — Fund for Return
(Deadline for application is 02 April, 2004)
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- Fund Manager — Secretary with Special Assignment — 1 post

5. Minigtry for Human Rights of BiH
(Deadline for application is 02 April, 2004)

- Representative/Agent of the BiH Council of Minigers before the European
Court for Human Rights — Secretary with Specid Assgnment — 1 post

6. Minisry for Transport and Communication - Directorate of Civil
Aviation of BiH
(Deadline for application is 02 April, 2004)

- Specid Adviser -8 posts
- Senior Specid Assgtant — 1 post
- Specid Assgant — 1 post

[l Drafted public competition — sent for publication but have not yet been
published in the «Official Gazette of BiH» therefore the deadline for
applications did not begin to expire yet.

1. Ministry of Foreign Trade and Economic Rdations of BiH
- Specid Adviser — 2 posts

2. Ministry for Human Rights and Refugees of BiH

- Assgant Minister — 3 posts

- Section Head — 1 post

- Specid Adviser —4 posts

- Senior Specid Assstant — 3 posts
- Specid Assgant — 2 posts

3. Institutefor Standards, M easuring and Intdlectual Property
- Specid Adviser — 1 executive

4. Ministry of Foreign Affairs of BiH
- Specid Assigtant for web page— 1 post

TOTAL FOR B): current requests for filling in vacancies in the aforementioned BiH
institutions — 51 posts — vacancies
Note: some vacancies need to be filled in by more than one employee — civil servant

SEPARATELY': CSA aso recaived requests from the following:
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1

2.

3.

Directorate for European Integration of the Council of Minisers of BiH — for
21 posts — find hamonization of the request and the text of the public
compstition is ongoing

Sanding Committee for Military Issues of BiH — for 21 post - fird
harmonization of the request and the text of the public competition is ongoing
Agency for Information and Protection of BiH — for 6 posts — we are awaiting
necessary datato be submitted

C) Status of current requests

Following the above, we can see that the requests from the inditutions are processed
in accordance with the dates of their submisson, and as for the ingitutions which
submitted more than one separate request, the status of their requestsis asfollows:

1.

Minigry for Transport and Communication of BiH — submitted separate
requests for three public competition announcements (16 posts — vacancies in
total), out of which the firg public competition procedure is being conducted
a present — it is in the phase where candidates take the written part of the
specid  exam, second public competition procedure started — gpplication were
reviewed and processed, and he deadline for gpplication for the third public
competition has not expired yet — gpplications are till being collected.

Ministry of Foreign Trade and Economic Relations of BiH — submitted
separate requests for 4 public competition announcements (the totad of 8
posts), out of which one is being conducted a present (public exam
completed), and for two public competitions the deadline for application did
not expire yet — gpplications are being collected, and the fourth one was sent
for publication but it has not yet been published in the «Officid Gazette of
BiH»

Ministry of Civil Affairs of BiH — submitted separate requests for two public
competition announcements ( 7 podts in tota), out of which one is ongoing
(public exam completed), for the second public competition the deadline for
goplication did not expire yet — gpplications are being collected.

Ministry for Human Rights and Refugees of BiH - — submitted separate
requests for 3 public competition announcements (15 posts in totd), out of
which the deadline for agpplication have not yet expired for two public
competitions — gpplications are being collected, and the third public
competition announcement has been sent for publication but has not yet been
published in the «Officid Gazette of BiH>».

Ministry of Justice of BiH - submitted separate requests for 2 public
competition announcements (5 podts in totd), out of which both are in
preparation.

Other institutions as mentioned above, submitted the requests for only one public
competition announcement, and they are under the procedure as listed above under A
and B of this document.
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D) Status of requests previously submitted

Status: 8 public competition procedures have been fully completed.
Comment: For dl public competitions we received very large number of gpplications
which is reflected in the following information:

= Public competition for the Secretaries of Minidries and Secretaries with
Specid Assgnment — for 9 posts (8 Secretaries and 1 Secretary with Special
Assignment) we received 211 applications;

= Public compstition for 1 (one) Specid Assgant post in the Patent Dept in
the Inditute for Standards, Measuring and Intellectud Property — 18
goplications;

= Public competition for 4 civil service posts ( 2 Special Assstant posts and 2
Senior Specid Assgant posts) in the BiH Demining Center — 24
goplications;

* Public competition for 2 posts — Director and Deputy Director posts in the
Agency for Statistics of BiH — 24 gpplications,

= Public competition for 2 posts - Director and Deputy Director posts in the
Directorate for Civil Aviation — 21 gpplications,

» Public competition for 12 civil sarvice podts in the Minigry of Finance and
Treasury of BiH (3 Section Heads, 5 Senior Specid Assdants, 4 Specid
Assigtant posts) — 213 gpplications,

* Public competition for 6 civil sarvice pods in the Secretariat of the BiH
Paliamentary Assembly (2 managerid civil servants, 1 Senior  Specid
Assigtant post, 3 Specid Assistant posts) — 172 applications,

* Public compstition for 8 civil service podts in the Agency for Information
and Protection (SIPA) (7 Specid Assistant posts and 1 Department Heed)

» Internd competition for 1 civil servant in the BiH De-mining Center.

The totad number of received and processed applications as per the above mentioned
previously conducted public competition procedures is about 1000. sSince at present
we do not have accurate information on the number of gpplications for Information
and Protection Agency (SIPA), for which we receved extremey large number of
goplications -

Note:

Section for Appointments (three civil servants) shall perform the following during the
implementation of the public competition procedure:

- subject to a Decision shall establish the Sel ection Commission among the list of independent
experts based on regulation of the institution on behalf of which the public competitionis
conducted and the competent officer from the Section shall take minutes recording the
Commission work (every Selection Commission holds three session on average) and assist
Selection Commission in other matters as well;

- Shall review each received application individually for each post — vacancy;

- shall invite in writing candidates who did not pass special administrative exam to take
public exam organi zed by the Section for Appointments (which entailsformulation of contents
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of test papersfor public exam, grading test papers, publication of results and sending the
information on examination results, i.e., issuing certificates for candidates who passed the
public exam);

- shall inform in writing candidates who did not meet conditions listed in the public
competition announcement and send back their documentation;

- shall invite in writing candidates who meet conditions required by the public competition
announcement to take the written part of special exam during which Section Officers, after
distributing seal ed questions, shall supervise the taking of the written examination, then make
copies of the candidates' test papers and distribute themto Selection Commission members
for evaluation (grading);

- Officersof the Section of Appointments, after receiving grades assigned to test papersby the
Selection Commission, make the final table of grades for the written examination for all

candidates, based on which successful candidates shall be invited to attend an interview;

- after interviews are conducted Section officials shall generate final table with grades
composed of grades received for written and oral examination, and submit the list of
successful candidates to the institution on behal f of which public competition was conducted,;

- All candidates shall be informed in writing about results achieved on the special exam.

E) Appointment of civil servants— status- Decisions issued

Pursuant to the Civil Service Law, following dl public competition procedures
conducted (Item D) the Section issued Decisons on Appointment of civil servants
from the lig of successful candidates, i.e, the opinion (short ligt) of managerid civil
sarvants was submitted to the inditution competent for appointment. Apart from that,
gopointments of civil servants have dso been made based on externd transfer and
interna competition.

