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Explanatory Notes

Value of the local currency = Cedi (&)
during the period of the mission in terms of
United States Dollars (US$ 1 = ¢ 156)

Abbreviations

ERP Economic Recovery Programme
ISAC Industrial Sector Adjustment Credit
ISAP Industriel Sector Adjustment Programme

PARDIC Public Administration Restructuring and Decentralization
Implementation Committee

PNDC Provisional National Defence Coumcil

CSIR Council for Scientific and Industrial Researéh

NBSSI  National Board for Small Scale Industries

DAPIT Development and Application of Intermediate Technology




Abstract

The report describes the new structure of the Ministry of Industries,
S dence and Technology and its Divisions and related staffing
requirements.

A total of 44 job descriptions, .n accordance with the new structure,
was developed and discussed with Governmment authorities.

The proposed organizational structurelgpd job descriptions will
strengthen operational capacities of the Ministry to implement prior
objectives of industrial development of Ghana.
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3.

MISSION AND OBJECTIVES OF THE MINISTRY OF INDUSTRIES

SCIENCE AND TECHNOLOGY (MIST)

The Ministry is responsible for the formulation of industrial
policy, interpretation of Governments industrial policies,
preparation of national development plans for the sector of
Irdustry, Science and Technology, facilitate expansion of
existing plants, promotion of new irdustrial investments,
appraisal of industrial projects, licencing, regulation and
control of existing industries, formulation and promotion of
industrial export prograrmes and formulation and implementation
of industrial safety, health end pollution control rules.

As intermediate oﬁjective the Ministry has a key role to
play in the implementation of the industrial adjustment
programme (IS).if-

The Ministry is also repsonsible for fomulation, implementation,
monitoring and evaluation of Industry, Science and Technology
policy and programmes.




B. FUNCTIONS

1. The main functions of the Ministry may be summarized as:

(a) the initiation and follow-up of all governmental activities for

the promotion, regulation and review of industrial, scientific
and technological development through:

the planning, programming and budgeting of such
activities and

monitoring and evelueting their implementation by the
Ministry itself and for its other orgsns;

(b) the promotion of efficient industrial development through

formulating the industry sector policies as well as participation

in the formulation of macro-economic and other sector plans and

volicies affecting industry, science and technology; in addition,

monitoring of the impact of the policies and proposing adjustment

to the extent necessary;

(c) the promotion of efficient industrial development and appropriate
scientific and tecnnological development throughW

(i)

(iv)

conducting or commissioning subsector studies, collecting
date on enterprises performance and problems through

factory inspection, surveys and analysing such data;

collaborating with Ghana Investment Centre in identifying
investment opportunities and screening investment and

technological transfer applications;

arranging dialogues with manufacturers on specific issues,
recommending sources of technical assistance for enterprises
with identified problems, and liaising with other _
authorities to remove impediments to efficient development

of the sector;

ensuring optimal efficiency and equity in the allocation
of investment and the administration of restrictions

necessitated by current economic conditions;




assisting the National Small Scale Industry Boarad

in the formulation and implementation of svecial

measures to promote industrial production;

initiating and supervising special prejects to promote
technological development and adaption, and collaborating
with the Councial for Scientific and Industrial Research
and other authorities in coordinating the work of

research and development and training institutions;

maintaining a sectoral information bank including a
technical library and an enterprise directory, and
publishing reviews of trends and issues in industry,

science and technology;

the regularion of industrial operations through:

collaboration with Ghana Investment Centre in screening

investment applications;
controlling the issue of factory licences;

inspecting factories to ensure compliance with licence
conditions and with industrial safety, health and
environmental standards.
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PROPOSED ORGANIZATION CHART
MINISTRY OF INDUSTRIES, SCIENCE & TECHNOLOGY
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JOBS DESCRIPTIONS.

