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TraInIng a .... d Development RecommendatIOns 
Mtmstry of FInance 

Process Utllzzed to IdentIfy MoF T &D Needs 

\ 

The process of restructunng the MoF mherently reqwres a revIew of the status of staff traIrung 
and development needs The current SItuatIOn, pre-restructunng, tnvolves the routIne scheduhng of 
traIrung through the Mlrustry of Pubhc Servtce traIrung ci1V1Slon These courses are offered through a 
program that IS prepared and presented on an annual basIS and Includes traunng WIth an admnustrattve 
focus 

Thts consultancy reVIewed what was currently beIng offered Several dIfferent approaches were 
utIlIzed to gather InformatIon and data regardtng staff traJ.ntng and development Among the actIVItIes 
engaged tn were a) tndIVldual tntervtews WIth MoF managers and some of theIr staff, b) appotntment 
WIth the new dIrector of traInmg of the MPS traJ.ntng dtvtSIOn, c) group meetIngs WIth some of the 
dIVISIons and departments d) team meetIngs WIth almost eveIY urnt Wlthtn the MoF, e) Job analysts was 
conducted and tncluded a sectton where MoF staff could tndIcate what was currently needed and what 
they would hke to see offered tn the future, f) executIve tntervtews were held WIth seruor management of 
three of the four new Office grouptngs, g) a meetIng WIth the ad hoc COmmtttee was held and several 
tndIVldual meetIngs WIth members of that commtttee were held. h) our observattons dunng the three­
week penod m Guyana and expenence garnered dunng the first consultancy, and 1) our understandtng of 
what the MoF needs durmg thIs penod of transformatIon and what It WIll need for a more producttve 
future 

Attached IS a lIstIng of all persons tntervtewed durtng the consultancy Whtle thts lIstIng IS 

tmportant. It IS neces5aJ:Y to state that other Informal encounters also occurred where restructunng and the 
human capttal system were dIscussed Valuable InformatIon was learned dunng these meetIngs 
LIkeWise, group meetIngs WIth all or porttons of vartous departments and dtvtSlons were also held 

The team meetIngs produced the largest source of InformatIon regardtng the needs and 
expectatIons of MoF staff These team meetIngs were orgaruzed by Office and DepartmentIDtVlSlon and 
were approxtnlately three hours tn duratIon. A 'Job analysts" worksheet was ut1hzed. copy annexed 
There were several obJecttves of these team meetIngs, among them - to acquamt the staff WIth the 
restructurtng process that was begmmng and respond to questIons and comments, to work WIth the staff to 
better understand how they were currently peIfornung theIr duttes, theIr tnternal and external chents, theIr 
outputs and neces5aJ:Y tnputs, and the traJ.ntng that they needed and wanted There was extraordtnaJ:Y 
collaboratton tn the orgarnzatton and conduct of these team meetIngs, WIth nch dtSCUSSlOns and 
contnbuttons dunng the actual team meetIng. Tlus prOVIded the consultancy WIth valuable tnslght for the 
whole human capttal system development proJect. 

ExecutIve tntervtews were conducted WIth the sentor management of three out of four of the 
Offices These were apprOXtnlately three hours tn duratIon and had the folloWlDg agenda. 

• Leadershtp Intervtew - worksheet and dtscusslon 
• Tratnmg and Development worksheet - to get their perspecttves about these areas 
• Pohcy Manual Checkhst 
• Revtew OfficelDepartment - Scopes ofWorklroles and Responstbthttes 
• Revtew Staffing Needs - New Structure 

A copy of all the above IS attached Addtttonally, a Sentor Management and Ad Hoc Commtttee Bnefing 
was conducted at the end of the three-week penod In Guyana Thts tncluded a reVIew of the scope of work 
of the consultancy, the processes that we utIhzed dunng the three-week penod, the results of thts phase, 



the expected results of the next phase of the consultancy, our strategic analysts - usmg the S W 0 T 
approach and dISCUSSIOn (copy attached) 

S W 0 T Analvsls 

As a basts for the traImng and development recommendattons for the restructured MoF the 
S W 0 T analysts IS presented, as follows 

Strengths 
• Mtruster's strong comnutment to prOject 
• Strong leaderslup capabIlIty m Mtrustry 
• Dedicated staff comnutted to contmuous 

Improvement 
• Entrepreneurtalleaderslup setttng 

standards and benchmarks for other 
Mtmstnes 

• Eng1noormga~gmsluft 

OpportunItIes 
• Could serve as showcase for enttre 

PubhcServtce 
• Creattve collaboratton With umon on 

people Issues 
• PSM may find new pohCles and processes 

used of Interest 
• Focus on human resources Will result m 

Increased producttVIty, reduced gnevances, 
and reduced turnover 

Weaknesses 
* Understaffing makes leadershIp roles dtfficult 
* ExecutIves have to "roll up sleeves", sometImes 

losmg SIght of strategic goals 
* HIgh turnover makes all jobs more dtfficult 
* Pay scales compared to pnvate sector are too low 
* Turf battles sometImes htnder producttVIty 