1. Minigry for Trangport and Communication
- Secretary of the Minigtry — 1 post

2. Ministry of Finance and Treasury of BiH
- Secretary of the Minigtry — 1 post
- Assgant Minister — 3 posts
- Section head — 3 posts
- Specid Adviser — 1 post
- Senior Specid Assstant — 5 posts
- Specid Assgant — 3 posts
3. Ministry of Foreign Trade and Economic Relations of BiH
- Secretary of the Ministry — 1 post
- Senior Specid Assgtant — 3 posts
- Specid Assgtant — 1 post

4. Ministry of Justice of BiH
- Secretary of the Ministry — 1 post

5. Minigtry of Civil Affairsof BiH
- Secretary of the Minigtry — 1 post
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6. Ministry of Foreign Affairs of BiH
- Secretary of the Minigtry — 1 post
- Section Head (Minigter-Adviser) — 1 post
- Specid Adviser — 1 post

7. Ministry of Security of BiH
- Secretary of the Ministry — 1 post
- Section Head — 2 posts

8. Secretariat of the BiH Parliamentary Assembly
- Secretary of the Commission in the Parliamentary Assembly — 2 posts
- Senior Specid Assstant — 1 post
- Specid Assgant — 3 posts

9. Council of Ministers of BiH
- Secretary Generd — 1 post

10. Directorate for European I ntegration of the Council of Minister s of BiH
- Director — 1 post

11. Director ate of Civil Aviation of BiH
- Director General — 1 post
- Deputy Director Generd — 2 posts

12. De-mining Center of BiH
- Assigant Director — 1 post
- Senior Specid Assgtant — 2 posts
- Specid Assgant — 2 posts

13. Agency for Information and Protection of BiH
- Specid Assgtant — 1 post

14. Agency for Statistics of BiH
- Director — 1 post
- Deputy Director — 1 post

15. Veterinary Office of BiH
- Director — 1 post
- Deputy Director — 1 post
- Secretary — 1 post
- Section Head — 1 post
- Specid Adviser — 3 posts

16. Agency for Promotion of Foreign | nvestment in BiH
- Deputy Director — 1 post
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- Assgant Director — 1 post
- Specid Adviser — 1 post
- Specid Assgant — 2 posts

17. Ingtitute for Standards, M easuring and I ntellectual Property
- Specid Assgant — 1 post

NOTE: CSA provided professona and adminisrative assstance in conducting the
competition, i.e,, testing for persons not having acivil service satusto the following:

»  Officefor Auditing Financial Activities of the BiH Ingtitutions
- Senior Auditor — 1 post
- Auditor — 2 posts
- Assigant Auditor — 1 post

F) Establishment of priorities

The CSA is oonducting a procedure of filling in avil service vacancies
(appointments) upon the request put by inditutions according to the dates of receipt of
request from inditution. Exceptiondly, in case of emergency, if requested by the
inditution, the Council of Minigers of BiH, or the BiH Presdency, the Agency can
ignore the timeline of the request submisson and process the request of individua
inditutions.

G) Assessment of incoming requestsin the future

The CSA is not a dl able to give an edimae of number of requests for
gopointments which inditutions may submit to the Agency in the future, having in
mind the fact that the large number of new ingitutions are being crested and we
dill do not know anything about ther required civil servant cepecities, and the
filling in of the podts in the exiging inditutions depend on the job requirements as
wel|l as on the available funds in the budget dlocated to these indtitutions.

Overview of the inditutions in which the review procedure is completed with
Sructura data:

1. AGENCY FOR STATISTICSOF BIH
- The review enveloped — 09 (@l civil servants have previously been employed in accordance with

the law)

- Specid Adviser — 03
- Senior Specid Assgtant 05
- Specid Assgtant 01
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TOTAL: 09

2. MINISTRY OF FOREIGN TRADE AND ECONOMIC RELATIONS

a. the review enveoped 56 people (in the meantime employment
terminated for 3 persons, and after the completion of the review
process 1 person was employed as full time employee)

b. civil servants approved by the review - 50

c. not gpproved by the review — terminaion of employment - 06
d. avil savice pogtsin the Ministry:

Secretary of the Ministry 01

Assgant Minigter 04

Heed of Internd Org. Unit 20

Specid Adviser 23

Senior Specid Assgtant 06

Specid Assgtant 02

TOTAL: 56

3. MINISTRY FOR HUMAN RIGHTS AND REFUGEES

a. thereview enveloped 39 people
b. civil servants gpproved by the review 32
C. not gpproved by the review — termination of employment 07
d. avil savice pogsin the Minidry:
Secretary of the Ministry 01
Secretary with Specid Assgnment 01
Assgant Minigter 04
Head of Interna Org. Unit 12
Specid Adviser 09
Senior Specid Assgtant 10
Specid Assgtant 02
TOTAL.: 39
4. LEGAL SERVICE OF THE COUNCIL OF MINISTERS
a thereview enveloped 4 people
b. civil servants gpproved by the review 3
C. not gpproved by the review — termingtion of employment 1
d. cvil sarvice postsin the Service:
Secretary of the Service 1
Specid Adviser 3
TOTAL.: 4
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DIRECTORATE FOR EUROPEAN INTEGRATION
e. thereview enveloped 34 people (plus 2 advisers of the Director)

f.  civil servants approved by the review 30

g. not approved by the review — termination of employment 04

h. civil sarvice postsin the Directorate:
Secretary with Specid Assgnment — Director 01
Assgtant Director 01
Heed of Interna Org. Unit 11
Specid Adviser 08
Senior Specid Assigtant 09
Specid Assgtant 04
TOTAL: 34

5. SECRETARIAT OF THE PERMANENT ELECTION COMMISSION

a. thereview enveloped 2 persons
b. civil servants gpproved by the review 02
C. not gpproved by the review -
d. cvil sarvice podts.
Legd Adviser 02
TOTAL: 02

6. MINISTRY OF FOREIGN AFFAIRS

The review process enveloped 315 persons, however, the find review report
for this Ministry was not completed because a few days ago the Decison on
Exemption from Reevant Provisons of the Civil Service Law in the BiH
Indtitutions was adopted. Namey, the mentioned Decison formulated that
goart from titles formulated by the Law, there should be other titles assgned to
cvil servants pursuant to Vienna Conventions from 1961 and 1963 (for
example ambassador, ambassador «at large», Executive Officid «ad interim»,
Minister Adviser, Adviser, | Secretary, Il Secretary, |l Secretary, attaché).
Same titles have dready been formulated by the Rulebook on Internd
Organization of the mentioned Minidry.

7. MINISTRY OF FINANCES AND TREASURY
a thereview enveloped 38 people

b. civil servants gpproved by the review 30
C. not gpproved by the review — termination of employment 08
d. dvil service pogtsin the Minidry:

Secretary 01

Assigant Minigter 06

Head of Internal Org. Unit 10

Specid Adviser 05
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Senior Specid Adviser 13
Specid Assgtant 03
TOTAL: 38

8. ASSISTANT MINISTERS—which are not part of the above Ministries

9. SECRETARIAT OF THE BIH PRESIDENCY

Secretariat of the BiH Presdency assigned posts as follows:

Secretary with Specid Assgnment 01
Secretary 02
Head of Internd Org. Unit 04
Senior Specid Assgtant 02
Specid Assgtant 12
TOTAL: 21

NOTE: thefina review report isin preparation

1) According to the Work plan of the CSA for 2004 (which we aready
deivered), we expect that the Review will be findized by the end of June
2004 having in mind the extent of work, method of work (mentioned below)
and the capacity of the Agency. Namely, the Agency can only assign two of its
people to perform the Review process activities.