- Code No. Position Title

1. PNDC - Secretary

2. PNDC - UnderSecretary

3. Interaal Auditor

L, Legal Counsel

e Chief Director, Industry

S5e1 Director, Planning, Research and Policy Analysis

5.1.1 Assistant Direc’r, Sector Planning

5.1.2 Assistant Director, Macro Planning and Systems

913 Assistant Director, Policy, Project Analvsis

5.2 . Director, Statistics and Data Processing

Se2.1 Assistant Director, Sinudies and “ublications

Se2,2 Assistant Tirector, Survey and Data Collection

5ele3 Assistant Director, Nata Processing

S.F Cirector, I'rozramming, Monitoring and Svaluation

5,31 Assistant Cirector, Zector Programming

Se3.2 Assistent Director, Macro Frogsramming, Aid Coordination and UNIDO

5.%2.2% assistant Director, Monitoring and Evaluation

Solt Director, Manufacturing Overations and Support Services

S.l.1 hssistant Director, Textiles, Garment, Leather and Footwear

S.lh.2 Assistant Director, Food and Agro Industries

S.k4.3 Assistant Director, Yood, Paper and Printing Industries

S.U.b Assistant Director, Chemicals, Plastics, Mon-Metallics, Minerals .
and Rubber

5..,5 Assist;"t Director, Tngineering Assembling, Metal, Tlectrical and
Industrial Services

5.5 Director, Special Projects

5¢5.1 Assistant Director, Industriali Engineering

5.5.2 Assistant ZDirector, Industrial Tconomics
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Code No. Position Title T

5-5.3 Assistant Director, Small Scale Industries Coordination

6. Chief Director, Science and Technology

6.1 Director, Spvecial Projects

6.1.1 Assistant Director, Appropriate Tecknology Develorment

6.1.2 Assistant Director, Technology Transfer, Laboratories and Training

6.2 Director, Research and Development, Cooperation and Programming

6.2.1 Assistant Director, Science and Technology Cooperation; International,
Regional and Bi-lateral Cooperation

6.2.2 Assistant Director, Coordination of Industrial Reseerch Projects

7e Chief Director, Administration and Information

7.1 Director, Personnel, Training, Media and Library

7:1.1 Assistant Director, Organization and Management, Library and Records

712 Assistant Director, Personnel, Recruitment Training

7.2 Director, Budget, Finance and State Owned Entervrises Coordination

7e2.1 Assistant Director, Budget, Accounting and Secretariat

7e2¢2 Assistant Director, State Owned Enterprises Coordinatior

7.3 Director, General Services, Building Management, Maintenance, Typing

Pools and Transport
7031 Assistant Director, General Services and Typing Pools
7.3.2 Assistant Director, Building Management, Maintenance, Purchasing,

Storage, and Transport
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STRUCTURE

1.1
1.2

1.3

1.b

1.5

Position Title: PNDC Secretary

Ismediate Superior: PNDC/Chairmen of Cormittee of 3

i
r

c aries

Immediate Subordinate:

i. PRDC Under-Secretary

Coordination

i, Chairman, Advisory Board
ii. Chairmam, Statutory Bodies

Associates: All PNDC Secretaries.

OBJECTIVE OF POSITION

2,1

2.2

The principal objective is to give political direction and leadership
for the efficient and effective co-ordination and implementation of all
policies relating to Industry, Science and Techmologr.

He is thereby the sole, official link between Government and his Ministry.

RSSPONSIBILITIES

Je1

3e2

3¢3

To ensure that policr proposals reaching him for his aptroval or that of
the PNDC are of certain minimum standards and critically meet the
requirement of the national interest.

To supervise through the PNDC Under-Secretary and the Chief Directors
for the purposes of ensuring that the plans, ﬁrogrmes of the sector
are carefully co-ordinated, their implementation well monitored/evaluated |
and further that adejuate research, statistical surveys, analyses and
records are undertaken as bases for the development of the Industrial
Sector.

To ensure that adequate plans are made for improving the quality of
personnel in the Ministry and their availability as critical resource

for the manufacturing sector, Science and Technology.
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3.4 To ensure through the Under-Secretary that work required as supmort
services such as those of information management and general administration
are provided in such manner as not to hamver the work of the Ministry
as a whole,

ASTIVITIZS

5.1 Attends meetings of PNDC Committee of Secretaries and of PNDC meetings
when invited.

k.2 Participates in sub-committee activities of Committee of S~cretaries.

k.3 Crganises regular meetings with top management personnel in the Ministry
to discuss received reports on tasks accomplishments and assigns new tasks.

4.4 Represents Govermment on negotiations for promotion, expension, rehabi-
litation and upgrading of the Sector as head of the Ministry or when
Government designates him to do so.

b.5 Crganizes to receive calls and courtesy visits made on him in his official
Vcapacity as head of the Industry, Science and Technology sector.