Threats 
* Time lag. need to move qwck1y 
* PossIble umon backlash If not well managed 
* Lack of follow through on decISIOns taken could 

cause lower producttVIty 
* Not dealIng With ambIguIty could further reduce 

morale and mottvatton 

These were among the topIcs discussed In the final bnefing, as menttoned above, and help serve 
as a basIS for the recommendattons for strengtherung the human capital system of the MoF 

Mam Areas IdentIfied for TraIning and Development Program 

Five roam areas were ldenttfied durtng the consultancy that serve as the basiS and core structure 
for the recommended Trammg and Development Program of the MoF The five roam areas are 

• MIS and computers 
• Commumcatton skills 

• Interpersonal 
• Verbal 
• Wntten 
• Presentatton 

• ProfeSSional Development, With three pnnClple programs 
• Management Development 
• LeadershIp Development 
• Staff Development 

• Techmcal Tratrung 
• Team bwIding, performance management, work redesIgn, quahty 



InterVIews and Meetings Conducted during Consultancy 
K C Soares/Patti D'gh 

Secretary to the Treasury 
Deputy Accountant General 
Tearn/focus group meeUngs 

Office of Budget 
Pohey AnalYSIS Dept 

2 to 20 June, 1997 

Information Technology (2 groups) 
Pnvate, Pubhc & ThIrd Sector Enterpnse Support Dept 
FmanClal Pohey, Legtslatlon & Regulatory Dept. 
Human ResourceslMatenal Resources (2 groups) 
Development Projects and Pubhc Sector Investment programs Dept 
Procurement Dept 
Sub-Treasury 3 
Guyana NatIonal ServIce Sub-Treasury 
Guyana Defense Force Sub-Treasury 
Sub-Treasury 6 
Sub-Treasury 5 
Sub-Treasury 10 
Sub-Treasury 4 
7 groups, Account General's offices 
Planrung, IT group 
Debt Management 

Accountant General 
AsSistant Deputy Accountant General for Sub-Treasury 
Keith Gordon 
Patterson Thompson 
Ad Hoc ConumtteelPubhc ServIce Muustry 
PSM Tratmng Officer 
Executive IntervIews #1 - Edward Layne, Linda Gos5al, Carole Hebert, Roseanne Hermanstem 

#2 - Tony Farnum., Racquel Andrade, Pnya Warshe, Maltase Pertab 
#4 - WtnSton Jordan, Lorene Bated, Donna Yearwood 
(#3 - no show Tarachand Balgobm, Demse de Souza, Coby Fnmpong, Clyde 

Roopchand, Neermal Rekha) 

Patnck McDuffie and Dantel Wallace - 2 meeungs 
Semor Management Stafti'MoF - 2 bnefings 
Mtmster of Finance 

Guyana Human Resource Practttloners' Assoctatton 
Volunteer Youth Corps, Mlmstry ofHea1th 
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Attachments 
• Persons mternewed, group meetmgs held 

• Job AnalYSlS 
• Job Descnption 
• Executive Internew 
• Seruor Management and Ad Hoc Commtttee Bnefing Meetmg 



a MIS and Computer 

The staff" s ablhty to, for example - process documents, record and process transactIons, conduct 
research, do analytIcal procedures, statIstIcal analYSIS, trackmg of trends - all these, and other, actIVItIes 
depend on the utIhzatIon of computers, computer systems, LANIW AN, management mformatlon systems, 
Internet, regular and Speclaltzed software Without a doubt the MoP must be appropnately, and 
Immed1ately, equIpped Wlth hardware and software, penpherals and lDStallat10ns, to address therr current 
and future needs The consequences of thIs are that a massIVe trammg program m MIS and computers 
must be conducted Some of the courses would be word processIng, e-nuul and mtemet/mtranet, spread 
sheets, data base applIcatIOns, statIstIcal packages, Wmdows 95, FoxPro, Lotus Notes courses, Oracle 
courses, software Project Plannmg and Management, JAVA programmmg language, systems analYSIS and 
deSIgn, Multlmed1a, computer-based trammg, and others to be IdentIfied by each specrfic user area 