2) Following the Review in the Inditutions the Agency is drafting and
submitting to the inditutions the First Draft of the review report, on which the
inditution (in consultation with a cvil sarvant) will submit suggestions and
opinion to the Agency with regard to the review report. After suggestions are
reviewed, dthough such procedure is not regulated by law, the Agency
introduced a practice to organize joint discussons between civil servants and
representatives of the inditution who are disstidfied with the review report,
but dso if s0 requested individudly with civil sarvants for darification of
datements formulated by the Review. Then, the fina text of the Report on the
Review procedure is made and submitted to the inditution, and the relevant
Decison is ddivered to a civil servant for which it was identified that he/she
were not employed in accordance with the law, while others receive an act
confirming that they passed the Review procedure.

3) Pursuant to Article 63 of the CSL, civil servants have a right to file an apped
with the Civil Service Apped Committee (Separate inditution independent
from the Agency) for each find decidon issued by any inditution of Bosiia
and Herzegoving, as wel as for any Decison of the Agency aisng from the
Review.
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4) Pursuant to Article 64, Para 2 of the same Law the Decison on Termination
of Employment (issued upon the Review) shdl come into force after the full
completion of the public competition procedure being announced for the post
of a civil servant who did not pass the Review. Pursuant to Para. 3 the work
experience of the public competition candidate who previoudy filled in the
post for which the public competition was announced, can be taken into
congderation in the ocourse of the public competition process.
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Appendix B

List of Documents Reviewed

Bosnia Civil Service Review
Project No. 4801-006-S1-44-00
2 — 21 March, 2004

NB: The documents listed below were read/studied as background materidsthe
Review Team. However since many of the documents are undated, untitled and at
times internal working documents or drafts, the citations listed are not in sandard
form.

Law on Civil Sarvicein the Indtitutions of Bosnia and Herzegovina

HR Decison Imposing the Law on Civil Servicein the Inditutions of Bosniaand
Herzegovina.

Law on the Council of Ministers of Bosnia and Herzegovina, 2 December, 2002.

Public Management Profiles of Western Bakan, Bosnia and Herzegovina— State
Leve Only, Second Draft.

Government Structure of Bosnia and Herzegovina, Update September, 2003.

Written responses/documentation related to Study Team investigation and requests,
Jakob Finci. Head of the Civil Service Agency.

16 Tenets of Participatory Action Research.

Working Document, Follow-up to the Feasbility Study for Bosnia and Herzegovina,
Indicator and Monitoring Table, Draft (16 Priority Actions).

Report from the Commission to the Council (on the preparedness of Bosniaand
Herzegovinato negotiate a Stabilisation and Association Agreement with the
European Union) Commission of the European Communities, Brussdls, 18.11.2003,
COM(2003) 692 findl.

Ligting of Laws of Bosnia and Herzegovina, Office of the High Representative .

Report on Work of the Department for Appointments for 2003, Civil Service Agency,
Sargevo, January, 2004.

2003 Activity Report, Training Unit, Civil Service Agency, Sargevo, January 2004.
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Training Needs of Employees of BH State Inditutions in 2004, Training Unit, Civil
Service Agency.

Workplan for 2004, Training Department, Civil Service Agency.

Technicad assstance for the establishment of the FBiH Civil Service Agency, United
Nations Development Program.

Making Federdism Work — A Radica Proposal for Practica Reform, European
Stability Initiative, 8 January, 2004.

Trandaing Reform Plansinto Training Priorities, Civil Service Agency in BiH
Government Inditutions.

Opinion onthe Question put by Delegate, Ms. JdinaBurkovic, in the House of
Representatives of the Parliamentary Assembly of BiH Secretary, Enisa Hadzovic

Training Needs Analysis Report, European Union Support to the Common
Ingtitutions of the state of Bosnia and Herzegovina. STE Mr Graham Saunders, May
2002.

Federation of Bosnia Hercegovina Political Parties— In brief

Political Parties and Coalitionsin Republika Srpska, February 2003
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Appendix C

List of Interviewees & Distribution List
Bosnia Civil Service Review

Project No. 4801-006-S1-44-00

2 —21 March, 2004

Werner Wnendt

Ambassador

Senior Deputy High Representative
Office of the High Representative

Dr. Bianca Schonber ger
Public Administration Expert
Office of the High Representative

Denisa Sarajlic-Maglic
Political Officer
Office of the High Representative

Marsaili Fraser
Office of the High Representative

Consuelo Nararro
Lega Officer
Office of the High Representative

Jusuf Halilagic
Secretary
Ministry of Justice

Nikola Sego

Secretary

Ministry for Transportation and
Communication

Hamdo Tinjak

Secretary of the Ministry

Ministry of Foreign Trade and Economic
Relations

Faud Sabeta
Secretary
Ministry of Foreign Affairs

Bakir Dautbasic
Secretary General
Ministry of Security

EmericaBlumal
71000 Sargjevo
Bosnia and Herzegovina

EmericaBlumal
71000 Sargjevo
Bosnia and Herzegovina

EmericaBlumal
71000 Sargjevo
Bosnia and Herzegovina

EmericaBlumal
71000 Sargjevo
Bosnia and Herzegovina

EmericaBlumal
71000 Sargjevo
Bosnia and Herzegovina

Musala9
71 000 Sargjevo

Musala 2
Sargjevo
Bosnia and Herzegovina

Sargjevo
TrgBiHN® 1
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Phone: 387 33 283 506
Fax: 387 33283916
e-mail: werner.wnendt@ohr.int

Phone: 387 33 283 548
Fax: 387 33283 916
Mobile: 387 61 223 688
e-mal: bianca.schoenberger @ohr.int

Phone: 387 33 283 800
Fax: 387 33283 970
Mobile: 061 484 769
e-mail: denisa.sarajlicmaglic@ohr.int

Phone: 387 33 283 892
Fax: 387 33 283501
e-mail:
consuelonavarro.susino@ohr.int

Phone: 387 3320 81 00
Fax: 38733208102
e-mall: tinjakh@bih.net.ba

Phone: 387 33 281 103
Fax: 33 281-303
e-mail: Fauad.Sabeta@mvp.qgov.ba

Phone/Fax: 387 33 213 692
Mobile: 387 61 186 022
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Dragomir Kovac

Secretary of the Ministry
Council of Ministers

Ministry for Human Rights and
Refugees

Biljana Dakic-Durovic

Secretary

Concil of Ministers

Ministry of Finance and Treasury

EnisaHadzovic
Secretary of Legal Service
Council of Ministers

Sasa L eskovac

Coordinator for Public Administration
Reform

Ministry of Justice

Tarik Dodic

Head of Staff

Council of Ministers
Office of the Chairman

Orhan Pasalic
Advisor

Council of Ministers
Office of the Chairman

Howard J. Sumka, Ph.D.