4,6 Directs the preparation of, and reviews revorts by the Chairmen of Boards
and Corporations under the Ministry to ensure their proper management.

4,7 Organizes and undertakes supervisory visits to verious organisations,
industries, scientific and technological institutious.

4,8 Orzanizes regular Ministerial Advisory Board meetings and chairs them.

4,9 Organizes meetings of the Boards/Committees of other statutory bodies.

ATTHORITY

5.1 As established by PNDC Establishment Proclamation Law of 1981 and

PNDC Lav 42 and any other consequential legislation.
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STRUCTURE

1.1 Position of Title - PNDC Under-Secretary

1.2 Immediate Superior - PNDC Secretary for Industries, Science and Technology

1.3 Immediate Subordinates - Chief Directors, Ministry of Industries, Science
and Technology

1.4 Coordination - Boards and Statutory Corporations
1.5 Associates- PNDC-Secretaries of all Ministries

OBJECTIVES OF POSITION

2.1 To co-ordinate the vrofessional work of the Chief Directofs.

2.2 Always at base and in consultation with the PNDC Secretary, to give
political direction for the day to day activities of the Ministry.

2,3 To act for PNDC Secretary on regular basis and when designated by the
PNDC-Secretary.

2.4 To undertake any other assignment given by the PNDC Secretary.

RESPONSIBILITIES

31 Ensures the provision of comprehensive plans to cover all activities
of the Ministry,

3¢2 Collates plans emanating from the policies and objectives of the Ministry
and assists in the development of strategies and the determination of
priority areas.

3¢3 Supervises the collection, compilation and dissemination of information
concerning trends in industry, science and technology development,
production, transformation and utilization and the provision of statistical
data on activities,

3.4 ®nsures that financial policies and procedures for planning and controlling
the administration of the Ministry are consistent with policies,
objectives, rules and regulations of the Controller and Accountant

General's Department.

3¢5 Tnsures the timely preparation and consolidation of budgets for the activities
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of the Ministry,
Ensures press publicity and public orinion concerning the activities
of the Ministry, assesses their impact on policies and progremmes and
evolves strategies and machinerv for explanation, promotion and
maintainance public understanding and zoodwill.
To be ir-charge of publication of an Annual Report on the activities

of the Mipistry and achvievements.
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JOB LSSCRIPTION

STRUCTTRS

1.1 Position Title: Internal Auditor
1.2 Administrative Supervisor:
1¢3 TImsmediate Subordinates: Nil
1.4 Associates:
i. Auditor-General's Department

ii. Accountant General's Department
iiji. A1l Internsl Auditors other Ministries

2. OBJECTIVE OF FOSITION

2.1 Appraisal of the Internal Control system.
2.2 Ascertainment of Legitimacy of financial coimitments.

23 Maintenance of proper records.
3. RESPONSIBILITIES
3+1 Conducts pre-auditing of all account books of the Ministry.

3.2 Pre-audits all payment vouchers of DAPIT.

3.3 Pre-audits all payment vVouchers of NBSSI.

&, QUALIFICATIONS
Diploma/Certificate of intermediate level of Accountancy. A minimum of

five years in govermmental financial overations.
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2.

S

STIUCTURE

%1
1.2
1.3
Toh

1.5

Position Title: lLegal Counsel

Iomediate Supervisor: Attorney Gemeral

Adainistrative Sepervisor:s PNDC Under-Secretary

Immediate Subardinates: Nil

Associates: Legal Counsels oi'er '{nistries and Departments

OBSFCTIVE OF POSTPION

2¢1 To advise um all lerul matters of constitutional, administrative, civil
law and crisinal law, |

2,2 To be inwolved in all ratters having l2gal consequences for the Ministry.

2.3 To conduct or advise on disciplinar— investication and me:sures.

RESPONSTIRTLITICS

3¢1 i) advise, assist on emtuélly draft, any legislation, rules and
regulations,

3e2 4ill clear contributions of the Ministry to Develo=ent Plans,

3¢3 i1l advise on and cisar all contracts, ‘obl:lgiug the Govern~ent, excent
normal esmployment contracts.

3.4  If required will adviss and clear contracts regarding the Industriel
Sector Adjustment Cradi: Pecsasuc,

3¢5 Will advise on disputes between staf? and the Ministry.