b Commurucatlons S1o.11s 

The restructured MoF focuses on perfonnance management and quahty m servtces for both 
mternal and external chents, for stakeholders, for the general pubhc, and all those entenng mto contact 
Wlth the MoF ThIs 001 reqmre trammg and development programs m the vanous fields of 
commurucatlons, especIally m. mterpersonal commurucatJ.ons, verbal commurucatJ.ons, wntten 
commurucatlons, and presentatIons s1a11s ThIs 15 an area where the mchvtdual and group Wl11 need to be 
acquaInted Wlth vanous processes, helped to understand therr personal strengths and vveaknesses, and 
trammg and development opporturutIes offered to allow the mdtVldual and group to develop and grow m 
the competenCIes 

c ProfesSIOnal Development 

ComprehensIve programs must be developed, each Wlth a two - three year development pl~ for 
each of the three pnnClple areas IdentIfied as pnonty management development, leadershIp 
development, and staff development There IS currently a Wlde vanatlon of abilitIes and competenCIes to 
manage and lead people that must be urgently addressed. ThIS massive undertakIng of educatmg 
managers, leaders and staff and allOWIng them new learmng opportumtIes IS cntlcal for the successful 
implementation of the restructured MoF There IS a plethora of sources, see examples at end of thts 
sectlon, for deslgmng and dehvenng these types of programs, which should be reviewed and plannmg 
started for implementatIon m January 1998 

d TechnIcal Trammg 

There IS a vast array of technIcal trammg that must be conducted, rangmg from how to use a 
scanner, a report bInder to VOIce matI and protocol to statlstlcaI and research methodologtes and 
lDStruments to finanCIal and econOmIC analysts and reportIng, for example Some of the pnonty tOPICS 
that should be offered m an tmtlal trammg phase are, for example Securtty, Internet; Networkmg; 
Internetworkmg on Wmdows, ApphcatJ.ons Development, Access Programnung; LAN, WAN, PC 
troubleshootIng, advanced contiguratlon, Network ArchItecture, Protocols and Adnumstratlon, and 
Chent/Server systems - analysIS. design and apphcatIon. 

e Team Bwldmg, Perfonnance Management, QualIty 

There are many areas of roe Mol human capital system development that need strengthenmg. 
WhIle some of the topICS, lISted below, Wl11 also be part of the desIgn In, for example, the management 
and leadershIp development programs, these also need to be made avmlable for all staf[ It IS of 
fundamental Importance that the whole orgam7$on be aware of the restructunng, therr nghts and 
responslblhtles ill thIs process, and opportumtles avru1able to staff to develop themselves, therr work 
teams, and therr general profeSSIonal qualIficattons 



Trees of TralnlnglDevelopment to be Offered In Professional !Jevelopment and Other 
Training. such as mentIoned In the Team BUIlding sectIon 

Managmg Pnontles 
Team Butlchng 
Perfonnance Management 
SafetyIHealth Compbance 
Benefits Fundamentals 
Job AnalYSIs 
Salary Adnnmstratlon 
Discipitne & Gnevance 
Harassment PreventIon 
SupervIsmg and Managmg 
Self-Managed Teams 
Influence Strategies 
IntervIewmg 
Agenda Setttng 
Manager as Coach 

Interpersonal SkIlls 
Negotlation SkIlls 
Resolvmg COnflict 
Alternatlve Dispute Resolutlon 
Time Management 
Problem Solvmg 
Decision MakIng 
Stress Management 
Presentatlon SkIlls 
Wntlng SkIlls 
Llstemng Stalls 
Perfonnance AppraIsals (360 degree) 
Strategic Planrung 
PrOject Management 

Sources ofHR Development and T&D - Some Examples 

Cornell Uruverslty 
NYS School of Industnal and Labor Relation 
Ithaca, NY 
607-255-9212 

George Mason Umverslty 
Institute for Conflict AnalYSIS and Resolution 
Frurfax, VA 2203-4444 
703-993-1300 

Center for Creatlve LeadershIp 
One LeadershIp Place, POBox 26300 
Greensboro, NC 27438-6300 
910-288-7210 

Center for Human ServIces 
Quality Assurance Project 
7200 Wlsconsm Ave, Swte 600 
Bethesda, MD 20814 
301-654-8338 

U S Telecommumcatlons Trrunmg Instltute 
1150 ConnectIcut Ave, N W , Swte 702 
WashIngton, D C 20036 
202-785-7373 

Disney Umverslty ProfeSSional Development Programs 
PO Box 10093 
Lake Buena VISta, FL 32830-0093 
407-824-4855 

The Conference Board 
845 Third Avenue 
New York, NY 100222-6679 
212-759-0900 

The AnnenberglCPB PrOject 
Multlmecha CollectIon 
Dept CA95 
S Burhngton, VA 05407-2345 

Personnel DecISions, Inc 
MinneapolIs, MInn. 
612-373-3431 

Internatlonal orgaruzatlons, such as 
IDB-Inter-Amencan Development Bank 
World Bank 
IMF-Internatlonal Monetary Fund 
OAS-OrgaruzatIon of Amencan States 
UN system 
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Checklist 
Personnel Policy Manual 