Mission Director

U.S. Agency for International
Development

Mission to Bosnia and Herzegovina

Michael Henning

Director

Democracy Office

U.S. Agency for International
Development

Mission to Bosnia and Herzegovina

Marc Ellingstad

Democracy Advisor

U.S. Agency for International
Development

Mission to Bosnia and Herzegovina

Jakob Finci
Head of the Agency
Civil Service Agency

Sargjevo
Trg Bosne | Hercegovine 1

Sarajevo
Trg Bosne | Hercegovine 1

Sargjevo, Trg BiH 1

ObalaKulinabanal
71000 Sargjevo, BiH

Trg Bosne | Hercegovine 1
Sargjevo

Trg Bosne | Hercegovine 1
Sargjevo

Hamdije Cemerlica 39
710000 Sargjevo
Bosnia and Herzegovina

Hamdije Cemerlica39
710000 Sargjevo
Bosnia and Herzegovina

Hamdije Cemerlica 39
710000 Sargjevo
Bosnia and Herzegovina

Trg Bosnei Hercegovine 1
71000 Sargjevo
Bosnia and Herzegovina
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Phone: 387 33 206 274
Fax: 387 33221 290
Mobile: 061 107 424

Phone: 387 33 205 346
e-mall: bdjurovic@trezorbih.gov.ba

Phone: 387 33 442 332
Fax: 387 33220 944

Phone/Fax: 033 222 454
Mobile: 061 486 003
e-mail: parkoord@bih.net.ba

Phone: 387 33 269 570
Fax: 387 33211 464
e-mall: tdjodic@smartnet.ba

Phone: 387 33 269 570
Fax; 387 33211 464
e-mall: opasalic@smartnet.ba

Phone: 387 33619 211
Fax: 387 33611 973
Mobile: 387 61 190 139
e-mail: hsumka@usaid.gov

Phone; 387 336192 11
Fax: 38733611973
Mobile: 387 61 10 75 09
e-mail: mhenning@usaid.gov

Phone: 387 3361 92 11
Fax: 38733611973
Mobile: 387 61 22 34 48

e-mall: mellingstad@usaid.gov

Phone: 387 33 233 498
Fax: 387 33268 312
Mobile: 387 61 107 602
e-mall: jakob.finci @ads.qov.ba
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Kemal Bajramovic

Senior Specialist
Information Technology Unit
Civil Service Agency

Zlatko Aksamija
Head of Unit

Lega Unit

Civil Service Agency

Hazim Kazic
Head of Unit
Training Unit
Civil Service Agency

Neven Aksamija
Head of Unit
Appointment Unit
Civil Service Agency

Alan Johnston

CSTC Programme Manager
United Nations Development
Programme

Elzemina Bojicic

CSTC Programme Manager
United Nations Development
Programme

Gianni LaFerrara

Team Leader

System Review of Public Administration
Institutionsin Bosnia and Herzegovina
UNITEC

AvisBenes

Deputy Team L eader

System Review of Public Administration
Institutionsin Bosnia and Herzegovina
UNITEC

Damir Ahmetovic

Coordinator of the Human Resources
Review Team

System Review of Public Administration
Institutionsin Bosnia and Herzegovina
UNITEC

ChrisCardy

Head of International Development
Improvement and Development Agency
for local government

Trg Bosnei Hercegovine 1
71000 Sargjevo
Bosnia and Herzegovina

Trg Bosnei Hercegovine 1
71000 Sargjevo
Bosnia and Herzegovina

Trg Bosnei Hercegovine 1
71000 Sargjevo
Bosnia and Herzegovina

Trg Bosnei Hercegovine 1
71000 Sargjevo
Bosnia and Herzegovina

48 MarsalaTita
Sargjevo
Bosnia and Herzegovina

48 MarsalaTita
Sargjevo
Bosnia and Herzegovina

FraAndelaZvizdovica 1
B tower, 15" floor

71000 Sargjevo

Bosnia and Herzegovina

FraAndelaZvizdovical
B tower, 15" floor

71000 Sargjevo

Bosnia and Herzegovina

FraAndelaZvizdovica 1
B tower, 15" floor

71000 Sargevo

Bosnia and Herzegovina

Layden House
76-86 Turnmill Street
London ECIM 5L.G
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e-mail:

e-mall:

e-mall

e-mail:

e-mall:

e-mail:

e-mall:

e-mail:

e-mall

e-mail:

Phone: 387 33 284 707
Fax: 387 33 268 312
Mobile: 387 61 869 242
kemal .bajramovic@ads.gov.ba

Phone: 387 33 285 705

Fax: 387 33 268 312

Mobile: 387 61 202 551
Zlatko.aksamija@ads.gov.ba

Phone: 387 33 285 706
Fax: 387 33 268 312

: hazim.kazic@ads.gov.ba

Phone: 387 33 285 706
Fax: 387 33 268 312
neven.aksamija@ads.gov.ba

Phone: 387 33 276 826
Fax: 387 33 665 681
ajohnston@undp.ba

Phone: 387 33 276 826
Fax: 387 33 665 681
sbojicica@undp.ba

Phone: 387 33 295 259

Fax: 387 33295 262

Mobile: 387 61 225 994
gianni.spju@epn.ba

Phone: 387 33 295 259
Fax: 387 33 295 262
Mobile: 387 61 327 157

avis.spju@epn.ba

Phone: 387 33 295 259
Fax: 387 33 295 262
Mobile: 387 61 780 622

: damir.spju@epn.ba

Phone: 44 0 207 296 6746

Fax: 44 0 1582 626422

Mobile: 44 7774 268 939
101714.465@compuserve.com
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Kate Fearon
Director of Political Party Program in the
Federation of Bosniaand Herzegovina

Peter Nicholl
Governor
Central Bank of Bosniaand Herzegovina

Dobrila Govedarica
Executive Director
Open Society Fund

Vedran Hadzovic

Secretary General

Parliamentary Assembly of Bosniaand
Herzegovina Secretariat

AlexisHupin

Task Manager (Coordinator)

Delegation of the European Conmission
to Bosniaand Herzegovina

Ivan Cosic

Secretary General
Council of Ministers
General Secretariat
Bosnia and Herzegovina

Ted Tanoue
POL Chief
US Embassy

John Drewienkiewicz

Major General CB CMG MA
Director Department of Security
Cooperation

Military Advisor to the HR

Hans Odenthal

Colonel

Chief of Defense Reforms Section
Department of Security Co-operation

Mjedenica 52
Sargjevo
Bosnia and Herzegovina

25 Marsal Tito str.
71000 Sargjevo
Bosnia and Herzegovina

M. Tita19/11
71000 Sargjevo
Bosnia and Herzegovina

TrgBiH 1
71000 Sargjevo

Union Bank Building
Dubrovacka 6
Sargjevo, BiH

TrgBiH 1
Sargjevo
Bosniaand Herzegovina

FraAndelaZvizdovica l
71000 Sargjevo
Bosnia and Herzegovina

FraAndelaZvizdovica 1
71000 Sargjevo
Bosniaand Herzegovina
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Phone: 387 33 214 664
Fax: 387 33267 711
Mobile: 387 61 191 787
e-mall: kate@ndi.ba

Phone: 387 33 664 548
(533614)
Phone/Fax: 387 33 201 517
e-mail: pnicholl @cbbh.ba

Phone: 387 33 472 580
(444 488)
e-mail: dobrila@soros.org.ba

Phone: 387332844 10
Fax: 387 3328 44 56
e-mall: vedran.hadzovic@pshig.org

Phone: 387 33 666 044, ext: 219
Fax: 387 33 666 037
e-mail: alexis.hupin@cdc.eu.int

Phone: 387 33 664 716
Fax: 387 33211 658
Mobile: 387 33 331 110

Phone: 387 33 752 348
Fax: 387 33 752 354
Mobile: 387 61 139 670
e-mail: johnd@oscebih.org

Phone: 387 33 752 221
Fax: 387 33752 34
Mobile: 387 61 165 035
e-mall: hanso@oscebih.org
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Ministry Vacancy Vacancy Vacancy
Identifies Statement Statement Statement
é\lnf S?OLC;L Prepared by Reviewed Translated
Ministry by Into Three
Internal Languages
Process of
Ministries