3.6 Investigates on misconduct of personnel and eventual diseiplinary action

3.7 Represents the Ministry ir legal a’fairs.
if requested,

A"ALIFICATION

Bar examination, five years legal practical,
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1.5
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JOB DESCRIPTIONS

No. S

STRCTURE

Position Title: Chief Director, Industry

Immediate Supervisor: PNDC Under-Secretary

Immediate Subordinates:

i. Director - Planning Research and Policy Analysis
ii., Director, Statistics and Data Processing
ir. Director, Manufacturing Operations and Support
11€. Director, Progremming, Monitoring and Evaluations.
v. Yirector, Special Projects.

OooEration:

i. National Board for Ssall Scale Industries
ii., Ghana Standard Board

Associates: All Chief Director of the Ministry and other related Ministries

OBJECTIVES OF POSITICN

2.1

2.2

2.3

2.b

2.5

2.6

2.7

To guide and ensure® proper and thorough problem and impect analysis
through the conduct of subsector, policy and other studies,

To initiate formulatiocn of proposals for macroeconomic and other policy
reforn, especially those relating to protection and subsector development
programees, intersectoral linkages and infrastructural requirements.

To initiate special dewelopment programmes and structural changes in
state ownership of industrial entervrises.

To initiate preparation of reviews and other material on trends and
developments in the industrial sector.

To guide and prepare policy directives on Industry for inclusion in the
Zconomic Recovery Programme,

To ensure in-flow of monthly information from industry to Statistics and
Data Processing, dissemination and proper use by the relevant Directors of
the Division.

To guide preparation, monitoring and evaluation of subsectors of industry.
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2.2 To sc-een industrial rehabilitation oroersammes of state owned enterprises
and private induatries,
2.9 To guide and lead technical assistance programmes to industry.

- 2.10 To initiate technical advice to the Mational Board for 3m»all Scale Industris.

3« RESPONSISILITIES

3.1 The Chief Director, industries will initiate and follow-up on industrial
policy analysis and policy formulation, rezulation amnd review, planning
and evaluation.

3«2 Will guide and secure formulation of sacroeconomic and other sector and
subsector policies and plans.

3.3 Will initiate proper introduction of macroeconomic placs for industria-
lization in the Zconomic Recovery Prograsne,

3.4 Will jnitiate supervision of monthly data collection from industry in
order to feed rroperly the other Director's offices of his Division.

3«5 To advise his staff to control data originating from industry through
Regional Offices and factory visits.

3.6 To plen and evaluate future industrial projects.

3.7 To exvedite decisions of requests for licences for expansion or establish-
ment of new industries.

3.8 To guide planning, elaboration and implementation of industrial studies.

3.9 To participate in evaluation of industrial pro jects,

3,10 To guide programming and implementation ©f rehabil.tation activities
within the industrial set-up,

311 To correlate and coordinate the participation of the Ministry with bi-
lateral and international agencies in their investnent and technical
#ssistancc proframes.

3.12 To ensure active cooperation with the Ghana Investment Centre for the
expansion and uperading of existing industries and the establishment
of new industries. |

3¢13 To ensure active cooperation with the Ministry of Trade for export

marketing.
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3.1 To securs the obeirvence of indvstrisl safety, health and pollution
standiards,
37 Initiate preparation of budgetary estimates for his progreame.

k. ACIIVITIES

L1 Acts as a link between Government and industry.

L.2 Initiates within his responsibility all necessary action to improve,
upgrade and to promote new industries.

&e3 Cooperates with the Chief Director of Science and Technology to direct
that programme to the beaefit of industry.

Lo, Leads in cooperation wita the Chief Director, Administrstion and
information recuested assistance in the financial and techrical field
to State Owned Enterprises.

5.  AUTHORITY )
5.1 May enter at working hours any factory for inspection of eguipment and
" industrial processes as well safety, health and pollution.
5.2 Direcis and approves travel plans for his stalf.
5.3 appraises perforwance of iis staif at least anmualiy in accordance witi
establisned rules and regulations.
5.4 Commenis on all personnel action before implementavion.
é. SOALIFICAT IO
Posigraduate University Degree in engineering 7/ economist or equivalent.