Government of Guyana 

As noted m the BEEP Project Scope of Work, we are developmg a draft Personnel and 
PolIcy Manual for the Mlrustry of Fmance 

F ollowmg IS an outlme of areas that mIght be covered m a personnel polzcy manual for 
the MZnIstry of Fmance Based on your experzence, we'd lzke you to review these 
checklzsts to provzde further guIdance on areas that you belzeve must be covered In the 
revIsed manual 

InstructIons 

CI Please mark WIth a ,/ those areas you belIeve must be covered m the new pollcy 
manual 

• Please mark WIth an X those areas you belIeve are outdated and don't need to be 
mcluded 

• If you are unsure, please leave the field blank 

I Recruitment, Appomtment and PromotIOn 
Defmltlon of recruItment, appomtment, and promotIOn 
AuthOrIty to recruIt and make appointments 
Age for entry to the Public Service 
Application for entry to the Public Service 
Selection for permanent appointment on basIS of competItIve examination 

and mtervIew 
UtllIzatlon of services of Central Recruitment and Manpower Agency 
Request for temporary employment 
Employment on contract 
Recruitment of Guyanese reSident abroad 
Date of appomtment 
MedIcal exammatlon prIor to confirmatIOn of appointment 
ProbatIOnary perIods 
SenIorIty lIst to be kept up-to-date 
Determmatlon of senIorIty 
Fdlmg of vacancies 
Vacancies resultmg from retIrement 
Fdlmg of vacancies under delegated authOrIty 
Eligibility for appomtment of persons from outSide the Public Service 
Acting appointments 
RecommendatIOn for actmg appointment 
RepresentatIOns by or on behalf of Public Servant for actmg appomtment 
Appomtment wlthm the particular servIce 
Apphcatlon for promotIOn 
NOtificatIon for promotIOn of Pubhc Servants on leave 
PrmcIple of selection for promotIon 



Appomtment of non-monthly employee on the monthly basIs 
Employee referrals 
InductIon and OrIentatIOn procedures 
Pre-employment physical exammatlon 
Sexual harassment gUldehnes 
Employment appiJcation retention requirements 
Hmng former employees, frIends, relatIves, and people WIth dlsablhtles 

II ClaSSification 

Defmltlon of classIfication and related terms 
ResponSibility for the evaluatIOn and classificatIOn of pOSitIOns 
DetermmatlOn of Job deSCrIption and Job speCIfication 
Job analYSIS schedule 
Commencmg salary upon reclassificatIOn/promotion 
Redeslgnatlon 
Salary anomalies 
EvaluatIOn of qualifications by NatIOnal EqUivalency Board 
Incremental credits on appomtment 

III Staff Performance Appraisal 

Annual subm ISS Ion of Staff Performance Appraisal Reports to Pubhc 
Service Commission 

Reportmg Officers to be gUided by own delIberate Judgment 
Outstandmg ratmg(s) 
Adverse ratmg(s) 
Reports to determme elIgibility for promotIon 

IV Transfers, Secondments, SpeCial ASSignments and Releases 

AuthOrIty for transfers/secondments 
ApphcatlOn for transfers wlthm the Pubhc Service 
NotIce to Public Servant transferred 
Appeal for revIew of order of transfer 
TransmissIOn of Record of Service and other partIculars upon transfer 
Transfers wlthm a MmlstrylDepartmentlReglOn 
Release of Public Servant on speCial assignment 
Transfers/secondments to Government organizations outside of the 

"tradItIOnal Pubhc Service" 

V Trammg 

ResponSIbility for Trammg 
The Manager's FunctIOn m Trammg 
Trammg clasSIfied as "duty" 
NommatlOns for Trammg Awards 
DefimtlOn of "Tramee" 
DefimtlOn of"Trammg/Servlce Agreement" 
Medical Clearance of candidate 
CompletIOn of NatIOnal Service/OrIentatIOn 
ExecutIOn ofTrammg/Servlce Agreement 
PrOVISIOn of guarantor(s) or collateral securIty 
Endorsement of Guyana Passport 



Travel arrangements to and from country of study 
Uphftment of Contract Letter by Tramee leavmg Guyana 
Expenses for dependents accompanymg Tramee overseas 
Luggage expenses 
Flight msurance 
Intranslt expenses 
Report of arrival m country of study 
ObligatIOn of Tramees while studymg m another country 
Submission ofreports/transcnps by overseas Umversity/College 
Tennmatlon ofTrammg Awards 
Failure to complete aproved programme 
Confirmation of completIon date of overseas programme 
Return to Guyana upon completion of overseas programme 
Determmatlon oftrammg expenses and refund of such expenses 
DetermmatlOn of total cost of trammg when financed by external sources 
Further trammg durmg contractual penod ofTrammglServlce Agreement 
ResignatIon of bonded Tramee 
Refund oftrammg expenses upon dismissal 