Vacancy Applicants
Announced May Submit Vacancy Vacancy
CSA Web Site (ﬁggé%al;:?;d Submitted Submitted
1,400 Documents) CSA Sends CSA Sends
E-newsletters o to Three to Official
Sent CSA Maintains Newspapers Gazette
Applicant Files
— -/
Ministry
Must Pay
Gazette &
Newspapers
Before
Publication

Application Applicants General
Vacancy Deadline Notified of Exam
Published In Responses General Administered
Official Must be Post Exam Notification of
Gazette & Marked Notification Pass/Fail
Newspapers Within 30 days Made by Mail Made (30min)
of Publication )
Special Oral Candidates
Exam Exam Scored and
Administered Administered Reported to
Commission Commission Ministry Appointment
Designs and Designs and Made
Scores Scores
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Appendix E

TRAINING NEEDS ANALYSIS REPORT

N.B. Thisreport isincluded as an excellent example of a comprehensive gpproach to
training for gopplication in Bosnia and Herzegovina

EUROPEAN UNION SUPPORT TO THE COMMON
INSTITUTIONS OF THE STATE OF BOSNIA AND
HERZEGOVINA

COMPONENT IlI: CIVIL SERVICE DEVELOPMENT

Identification of Training needs of daff in the State inditutions where Internationd
Donor assstance is required to support ingtitutiona capacity development:

The Presidency

The Parliamentary Assembly

The Council of Minigers

The Minigry of Foreign Affairs

The Minigtry of Treasury

The Minigry of Foreign Trade and Economic Relations
The Minigtry of European Integration

The Minigry of Civil Affairs and Communication

The Minigtry of Human Rights and Refugees

The State Audit Office

Author: STE Mr Graham Saunders

May 2002
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Proposed I nterventions- Generic Training and capacity development areas
identified

Visorn/Misson Workshop

Leader/Manager Skills

Appraisa/Evaudion Skills

Problem Solving Skills and Decison Making Skills

Assartiveness Training

Time Management.

Teamwork Skills

Medtings Skills

Communications Skills

10. Fighting Corruption

11. Stress Management

12. Conflict Management

13. Presentation Skills

14. Qudity Management

15. Negotiation Skills

16. Document/Report Writing

17. Project Management

18. Human Resource Management

19. Interviewing kills

20. Operationd and Strategic Planning and Budget Management Skills

21. Public Archives-Document management and adminigtration

22. Ethics and Professional Code of Conduct

23. Equa Opportunities and Human Rights in Providing Public Services

24. Management of Change in the Public Service

25. Public Relations— Communication with the Public and the Media

26. European Integration —Accession - Copenhagen Criteria for the adoption of the
acquis

27. Public Adminigtration and Good Governance

28. Induction Training

WCoOoNOUR~WNEF

Vison/Misson Workshop:

Probably the single most important ingredient for the success of any organization is a
complete understanding by every member of its long-term goals and drategies. The
misson emerges from the vison, which is based on the drategic thinking undertaken
by the politicd leaders and generates the various goas and objectives of each of the
BiH Inditutions. An understanding of the current and future organization misson and
the reslting misson daement is vitd to the ongoing effectiveness of the
organizetion. When there is cdear underdanding of the various elements of the
misson it generdly follows that problems like dress conflict, low morde,
uncertainty, poor decison making etc are greetly reduced in number and intengty.

A condderable amount of drategic thinking has been undertaken during the recert
past, and this is reflected in, amongst other things, the Work Program of the Council
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of Minigers of Bosnia and Herzegovina for 2002. Mogt of the Inditutions are in a
period of change and these changes will have an impact on ther misson. It is
suggested that dl Civil Servants attend a workshop on this subject so that they come
to undesand the cascading effect of the vidon, misson and gods of ther
organization. In the larger Inditutions it may be necessry for the senior people to
attend a first workshop. These senior attendees could then prepare a misson statement
to communicate to their people.

It is recommended that this workshop encourages discussion of the misson and that a
half-day is needed for each participating group.

L eader/M anager SKills:

This training is concerned with the skills that need to be acquired by anyone who is in
a postion where they manage people, or likdy to be in the future. The combination of
being a leader as well as a manager is very important in modern society. Leaders have
ceatan sills, which cause others to follow them without question even though they
may have very few management skills. Managers on the other hand may be very good
a managing logidics, money, equipment, manufacturing processes etc but may need
to improve ther people leadership skills The combined tdent of being a
leader/manager is what is required today. The intention in this training program is to
identify the skills required by modem managers and discuss action plans as to how
participants can develop into the leader/manager mode.

The Law on the Civil Service has implicit and explicit implications for the role of the
manager in the BiH inditutions of the future This program will review these
implications and, in particular, review the role of the manager as teacher, coach,
mentor and a skilled provider of feedback to improve performance and overcome
defenses.

This traning program should a four-hour event in an informa setting designed to
maximize the interaction of participants.

Appraisal/Evaluation SKills:

Article 30 of the Law on the Civil Service covers performance evauation. The
implications of this law for performance evauaion and gppraisd ae discussed in
Section 3 of this Report. The Civil Service Agency will need to cecide how the law is
interpreted and therefore the form that the gppraisd/evauation sysem will teke, and
what supporting documentation will be needed. The decisons made by the Agency
will have an impact on management actions. Whatever the Agency decide managers
will then need to be trained in order to ensure that they have the understanding and
skills needed to manage the process and to interview their gaff. The content of the
traning cannot be defined until the Agency has developed its policy, but “leading
practice’ suggests that the gods of the gppraisa (evauation) system should be;

o Communicating avison of the organisation’s objectivesto al employees

0 Setting departmentd and individua performance targets

o Conducting aformal review of progress towards these targets

o ldentifying and solving problems that are inhibiting progress
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o Identifying training and development needs,
The gppraisal system is a powerful management tool. Not just managers who appraise
their saff a the end of each year can use it, but aso, and perhgps more importantly, it
can be used by each staff member to sat their own gods and appraise themselves on
an ongoing basis throughout the year. It is suggested that al appraisng managers
atend a training sesson on this subject. During this sesson participants will learn
about effective interviewing techniques and come to understand how to use the
sysem, how to set agreed gods, and how to assess ther own work and that of
subordinates.
Participants will be provided with the supporting documentation necessary.
The time needed to train managers will depend upon the system that is adopted. If the
system concentrates on evauation, then the program can be conducted over a four-
hour sesson. If an interactive process that is dependent on management interviewing
killsis preferred then alonger training program will be needed.
It is aso recommended that staff that are appraised attend a two-hour briefing sesson.
When sourcing a trainer for this course emphasis should be placed on the trainers
knowledge of the gppraisd system aswell asthe sKills required.

Problem Solving and Decison Making Techniques:

As these two ills are s0 closdly linked in their day-to- day agpplication it is suggested
that the skills required are taught at the same time.

Problem Solving Techniques: Problem Solving generally condsts of three stages,

l.e. identifying the problem, andyzing the cause of the problem and ariving a the
solution to the problem.

Decision Making Techniques: One of the hardest skills for anyone to practice is the
skill of meking decisons yet this should be pat of everyday life in everyones
work/career  gtudtion. Sometimes due to the environment, culture, historica
background etc it may be difficult for some people to make decisons. There is a
thought process that can be learned which helps an individud or a team to make
decigons in a disciplined and timey manner. It should be remembered that it is not
only managers that make decisons. Everyone makes many decisons each day
without redizing it and every decison has a consequence. It is important that
everyone undergands the dements involved in decison meking and gppreciate the
difficulties involved in the decison making process. Paticipants will be provided
with physcd tools (methodology flowcharts) that will help them make decisons in
the future. The techniques and methods learned will help the participants overcome
problems a work and aso outside of work

Leaning the skills of Problem Solving and Decison-Making provides an effective
foundation for deveoping further leadership <Kills including assartiveness and
confidence to actualy make decisons.