At jeast ten years of experience in Governmept or industry.
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JOB DESCRIPTION

No. 5.1

1. STRUCTURE

1.1 Position Title: Director, Planning, Research and Policy Analysis
1.2 Twmmediate Supervisor: Chief Director, Industry
1«3 Immediate Subordinates:
i. Assistant Director, Sector Flapning
ii. Assistant Director, Macro-Economic Planning and Systems
iii. Assistant Director, Policy Project Analysis
1.4 Associates:
i. Director, Industrial Statistics and Data Processing
ii. Director, Industrial Programming, Monitoring and Evaluation
iii. Director, Special Projects
iv. All Directors other related Ministries
1.5 Coordination
i. Bank of Ghana

ii. National Tnvestment Bank, Mational Investment Centre
iii. National Board for'Small Scale Industries.

2. OBJECTIVE OF POSITION

2.1 To be responsible to oversee the preparation of subsector plans and for
problem and impact analysis through research and conduct of subsector,
policy and other studies.

2.2 To formulate proposals for macre-economic and other rolicy reform, and
broad parameters of subsector development programmes, specifically
those relating to protection and other policy considerations, intersectoral
linkages and infrastructural changes in state ownership of industrial
entervrises,

2.3 To prepare reviews and other material for publication on trends and

. developments in industry.
3e RESPONSTBILITIES

3.1 Analyses and elaborates on industrial policy issues originatirng from the
PNDC, the PNDC Secretary for Industries, Science and Technology, the

Ministerial Advisory Board or any other Government level or private source.
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3«2 Develnps systems and methods suitable and applicable to Ghana to
formulate subsector plans and aprropriate industrial nolicy.

3«3 Applies problem and impact analysis through the conduct of subsector,
policy and other studies, *

3.4 On the basis of the aforementioned studies the Director will for-mlate
proposals for subsector development prograrmes.

3.5 Will elaborate and formulate macro-economic and other industrial policy
reform and other volicy considerations, intersectoral linkages and
irfrastructure requirements.

3.6 Will identify, elaborate and propose special development policy.

3.7 Will study structural changes in state ownership of industries, and
will recommend volicy consequences to the Chief Director of the Division
of Administration and Information and the Director, Special Projects
respectively.

3.8 Prepares and reviews other material for publication on trends and
development in sectors or subsectors of Industry.

3.9 Will vrepare budgetary estimates for his programme.

ACTIVITIES

4,1 Receives and collects policy information on industry from various
sources for analysis and proceasing,

b,2 Cooparates closely with academic institutions.

4,3 Participates to the possible extent in industrial volicy meetings,
workshops etc. in Ghana gnd abroad.

b.h Assists the execution of particular subsector and other studies on an

ad hoc basis and initiates and helps develop sta?? ressarch skills,
AUTHORTTY

5.1 Directs and supervises three Assistant Dirvctors.
5.2 Requests basic and clarifying information on industrial policy from

related Ministries, industry and any other source.
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5.3 Appraises at least annually his immediate subordinates in accordence
with laid down policies and regulations.

S.4 Comments on any persomnel acticn of his unit.

CUALIFICATICNS

First University Decree in economics, with special experience in industrial
analysis, policy planning, financial analysis, international trade,
marketing etc. Academic degree preferred. A minimum of ten years of

practical experience is required.
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JOB DESCRIPTION
No. 5.1.1

STRUCTURE

1.1 Position Title: Assistant Director, Sector Flanning

1.2 Immediate Supervisor: Director, Planning, Research and Policy
Analysis

1.3 Immediate Subordinates: Nil
1.4 Associates:

i. All Assistant Directors of the Ministry
ii. Staff of the Central Bureau of Statistics

OBJECTIVE OF POSITION

2.1 To prepare under the supervision of the director draft indicative
five-year development plans fcr each industry sub-sector.

2.2 To elaborate sub-sector plans intc one-year operationsl plans for

implementation.

2.3 To define and translate sector and industry production targets into

production quantities.

2.4 To define and/or =laborate performance indicetors for periodic

monitoring and evaluation.

RESPORSIBILITIES

3.1 Conducts sub-sector studies.

3.2 ’ Prepares and periodically up-dates the five-year development plans

for each industrial sub-sector.
3.3 Elaborates annual and bi-annual operational plans.
3.4 Defines targets and performance levels for each sub-scctor.

3.5 Coordinates with macro-eonomic planning the preparation of the

industrial sectur plan.