VI OffiCial Workmg Hours and Conduct 

OffiCial Workmg Hours 
General Conduct 
Courtesy and PolIteness 
Discharge of Duties 
PunctualIty 
Absence Without leave or absence from the country without permISSion 
Dress 
Release of officIal mformatIOn 
Access to confidential records 
Other employment actiVIties durmg and outSide of official workmg hours 
Shares m Local Firms, etc 
Acceptance of gifts/rewards 
Bribery 
Report of crlmmal charge 
PublIc Servants and the Press 
Broadcast talks by Pubhc Servants 

VII Leave and Hohdays 

VacatIOn leave and vacation allowance - pensIOnable employees 
Quahfymg period for new entrant after 1981-0 1-0 1 
Vacation leave and-vacatIOn allowance based on precedmg year's service 
Vacation leave to mclude Sundays and Pubhc Hohdays 
Period 1st - 31st December to be excluded from vacation leave 
Uphftment of vacation allowance subject to grant of21 days' vacation 

leave 
Movement mto hIgher leave category by vIrtue of Increase 10 salary 
Higher leave category conditions to apply when actmg or 

responsibility allowance IS bemg paid 
Payment m heu of vacation leave to estate of deceased Pubhc Servant 
Vacation leave for Public Servants on secondment 
VacatIOn throughout Guyana 
Vacation outside Guyana 
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Vacatton leave/vacation allowance upon separatIOn from the ServIce 
ApphcatlOn for vacatIOn leave 
AssumptIOn of duty prior to eXpiratIOn of vacatIOn leave 
Deferred vacatIOn leave 
Replacement for Pubhc Servant proceedmg on vacatlon leave 
VacatIOn leave not to be utlhzed towards trammg award ofGovemment 
leavmg of private address at the MmlstrylDepartmentlReglOn before 

commencement of vacatIOn leave 
VacatIOn leave--non-penslOnable employees 
Defmltlon of "specIal leave" 
SpecIal leave for wrltmg exammatlOns locally 
Special leave for urgent and unforeseeable pnvate affarrs 
SpecIal leave for trammg m (I) Reserve, Guyana Defence Force, (II) 

Guvana People's MIhtla 
SpecIal leave to attend conferences of recogmzed associations 
SpecIal leave to atend meetmgs ofrecogmzed Trade Umons/Staff 

ASSOCiatIOns catermg for Pubhc Servants 
SpecIal leave to partIcipate m cultural actIVItles 
Special leave to represent Guyana or the West Indies m mter-temtonal or 
mternatlOnal sports 
Special leave to attend trammg courses or semmars In Trade Umon and/or 
Cooperative EducatIon 
SpecIal leave for recuperatIon after hOSPitalIzatIon 
SpecIal leave for maternIty purposes 
SpecIal leave on compassIOnate grounds 
SpeCIal leave on the ground ofpubhc Interest 
Special leave on rehglOus grounds 
Time-off to attend meetmgs of local AuthOrities 
Time-off to attend Court 
Record of leave granted 
NotificatIOn of overstav of leave 
NotIficatIOn of Impendmg absence from Guyana on duty 

VIII TravelIng and Subsistence Allowances and Transport Expenses 

DefimtlOn of "fix eo commuted traveling allowance" 
Motor car travelmg allowances 
Motorcycle/autocyclelblcycle travelIng allowances 
OccasIOnal travehng by Pubhc Servant authOrized to use 

motorcycle/autocycle, bicycle 
Use of auto cycle Instead of hi cycle 
Rate oftravehng allowance when actmg 10 higher post 
Payment oftravelmg allowance dUring short periods of absence 
Payment oftravel1Og allowance on transfer or change m appomtment 
Home to office travehng 
Travehng allowance-Magistrates 
Travehng allowance-members of Statutory and Ad Hoc Boards, 