A totd of sx hours is required for both topics for an interactive workshop type
course.
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Assertiveness Skills:

This is a mgor problem area for people, particularly in times of dramatic change, and
a il that is vitd for people to obtain if they are to compete as equas with others.
This is particularly important for members of inditutions who ae deding with
uncertainty, conflict, and a wide vaiety of people and organizations.  The
Assrtiveness training program will outline the differences between aggressveness,
assertiveness and nonrassertiveness and will dlow participants to understand how to
recognize and categorize their own behavior and that of others. In addition it will help
participants to handle dtuations where difficult or bad behavior is practiced. This
program can be conducted in a two-hour sesson.

Time Management:

This is a worldwide problem, which causes severe sress and disruption to working
patterns, work output and persona life. It is not an easy problem to overcome but with
some discipline it can be a least dleviated. People who practice time management
techniques generdly find that ther work output enhanced with less effort. The idea
behind time management is not that you have to work harder but that you have to
work smarter. In other words you should be able to do your work in less hours each
day leaving more time for other interests and ensuring an dtogether less dressful life.
The Time Management program will help paticipants identify the things that are
currently wadting ther time. It will dso provide them with knowledge on how to
better plan ther time and avoid wading any. It will give paticipants some work
charts to use, which will provide a disciplined methodology for them to follow. This
training is useful for al participants no metter what their position in any organization.

This program can be conducted in afour-hour sesson.

Teamwork:

Any task, which requires more than one person to cary it out, requires teamwork.
This is closdly related to co-ordination of work-related activities with departments and
other inditutions. In virtudly dl activities in modem work practices teamwork is a
definite requirement. A lot of time and effort is being spent by organizetions world-
wide trying to get their people to understand the eements of teamwork and to practice
the at. The program should highlight the dements of teamwork using questionnaires
and an exercise. The different roles required to make an effective team should dso be
described to highlight the advantages and principles of teamwork.

This program can be conducted in a three-hour session.

M eetings Skills:

Almogt dl cvil servants participants participate in some meetings and some cvil
servants participate in many and will continue to do so. It is therefore important that
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dl employees ae cgpable of fully paticipaing a dl medings in a vaiety of
capacities. It isimportant that everyone understands how to:

Pan and organize meetings

Conduct/chair meetings

Record the proceedings of mesetings

Participate at meetings

Produce Minutes of Meetings with actions agreed

o Follow up to ensure that agreed actions are implemented

This program can be conducted over a four-hour period and should take the form of

an interactive group discussng the stages of a meeting and the various dements
involved. Participants should dso be provided with work charts and check ligts which

will help them to organize/participate in mestings.

0OO0DO0OOD0OD

Communications:

Internal communications has been identified as a serious skill deficiency by a number
of contributors to this traning needs andyss and many beieve tha this is a
deficiency that should be addressed as a matter of urgency. It is closdy linked with
every aspect of dally work and if the internd communications eement is rated poorly
it adversdy impacts on the output of each member of the group and the organization
in generd. This program can be conducted in many ways but it is recommended that
an interactive training sesson be organized over a three-hour period which will
address dl the modern methods of communications, compare them with current BiH
practices and identify how improvements can be made.

Fighting Corruption:

The role of the Stae in providing a qudity, corruption free public service to its
citizens was emphasized by a number of managers. This program would discuss and
review the principles of sarvice provisons, service qudity, impact of individua
vaues and systems, factors for corruption, factors for reform, corruption models. The
program would highlight systems, which could be incorporaied into organizationa
procedures to regtrict and limit corrupt practices from taking place.

A two-hour seminar is recommended.

Stress M anagement:

With the heavy workload suffered by everyone in modem society in addition to a
rgpidly changing culture, condantly changing environment and imposed deadlines it
is naturd for dress levels to be high among members of any group. It is unlikely that
pressures will be dleviated in the foreseegble future in the BiH environment, 0
therefore action should be taken to reduce the gtress levels among groups and within
individuds.
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A dress management course will examine the causes of dress creste an
understanding of the effects of dress and provide solutions about how to combat
dress. A persond action plan can then be created for each participant, which will help
him or her to handle their individua stress problems.

This course can be conducted over atwo-hour period.

Conflict Management:

A number of managers identified problems with managing relaions with groups both
within and outsde ther own Inditution. Some conflicts ae inevitable, but
confronting issues and problems in an effective way can lead to improvements in any
organization's overd|l effectiveness. Building rdationships between groups requires
an “organization development” rather than an individud perspective. Nevertheless,
developing individuad knowledge and skills in the causes of conflicts and disputes and
in the methods to be used in managing conflict can make a contribution.

This course can be conducted over atwo-hour period.

Presentation Skills:

A difficult task for many people is to sand up in front of an audience and give a talk,
even on a subject that they like and know a lot about. However this task is one that is
facing dmost everyone in the modern working environment and is closdy linked with
the characteristics of confidence, assertiveness, stress ec.

Members of inditutions involved in public adminigration will aways need the ability
to make good presentations. Therefore it is suggested that a presentation skills course
which should be very interactive in character, and should include the use of Video
equipment (for reference and action replay). It will dso involve identification of the
components of a good presentation, Structuring a presentation and physicdly giving a
short presentation.

This traning can dso give paticipant's confidence in matters of protocol in relation
to PA.

A checklig on how to prepare and conduct presentations including the use of visud
ads can be supplied to participants for future use.

The program can be conducted in two sessions of three hours.

Quality Management:

A number of managers inteviewed for this traning needs andyds identified the
potentid improvements in overdl performance that could be achieved by improving
the qudity of individuad peformance In many ways dl the traning activities
proposed in this report ae desgned to improve the qudity of individud performance
through  building  skills  knowledge, commitment,  flexibility,  co-operation,
responsveness, and enthusasm. Qudity is an atitude of mind. This program qudity
attitudes and behaviors and examines how qudity systems (e.g. 1SO9000) that can be
used to support and develop the quality values.

This course can be conducted over atwo-hour period.

Appendix E - Review of Implementation of Law on Civil Service
Management Systems I nternational
USAID/Sargjevo, March 2004 Page 7



Negotiation Skills:

This is another <kill that is useful for civil servants who ded with many different
people and different cultures and especidly in the internationd context. Senior
managers and other individuals who are involved in negotiations could benefit from
the program. It will involve a review of the negotiation process, highlighting the
pitfdls associaed with negotiations and the methodology of good negotiating. It will
involve interactive learning and case dudies.

A four-hour program is recommended

Document/Report Writing:

Civil sarvants are required to produce a wide variety of documents and reports. This
results from the nature of their work and they therefore need to be assisted to upgrade
their practical skillsregularly. The course could be in two stages as follows:

Stage 1 will consgt of participants learning the basics of document and report writing
during a two-hour interactive sesson. In this stage participants will be asked to begin
constructing a document or report on any aspect of work/non-work that they wish.

Stage 2 (one week later) will consst of a two hour sesson where participants will
produce the finished report and dlow participants to read and comment on each
other's reports.