QUALIFICATION

University degree in economics or enginesering with at least four years
in planning or industrial management.
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JOB DESCRIPTICN

No. S5.1.2

1. STRUCTURE

1.1 Position Title: Assistant Director, Macroeconomic Planning and Policy
“ Analysis

1.2 Iumediate Supervisor: Director, Planning, Research, and Policy Analysis
13 Immediate Subordinates: Nil
1.4 Associates:
i. A1l Assistant Director of Divisions of Industry and Science and
Technology

ii. Central Planning Office
iii. Staff of the Central Bureau of Statistics

2. OBJECTIVE OF POSITION

2e1 To be the main source for the elatoration and preparation of the
industrial part of the Five Year Development Plan.

2.2 To extract ‘rom the Sectcr Plan:facts and data for amnual and bi-annusl
operational plans for implementation.

2.3 To estimate financial and technical implications for the implementation
of annual, bi-annual and the Five Year Plan,

2.4 To produce performance indicators for monitoring and evaluation the
industrial sector.

2.5 To coordinate in cooperation with the Central Planning Office periodic

revorts as in-puts for the National Economic Plan.

3«  PESPONSIBILITIES

. 31 Prepares for the Five Year Development Plan the contribution of the
manufacturing sector.

%e2 Elaborates and proposes for the Five Year Development Plan operational
sub-plans for implementztion.

3.3 ZEstimates financial and technical implications for the implementation of

annual, bi-annual and the Tive Year Development Plan,

3.4 Defines and elaborates performance indicators for monitoring and evaluation
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of the industriasl sector and subsectors.
3¢5 Coordinates in cooveration with the Central Plamning Office veriodic

revorts required for the National Economic Plan.

b, OUALIFICATION

University degree in economics with at least ‘our years experience in economic -

planning.
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JOB DESCRIPTION

No. 5.1.3
STRUCTURE
1.1 Position Title: Assistant Director, Policy and Project Analysis
1.2 I=mediate Surervisor: Director, Planning, Research and Folicr Analrsis
1.3 Irmediate Subordinates: Nil
1.4 Associates:
i. All Assistant Directors of Divisions of Industr: and Science and
Technology
ii. Central Bureau of Statistics
OBJECTIVES
~ 2.1 To conduct subsector studies to assess trends, intersectoral and infras-
tructural requirements and constraints.
2,2 To review sector plams, studies and draft industrial policies and policy
reforn.
2.3 To vwrevare drafte of legislation resulting from policy recomrendations.
2.4 To analyse past and present policy to determine impacts and corrective
actions.
2,5 To review industrial prospects and proposals reaching the Ministry and
advise on economic impact.
RESPONSISILITY
3.1 Prepares and conducts studies on subsectors for the assessment of trends,
intersectoral and infrastructural requirements and constraints and
deficiencies,
3.2 Studies and reviews industrial sector plans and drafts industrial
policies and policy reform.
3¢3 Drafts in cooperation with the legal counsel legislation originating
from policy recommendations.
3,4  Analyses industrial policies to review impact on' the economy of the

country and recommends corrective measures,
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2,5 Analyses industrial prosrects and srovosals reaching the Ministry with

the aim to advise on economic conseaqguences,

CTALITICATION

Tniversity Degree in economies or buciness zdministration with at least two

years of irndustrial experience,




Position Title: Director, Industrial Statistics and Dzta Processing

1.2 | Immediate Suvervieor: Chief Director, Industry

1.3 I=mediate Subordia-~tes:

i. Assistant Director, Studies and Publications
ii. Assistant Tirectsr, “urvey and Data Collection
iii. Assistant Director, Data Processing and Mamagement
1% Associates:
ie Central Sureaun of Statistics

ii. All Pirectors of Research and Statistics of otker Hinistries
i1, A1l Directors at the Ministry

2e OBJCTIVS OT POSTPICN

2.1 ™ Lte the main organ for co-ordinrting and. undertakins the collestion,
comnilation and anyiysis c? industrial and other statistics required
as an information base for policies, programming, :uan-asenent. monitoring
and promotion of efficient industrial development in Ghrana,

202 Apart from the st:tistics thems2lves, to be the Zscol cenire for the
Ministry’'s data manazement and information systen.

2,3 To service the Chief Director of Science and Technology.