Committees, and SimIlar bodies 
Chaffeur Allowance 
Horse Allowance 
Motor Boat Allowance 
SubmiSSion oftravehng claims 
Half-yearly returns of mileage traveled 
DefimtlOn of "subsistence allowance" 
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Rates of subsistence and out-of-pocket allowances 
Out-of-pocket allowance to Pubhc Servants attendmg approved residential 
courses 
AddItIOnal allowance for field or camp condItIOns 
SubsIstence, camp and field condItions allowances to Pubhc Servant m 
receIpt of station allowance 
Payment of actual reasonable expenses for meals and lodgmg m heu of 
subsistence allowance 
Subsistence allowance m cases of temporary assignment of dutIes away 
from base 
SubsIstence allowance m cases of transfer at short notice 
SubSIstence allowance for travelIng wlthm district 
Calculation of subSIStence allowance 
Payment for travelIng time outside of offiCial workmg hours 
Allowance payable to PublIc Servants attendmg External conferences 
Submission of subsistence claIms 
Defimtlon of "transport expenses" 
Economy m mode of conveyance 
Use of offiCIal transport 
Use of hIre cars and departmental vehicles 
HIre of pnvately-owned launches 
ReImbursement of steamer fares and toll charges 
ReImbursement of removal expenses on transfer or upon change of 
resIdence 
DefimtIOn of "actual reasonable expenses" 
Expenses addItIonal to those normally payable for removal expenses 
SubmissIOn of claims for transport expenses 
Internal scheduled flights 
Charter flIghts 
Receipts required for reimbursement 
Entertamment expenses 
PartIcipation m trade and profeSSIOnal assocIatIons 
Membership m CIVIC orgamzatlons 
Staff Advances - Pohcles and Procedures 

IX Allowances other than Travehng and SubSistence Allowances 

Actmg Allowance 
Duty Allowance 
Responsibility Allowance 
House Allowance 
Standby Allowance 
OvertIme Allowance 
Meal Allowance 
RIsk Allowance 
Allowance m heu of consultation and/or pnvate practIce 
Umform Allowance 
Telephone Allowance 
Tax-free non-pensionable Duty Allowance 
Statton Allowance 

X Advances 

General requirements for the grant of Advances 



Authority to approve payment of Advances 
Advance to purchase motor car or other motonzed vehicle 
Advance to purchase bicycle 
ApplicatIOn for Advance to purchase second hand motor vehicle or bicycle 
Insurance of vehicle 
Motor Vehicle Advance to ProbatIoners 
AdVance to purchase other than approved type of vehicle 
Misapplication of Advance to purchase vehicle 
Disposal of vehicle purchased With an Advance 
ObhgatIon to use vehicle purchased With an Advance 
Advance to repair motor vehIcle 
Advance to purchase protectIve clothmg 
Advance to purchase furniture and related household effects 
Advance to purchase horse, saddle and bndle 
Advance on gratuity pnor to retirement 
Leave Advance 
Personal Advance 
Advance from Imprest 
ProvIsIon of guarantorls or collateral secunty 
LImIt of Advance and abIlity to repay 
Proof of proper use of Advance granted to purchase vehIcle or other 

essentIal Item 
Repayment of Advances and mtervals between Advances 
ApplicatIOn for Advance when the mterval smce last Advance has not 

expired 

XI SeparatIon and SuperannuatIon Benefits 

DefinItIOn of "separatIOn" and "superannuatIon benefits" 
Compulsory and voluntary retIrement 
RetIrement on medIcal grounds 
RetIrement m the publIc mterest 
TermmatlOn of appomtment on abolItIon of post or for faclhtatmg 
Improvement In the organizatIon of a MID1stry/DepartmentlReglOn 
Authonty for grant of superannuation benefits In cases of separatIOn for 
reasons other than (1) statutory age for retIrement, (2) death 
ReSIgnatIOn and superannuation benefits 
DIsmissal and superannuatIon benefits 
Termmatlon of employment m the publIc mterest and superannuation 
benefits 
PensIOnable Employees 
Payment of superannuation benefits to pensIOnable employees 
DefinItIOn of "pensIOnable office" 
DetermmatlOn of "pensIOnable service" 
Retention of pensIOnable service With organtzations, service With which IS 

deemed to be "other public servIce" or "public service" 
ElIgibility for pensIOn and gratuIty 
CalculatIon of pensIOn and gratuity 
AddItional pension on abolition of office or compulsory retIrement to 
faCIlitate Improvements 10 the organIzatIOn 



XII Wage and Salary AdmmlstratlOn 

BasIc wage and salary pohcles 
How wage and salaries are detennmed 
Job evaluatIOn plan 
Ment or perfonnance ratmg plan 
Rate range by grade 
Length of servIce raIses 
IncentIVe wage poilcles 
Wage and salary differentials 
Overtlll1e pay poliCies 
Employees subject to overtIme pay 
Supervisor overtIme 