Project Management:

Managing and teking part in project work gives employees an opportunity to accept
new chalenges and develop their skills and knowledge. It is important that everyone
involved in projects underdand the nature of procedures and activities, which
commence a the concept stage of any poject and finish after the find evauation, and
report, is completed. The project cycle may include designing the project, securing
funds, submitting a proposd, sdecting a team, dating the project, managing the
project, monitoring, evauating, reporting and closng down the project. Emphass
should also be placed on the actud managing of a project and participants should be
provided with literature, which they can use as a procedura tool for future project
cycle management.

It is suggested that a four-hour program be conducted where participants will learn to
understand the project cycle and how to manage it and how to work effectively within
aproject team.

Human Resour ce M anagement

The whole fidd of human recourse management is one of the key aress for dl line
mangers in organizations.  The management of human resources is today one of the
mogt important aress of managing inditutions and managing draméatic adjusment and
change in a number of countries. It involves the census of cvil servants in duty as
well as the implementation of new methods of public management. It must no longer
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limit itsdf to the every day running of personne, but from now on mugt forecast on

the evolution of daff their jobs, and their devdopment. The immediate issues are

certainly different from one country to another, but the common stakes are present

everywhere which include the following

a) the necessty to control public spending

b) to take account of the effects of technica progress and the search for new ways of
enhancing the vaue of civil servants and their motivation and devel opment

c) the essentid problem of the civil service are more those of rendering the system
dynamic and mobilizing civil servants than those of the classcd aspects of atus
and hierarchicd organizations, which mugt ultimaidy lead to providing an
improved service to the state

The recommended course program should be targeted at dl assgtant ministers and the

new secretary postions and daff from the new civil service agency and focus on the

following: management of human resources and sysems of organizations in the civil

savice, methods, techniques and tools a the disposd of managers of human

resources, management forecasting of saff and skills, in-house training developmernt,

contents and foundation of a professond and non partisan public adminigration

sysem, problems set by modernization within a context of economic development

and change

The course should 2 and a hdf days or 5 haf- day sessions

Interviewing skills

The skills required in interviewing are essentid if managers and senior daff in
organisdtions are to be involved in decisons reding to the recruitment of dteff, the
promotion of gaff and in daff evaluaions and gppraisds. It is essentid that managers
are fully equipped to ded effectively with interviews, in a fair, open, transparent and
professona manner, which is seen to be objective.  Given the responghilities in the
new Civil sarvice Act for daff appraisas, it is recommended that al managers
participate on this course program.

The course should be interactive and videos should be used for role- play and
feedback. One full day or 2 half- day sessions are recommended

Operational and Strategic Planning and budget management kills

The key attributes for any senior manager in the public service should include the
following:

Giving purpose and direction; Making apersona impact; Thinking drategicdly;

Getting the best from people, Learning and improving;, Focusng on ddivery and not
process

In order to ensure that these messages and skills are developed as pat of the
organizational management procedures, it is important that managers develop the
skills and tools to implement these concepts in a comprehensve framework of
management application tools, which can assist.
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Panning and budget management is a management tool, which can be used
effectivdly by managers to achieve these gods and improve ther management
effectivenessin their daily work.

It is recommended that al managers participate on a traning program, which will
enhance tharr skills and underganding in this area, in order to increase ther <kills in
drategic planning, and budget managemen. The course should be for one full day
or 2 haf-day sessons.

Public Archives- Document Management and Administration

Public archives, meaning the total amount of documents produced or received by
public adminigration ingdtitutions are of a mgor concern in many organisations and in
many country settings. This was clearly expressed as an issue by dl date inditution
daff who provided information feedback to this report.  The quantity of the
information, which has to be sored, is increesng and the nature is changing, which
leads to unprecedented problems regarding their keeping and storage, (in particular
concerning the archives produced by computers).

The archives is the proof of the action led by the public authorities and therefore they
conditute one of the bases of their democratic control, but aso a tool to make the
indtitutions invested of power aware of their respongbilities and findly a way to fight
agang corruption.

The am of the course in this topic would be to provide adminigrators in the
inditutions respongble for archive data and files with examples of best practice. This
can be demondrated with examples in this fidd from EU member dates, in legd
aspects, organisation, methods and professona standards and systems and to help
them think about how these could be trangposed to the locd dStuation in ther
inditutions.  The requirements under the laws which govern the freedom of
information has made this issue much more important for public indtitutions as access
to information has now become a right not a privilege for citizens of a democratic
state.

Ethicsand Professional Code of Conduct

The Law of Conflict of Interes in Governmentd Inditutions of Bosnia and
Herzegovina is due to be implemented in 2002  The law ams to enhance the
professona code of conduct of public officids to encourage transparency, objectivity
and impartidity in dl decison making. Ethics and professond codes of conduct in
the civil sarvice has become a very topicd debating subject in many countries and is
now regaded as the most important code to implement across government
indtitutions. This is regarded as important in order to change organisationd cultures
and to modernise and professonalise public administration systems and to protect the
citizen by trying to ensure corrupt free decison making in providing government
savices to the public and in the generd management of public officids and the
inditutions.

It is recommended that al assstant ministers and other senior decisonrmeakers in the
inditutions  attend this program. , The progran should am to focus on the
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development of drategies and procedures to ensure managers respect the code of
professona conduct in decison making processes. The course should be run for 1
full day or two hdf-day sessons.

Equal Opportunitiesand Human Rightsin Providing Public Services

Bosnia and Herzegovina is now a member of the Council of Europe, and with this
membership comes many obligations and respongbilities in the tretment of its
ctizens. One of the founding principles is that public authorities should drive for the
highet dandards of adminidration in their dedings with the citizen and ther deff.
With a view of achieving this am they should ensure tha citizens and daff are dedt
with properly, fary and impartidly.
Dedlng Properly with people means degling with them
promptly, and without undue delay
correctly, in accordance with the law and other rules governing their entitlements
sengtively, by having regard to their age, to ther cgpacity to understand often
complex rules, to any disability they may have and to their fedings privecy and
convenience
hepful, by samplifying procedures, forms and information on entittements and
services, maintaining proper records and providing clear and precise details on
time limits or conditions which might result in disqudification
responsibly, by not adopting an adversarid agpproach as a matter of course where
there may be fear of litigation

Dedlng Fairly with people means
tresting people in Smilar circumstances in like manner
accepting that rules and regulations, while important in ensuring fairness, should
not be goplied so rigidly or inflexibly asto create inequity
avoiding pendties which are out of proportion to what is necessaxry to ensure
compliance with rules
being prepared to review rules and procedures and change them if necessary
giving adequate notice before changing rules in a way which adversdy affects a
person’s entitlements
having an interna review sysem so that adverse decisons can be looked a again
and reviewed by someone not involved in the first decison
informing people how they can gpped, co-operating fully in any such goped and
being open to proposals for redress

Dedlng impartidly, with people means
meking decisons based on what is rdevant in the rules and ignoring whet is
irrdevant
avoiding bias because of a person’'s colour, sex, materia datus, ethnic
origin, culture, language, rdigion, sexua orientation, attitude, reputation or
because of who they are or who they know
ensuring, where a sarvice is based on a scheme of priorities, that the scheme
is open and trangparent
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being careful that one' s prgudices are not afactor in decison making
It is recommended that al civil servants should go on this course program. The
Human Rights Ombudsman of BIH, who is based in Sargevo, runs free courses
covering the above topics, and arrangements should be made for a series of seminars
to take place in the sate ingtitutions.
The course should befor 1 full day or 2 haf-day sessons

Management of changein the Public Service

The management of change has become an important skill which managers in the

public sector are having to embrace fully to deer ther departments and ingtitutions

through the organizationa processes of improving adminigration Standards especidly

in relation to the EU Integration process.  Organizations are congtantly changing due

to the new intenationd commitments and government respongbilities, which flow,

from these changes which have a dramatic impact on the inditutions adminisration

and gaff. The courseis recommended for dl senior managers of the Sate ingtitutions.