RESFONSIBILITI®S

3¢1 Prepare a decree for the PNDC-Secretary under the authority of Art. 9
of the Manufacturing Industries Act of 1971, to be ;romulgated as soon

as possible, for a monthly revorting system of Ghana Industries abouts

i. rawmaterial supnly;
ii. items under productions
iii, quantity of prodiction;
iv. quantity of sales lccally and exports;
Ve personnel under contract;
vi. reasons for unused capacities, if any;
vii, other items, still to be decided,
viii, observe any necessary lesal follow=up,

32 Prenares selected statistical informction for periodic publication.




Se

6.

- 32 -

3.3 Collects and compiles and aralyses the statistical data received under
the monthly svstea and any other statistical data, obtained from other
sources,

3.4 Be the source of information on statistical data in the field of industry,
available from other countries, specifically couniries where Ghana hasg
political or market interests,

3.5 Be the main sourre for industrial data to the Central Bureau of Stetistics.

3.6 Prepares budgetary estimates for his programee.

ACTIVITIES

k.1 Receives and analyses monthly reports froa Ghana industries.

&.2 Receives and analyses statistical industrial data from other sources.

k.3 Organizes support services for various units of the ¥inistry,

k.b% Reports to the management of the Ministry about any remarkable events
or trends in industry.

k.5 Issues control and secures correct statistics through Iegiocnal Offices,

eventually factory visits.

AVTHORITY

S5¢1 Requests clarifying and additional information from industry.

5.2 Comments on all requisitions on expenditure.

S«3 Appraises annually his immediate subordinates in accordance with laid
down policies and regulations.

Se4 Comments on all personnel actions regarding his area.

QUALTFICATIONS

Pirst University degree in economics/engineering with post graduate training
in statistics, econometrics and computer oper:tions, or egquivalert. Minimum

of four years in similar positions.
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JOB DESCRIPTTON
No. 5.2.1

1.1
1.2

1.3
1.4

Position Title: Assistant Director, Studies Publications (Statistics)
Immediate Supervisor: Director, Statistics and Deta Processing
I=smediate Subordinates: Nil

Associates:
i. Assistant Directors, Surveys and Data Collection and Data
Processing;
ii. All Assistant Directors of the Ministry.

OBJECTIVE OF TH® POSTTION

2.1
2.2
2.3

2.4

To generate industrial studies end publications resulting froam statistics.
To supplement statistical information to studies and publications.
To prepare statistical publications on trends and develorments in
industry.

To review statistical data of studies and. publications undertaken by

other agencies,

RESPCNSIBILITIES

301
3.2

3.3

3ok

35

3.6
3.7

‘Initiates and prepares industrial studies and publications.

On request screens and reviews other industrial studies and publications
regarding statistical data.

Supplements by statistical information studies of the Ministry and

the Ministry of Finance and Planning.

Supplements by industrial statistical data  any study of any other
agency.

On request screens and reviews statistical data of studies of any other
agency.

Is the focal point of cooperation with the Central Bureay of Statistics.
Will undertake any other task assigned to him by the Director.

QUALIFICATION

Bachelor of Economics, Statistics, Business Administration or equivalent,

with at least three years experience in statistical work.
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JOB DESCRIDTTON

No. 5.2.2

ST2UCTURE

1.1 Position Title: Assistant Director, Surwveys and Data Collection
1.2 Immediate Suprervisor: DJirector, Statistics and Data Processing
1«3 Immediate Subordinates: Nil

1.4 Associates:

i. Assistant Directors, Studies & Publications and Data Processing
ii. All Assistant Directors of the Ministry

OBJECTIVE OF POSTTION

2.1 To initiate and prepare surveys on statistical information originating
from the Central Statistical Office and the Ministry.

2.2 To coordinate and cooperste on surveys of other agencies which have
impact on industry. .

2.3 To ensure the timely collection of relevent statistical information fros
industry for data processing.

2.4 To coordinate data processing and follow-up distribution.

RESPONSIBILITIES

3«1 Conducts mciﬂiud surveys on statistical information from the Central
Bureau of Statistics and the Ministry as vell as the Regional Offices.

3«2 To coordinate statistical data, cooperate and assist surveys prepared by
other agencies in the field of industry.

3¢3 Supervises the timely receipt of reguested statistical data from industry
for vrocessing.

3.4 Coordinates data processing and follow-up their distrubution to the
agencies concerned.,

3¢5 Will undertake any other task assigned to him by the Director.