XIII Conduct, Dlsclphne, and TermmatlOn 

Discharge Pohcy and Procedure 

Descnptlon of misconduct whIch warrants the dIscharge of employees lll1medlately 
WIthout pnor wammg 
Pohcy provldmg employee to be suspended before a discharge IS made fmal and 
effectIve 
PolIcy statmg that management has the nght to detennme what IS cause for Immediate 
discharge 
ReqUIrements on documentmg dIscharge WIthout notIce 
PolIcy on when tennmatlon of employment notIce IS to be gIVen 
Mmlmum perIod pnor to discharge 
Type of form of termmatIOn notlce--oral or WrItten 
Contents of tennmatlon notice 
Policy provldmg that all discharges are subJeci' to fmal approval 
and authOrIzatIon of supervIsor's Immediate superIor 
PolIcy on provldmg discharged employees WIth dismissal or severance pay 
PolIcy on performmg eXit interviews 
Policy on discharges being subject to grievance procedure 
Pohcy on remstatmg employees If the employer IS found to be 10 error through gnevance 
procedure 
Pohcy on remstated employee bemg elIgIble for back pay for tIme lost 

ReSIgnatIOn PolIcy and Procedure 

Pohcy statement requmng or not requmng employee notice of mtent to resign (verbal or 
written notification and time hmlt) 
Pohcy on a penalty prOVided for fadure to notify the employer of mtent to resIgn 
PolIcy on IssUIng letters of reference for terminated employees 

XIV Complamt and Grievance Procedures 

Definmg the term "grievance" 
Steps to be followed m the grIevance procedure 
Ifumomzed, can mdlvldual employee take a grIevance to arbitratIOn? 
DefinIng time Intervals for each step of the procedure In which 
a deCISion IS to be made and between each step of the procedure 
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Our Agenda 

+ Leadership Interview 

+ Training & Development Worksheet 

+ Policy Manual Checklist 

+ Review: Office/Department - Scopes 
of Work/Roles & Responsibilities 

+ Review: Staffing Needs - New 
Structure 
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Building Effective Human Resource 
Management Systems 
Ministry of Finance, Guyana 

Executive Interviews 
June 1997 

by K.c. Soares & PattI Dlgh 

BEEP Project 



Building Effective Human Resource Systems 

EXECUTIVE INTERVIEW 

1 What does It mean to be accountable for the well beIng of the MInIstry of FInance? 

2 What leadershIp and executive actIOns/actIVItIes would you prefer to be Involved In 
and how? 

3 GIve us a snapshot Image of how you would see your OfficelDepartment (area) 
relatmg and contnbutmg to the mISSIon of the MoF and the GoG 

4 What do you want to tell us 
(lIst) 



Worksheet 

Semor Managers & SupervIsors 
LearnIng Areas 
Knowledge - based learnIng 
LeadIng towards degrees_ 

- AssocIates degree (2yr) 
- Techrucal degree 
- Bachelors 
- Masters 
-PhD 
- Other 

CertIficate traImng 

TechnIcal skIlls-based learnIng 
- Computers and processIng 
-MIS 
- PresentatIOn Software 
- Data -bases 
- E-maIl 
- Internet 
- Other 

Performance skIlls-based learmng 
- Management Development 
- ExecutIve Development 
- Leaderslnp Development 
- SupervIsor Development 
- Staff Development 
- SemInars 

--Interpersonal CommumcatIOns 
--Performance Management 
--N egotIatlOns 
--ConflIct ResolutIon 

SpecIfics 



--TIme management 
--DelegatIon slalls 
--Problem solvmg 
--DeClSlOn makIng 
--Other 
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BUILDING EFFECTIVE HUMAN 
RESOURCE SYSTEMS-MoF 

Senior Management and Ad Hoc 
Committee Briefing 

K. C. Soares/Patti Digh 
BEEP Project 
June 18, 1997 
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OUR AGENDA 

• Scope of work 

• Processes 
• Results: this phase 
• Expected results: next phase 

• Strategic Analysis, using S.W.O.T. 
approach 

• Discussion 
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Our Scope of Work 

• Develop clear 
understanding of 
human resource needs 

• Conduct Ministry-wide 
skills assessment 

• Review job 
descriptions, update & 
refine 

• Design training and 
development plan, 
internal and external 

• Review personnel 
policies and 
procedures 

• Develop employee 
handbook 

• Conduct orientation 
training on personnel 
policies and 
procedures 
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Processes Utilized 

=l> Team/focus groups 
* Ministry-wide job 

analysis 

* Ministry-wide skills 
assessment 

* Ministry-wide job 
description review and 
assessment 

* Sharing information 
about MoF 
restructuring project 

==t> Consultations, 
meetings, analysis 

* Training and 
development needs 
assessment 

* Research on existing 
personnel policies and 
legal framework 

* Meetings with 
external agencies and 
resource organizations 
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Results 