At the end of the course, the participants should have an awareness of;

a) The cvil service reform process (case studies of countries in the region and EU
member states)

b) Modernizing Government to prepare the indtitutions for EU Integration

¢) Practicd frameworks for developing change strategies

d) New models and behaviors of leadership

The course should be run for 2 full day or 4 half-day sessions

Public Relations— Communication with the Public and the Media

Senior managers and civil servants in the public sector are finding that due to the
greater trangparency of information demanded by the citizens and grester pressures
for accountability from a sronger and free press, lobby groups and from organized
cvil society groups. That presenting information to the public and the media has
become much more demanding and requires specific skills. Whilg mogt inditutions
try to have a press or public relaions officid or expert, this is not dways the case and
cvil sarvants are finding that they are having to ded more and more directly with the
presss and the wider public in presenting ther inditutions programs and
responsibilities. It is recommended that al managers in the inditutions atend the
course. On completion of the course the participants should be able to:
a) handle interviews from four principa areas (press, TV, radio and face to face with
the generd public)
b) make apostive impact during the interview
C) put acrossthe points that need to be made effectively on behdf of the indtitution
Redigic smulations should be used which cover the skills of organizing and
delivering press conferences and giving a variety of interviews to the media and to the
wider public.
The course should be run over 1 day or 2 hdf-day sessons
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European Integration —Accession -Copenhagen Criteria for the adoption of the
acquis

From discussons held with the senior daff of the inditutions, it was clear that more
and better information needed to be provided to al gaff regarding the European
integration process, and what this specificaly will mean for their inditutions and for
their daily work activities.

It is important to dart this process with the senior saff for them to become more
familiar with the experiences of EU accesson countries in the region and how this
process has affected the work in ther inditutions and the work of ther civil servants
so that the BIH civil servants can become better prepared.

All managers should be made aware of the EU Enlargement process, Agenda 2000,
the Copenhagen Criteria for the adoption of the acquis and the Accession negotiation
Roadmap.

This should be highlighted using precticd case study examples of EU accesson
country experiencesin the region.

A EU Expet or senior officid from the EC Déegation in Sargevo or Brussds should
lead this seminar with contributions from Regiond Senior Civil Servants who should
be invited from Hungary, the Czech Republic and Sovenia from man line Minidries
to provide case dudies of ther experiences in sdected Minigtries. Contributions
should dso be made from Senior Civil Servants from the Minigry of European
Integration in BiH.

On completion of the course the participants should have a better understanding of the
European Integration process and how it will impact on their inditutions and ther
dally work activities.

It should aso highlight further training aress for the future to prepare dl the daff for
their new obligations and specific responghilitiesin their field of competence.

All managersin the indtitutions should attend the course

It is recommended that the course be run over 2 days or 4 haf-day sessions

Public Adminigtration and Good Gover nance

It was clear from the andysis that staff who attended the Public Adminigtration course
organized by the EU project were very satisfied with the content and found the one-
week course informative. However, most stated that it was too short and there was an
urgent need to target dl the senior managers of the indtitutions and it is hoped that
UNDP can continue with thistraining.

UNDP (United Nations Development Program) ae currently developing a training
course plan focused on Good Governance, and it is recommended thet this UNDP
traning be targeted a dl the senior managers in the inditutions including the daff of
the new Civil Service Agency.

The course should be designed for managers, who are involved in putting in place or
operating within new sysems of adminigration, which require new approaches to
corporate governance.

In the public sector thisis commonly known as Good Governance principles.
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Good governance is about good management and accountability, managing within a
complex organization and being able to identify and implement the different aspects
of good governance principles in the public adminigration system, which is becoming
more dynamic and transparent.

The course should am to equip managers with an underpinning knowledge of Good
Governance principles that will enable them to acquire the required skills to develop
drategies and tools to provide stewardship and leadership within the operating
framework of their inditutions.

Potentia course provider: UNDP - (BiH)

Recommended course program for dl senior managers in the inditutions and the daff
of the new Civil Service Agency

Course duration: The course should be run a two levels, drategic leve for senior
managers and operaiond level for managers and run for 25 days or 5 haf-day
Sessions

Induction training.

Many of the people spoken to have highlighted induction as an aea where
improvements could be made relatively smply. Induction is a process rather than a
traning activity, but al managers need to understand their role in helping ther new
daff undersand and fed comfortable in ther new responghbilities The principa
eements of thiswould include
o a foomd wecome on the fird day by the human resource unit and the
gppointment of amentor to provide guidance in the early months
O introductionsto key colleagues
o a package containing background papers about the Inditution, about the
employee srights and duties, and about the working relationship generdly
o some ealy experience of what the Inditution does, and how it fits into the
State leve respongbilities
o Within a reasonable period, a short training course (perhaps run by the Agency
for dl new recruits) covering the dements of public adminigtration.
a Thecavil servant trainers who are now based in dl sate ingtitutions and
number some 34, could start the induction training process in their ingtitutions
if they were supported and encouraged by their indtitutions to develop this
course program.
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Appendix F
Remarks of the High Representative June 9, 2003

Delivered on the occasion of the launch of the UNDP Governance Perception Sudy.

If we are serious about handing over full governance of this country to its elected officials —
and we are — we cannot afford to feel any comfort with the status quo.We now have modern
Civil Service Lawsin place a dl levelsin BiH. Thisisagood start. But it isonly a start.

| have lost count of the number of times in the last 6 months when | have had to intervene to
prevent elected officias from undermining the spirit of the civil service laws.

We have good Civil Service Agencies in place a the state level and in RS, but they will need
some help. Monitoring this space is a massive task, and breaches will occur. But, particularly
with regards to the key management jobs at senior levels of government, we must defend the
principles of a merit-based, independent professiona public administration if the civil service
is not to remain a playground for patronage.

Being a former Politician mysdlf, | am inclined sometimes to give politicians the benefit of
the doubt. The new civil service system has caught many by surprise. The transition from a
system run on the basis of political gppointment to one based on open competition and merit

is not easy.

Two lessons come out of this experience for me. One is the need for education, both among
the political classes and the civil service, about the scope of the new laws. All actors should
be aware of their rights and obligations in the new system. | encourage the Heads of the Civil
Service Agencies present here today, Mr. Finci and Mr. Kuitlija, to look at ways of doing this.

The second lesson | have learned is that we cannot afford to be afraid of change. | have spent
much of the last 6 months calling for the protection of civil servants and public officias from
politically motivated removals. | did this to protect good officids from politicaly motivated
removal — something that has too often followed a change of government in this country.
Politics clearly has no place in the Civil Service, and we have made that clear. But neither
does incompetence, mismanagement, corruption or obstruction. Neither Civil Service Laws,
nor the Civil Service Agency, nor the High Representative, should allow bad civil servants to
remain in the system.

An extensive review process of incumbent civil servants is built into the system, as are fair
disciplinary and dismissal procedures. We must ensure that the authorities are aware of the
proper scope of these provisions and use them in alega and fair manner to root incompetence
out of the system.

Only by protecting and promoting the good, and identifying and rooting out the bad, will we
be able, over time, to build up a professona cadre of well educated, expert civil servants,
capable of serving this country and its citizens.
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