• This Phase 
./ Job analysIs, data collection with 

MoF staff concluded; team 
meetings, contacting 
approximately 120-150 staff 

./ Researched current Job 

descrIptIons wIth MoF/SPS and 

PSM 

J Researched current personnel 

policies 
./ TraInIng & development 

procedures reviewed, began 

IdentIfYIng local and regional 

resources 

J Executive Interviews conducted, 3 

out of 4 Offices participated 

• Next Phase 
.. Draft Job descrIptions - reviewed 

and finalized 

.. Proposed traInIng and 

development plan - revIewed and 

dIscussed 

.. Recommendations for updating 

personnel policy and procedures -
reviewed 

.. Outltne for staff handbook -

reviewed 

... Orientation/training for all staff 

on new personnel policy 

.. SupervIsory trainIng on unIform 

app/Jcatlon of personnel poltcy 
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Strengths and Weaknesses 

• Strengths 
.. Minister's strong 

commitment to project 

.. Strong leadership 
capability in Ministry 

.. Dedicated staff committed 
to continuous improvement 

.. Entrepreneurial leadership 
setting standards and 
benchmarks for other 
Ministries 

.. Engineering a paradigm 
shift 

+ Weaknesses 
... Understaffing makes 

leadership roles difficult 

... Executives have to "roll up 
sleeves," sometimes losing 
sight of strategic goals 

... High turnover makes all 
jobs more difficult 

... Pay scales compared to 
private sector are too low 

... Turf battles sometimes 
hinder productivity 
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Opportunities and Threats 
I! 

• Opportunities 
..j" Could serve as showcase for 

entire Public Service 

..j" Creative collaboration with 
union on people Issues 

..j" First modern human resources 
management system In Public 
Service 

..j" PSM may find new policies and 
processes used of interest 

..j" Focus on human resources wi II 
result in increased 
productivity, reduced 
grievances, and reduced 
turnover 

+ Threats 
t Time lag: need to move 

qUickly 

t Possible union backlash If not 
well managed 

t Lack of follow through on 
decIsions taken could cause 
lower productivity 

t Not dealing with ambiguity 
could further reduce morale 
and motivation 
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Discussion 

• Are there any questions? 

• This is an ongoing process, what 
suggestions do you have as we proceed? 

• How would you like to be involved? 

.. 



Job TItle 

Government of 
Guyana 

OfficelDepartmentIDlvlslon 

Job AnalYSIS· Page I 

Name of Incumbent 

Mnustry ofFmance 

JOB ANALYSIS 

Regular DutIes (Bnefly lIst the mam functlOns of your Job) 

Date prepared Date revised 



Job AnalYSIS - Page 2 

Work Processes - StepslPhases 
IdentIfy those slalls you utIhze to perform the duties hsted on the prevIOus page 

/I 

1 Knowledge requirements 1 
(what the Job holder must 2 
know and understand) 3 

4 

5 
6 
7 

2 Technical skill requirement 1 
(what the Job holder must be 2 
able to do and demonstrate) 3 

4 
5 
6 
7 

3 Performance skill requirements 1 
(how Job holders must conduct 2 
themselves WIth other people) 3 

4 
5 
6 
7 

4 Tools required 1 
2 
3 

4 

• Clients 
Internal chents External chents 



Inputs lIst the mputs from others that are necessary for you to perform your dutIes 

ReceIved from PenodlcItv 

Outputs lIst the outputs that you provIde to others for them to perform their dutIes 

Outputs To whom Penodicity 

You may want to mclude the followmg skIlls, If applIcable 

Techrncal skIlls such as 

• specdic Job related skIlls 
• phvsIcal reqUIrements 

• clencal 

Performance skIlls, such as 

• orgaruzatIOn (tIme management abIlIty and orgaruzational procedures 
• leadershIp (motIvatIOn of others, able to pnontlZe and delegate) 
• qualIty (awareness of quality customer service and products) 
• fleXIbIlIty (adaptabIlIty to change, WIllIngness to adapt routmes) 
• Judgment (problem-solvmg and decIslOn-makmg skIlls) 
• InItIative (WIllmgness to accept responsibilIty and take action) 
• attentIOn to detaIl (tendency toward accuracy and clanty) 
• teamwork (ablhty to contnbute 10 a team environment) 

• • commumcatIOn (language skIlls, both wntten and oral) 

• customer servIce (verbal commurucatIOn and conflIct resolutIOn) 



, 

, 

Job TItle 

Government of 
Guyana 

OfficelDepartmentIDIvIsIon 

Reports to/posItIon 

SupervIses/poSItlOn( s) 

Purpose of PosItIOn 

c 

Date prepared 

Job DescnptlOn - Page I 

Name ofIncumhent 

MlnIstry ofFmance 

JOB DESCRIPTION 

Date revIsed 



Job Descnptlon - Page 2 

.. Dunes and ResponsibIlities (WIth %ltlme) 

, 

QualificatIOns 

Education 

Expenence 

(Core) CompetencIes 

, 