QUALIFICATION

e ———————

Bachelor of Economics Statistics, Business Administration or equivalent with

at least three yesars sxperience in statistical work.
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JOB DESCRIPTION

No. 5.2.3
STRUCTURE
1.1 Position Title: Assistant Director, Data Processing
1.2 Immediate Supervisor: Director, Industrial Statistics and Data Processing
1.3 Immediate Subordinates: Nil
1.4 Associates:

i. Associate Director, Studies snd Publications
i. Associate Director, Survey and Data Control
i.

i
ii All Assistant Directors of the Division of Industry

OBJECTIVE OF POSITICN

2.1 To receive data “rom the Industry Monthly Reporting Srstem.

2.2 7o receive data from the Director , Policy and Planning and the Assistant
Directors, Studies & Publications and Survey and Data Control.

2.3 To receive any other relevant data regarding industry from other sources
of the Ministry and from outside,

2.k To operate the computer and process data in speci®ic format established
by the Director, Industrial Statistics and Data Processing.

RESPOMSISILITIES

3.1 Will be the focal point for all data processing activites,

3.2 Codes and classifies data for subsequent data processing.

3«3 Enters data in the computer,

3.4 Advises the Director and the Assistant Directors of Industrial Statistics
and Data Processing on deficiencies for corrective measures.

3.5 1Initiates and compiles monthly statistical reports for the Directors
of Planning, Programming, Monitoring and Evaluation.

3.6 Extracts and compiles data for industrial studies,

3.7 Any other function assigned by the Director,

QUALIFICATION

Bachelor of Economics/Statistics/Business Administration on equivalent with

at least of three years experience in computer operations.




JOB DESCRIPTION
No. 503

1. WA

1.1 Position Title: Director, Programmins, Monitoring and Zvaluation

1.2 Immediate Supervisor: C{aief Director, Industry

1.3 Immediate Subordinates:

i. Assigtant Director, Sector Programming
ii. Assistant Director, Macroeconomic Programming and Aid Coordination
iii. Assistant Director, Monitoring and Evaluation
1.8 Associates:
i. Director, Planning, Research and Policy Analysis
ii. Director, Industrial Statistics and Data Processing
iii. Director, Manufacturing Operations and Support
1.5 Coordination
i. National Board for Small Scale Industries
ii. Ghana Standard Soard

iii. Ghana Investment Centre
iv. Bank of Ghana

2. OBJECTIVE OF POSITION

2.1 To be primarily responsible for detailed oreparation, as well as management
- support, monitoring and evaluation of subsector and other develorment

programmes.

2.2 To develor, manage and monitor svecial programmes for policy measures
wkose implementation is entrusted to the Ministry.

2.3 To study, elaborate and recomendféﬁbsectoxs and for individual industries
import (in cooperation with the Bank of Ghana or other Banks investing
in Industry) » rehabilitation, restructuring programmes, specifi-
cally in conjunction with the Industrial Sector Adjustment Credit (ISAC).

2.4 To monitor, aprraise and evaluate industrial subsectors and individual .

industries.

2.5 To be the centre of coordination of external aid and liaison with UNIDO




QESTONSISILITIES

3«1 Starting from the perceptions of Planning, Research and Policy Analysis
the Director will develop short-term, medium - and long-term trozrammes
for orderly industrialization in Ghana.

«2 Monitors and recommends.incentive measures so as to mzintain the mementus

of increased domestic production and exports.

3«3 Pollowing macroeconcmic goals, the Director will develop plans to shif
the leading edge of policy reform from macroeconomic to sectoral
concerns, and to lay the basis for renewed, vigorous and efficient
grovth in the industrial key sectors for processing local raw materials,
vroduct development for domestic and export markets.

3.4 Monitors the suvply of imported raw material and equipment in co-
operation with the import licencing agencies.

*.5 Providel Technical support for the rehabilitation of industries which
would be unable otherwise to operate efficiently (local or external cor':-
sultants, training etc).

3.6 Will be the focal instrument for the implementation of the ISAC Credit.

2.7 Co-ordinates external agsistance and liaises with UNIDO.

3.8 Prepares budgetary estimates for his programme.

b, ACTIVITIES

k.1 Macrn - and microeconomic programming
4,2 Receives copies of monthly reports from industry from the Director of
Industrial Statistics and Data Processing Unit and monitors the
. development of the industrial sectors.
k,3 Orzanizes support services for the industrial sector and subsector and

individual enterprises.

b4 Plans and implements group amiindividual training on subsector of
Industries and plant level.
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AUTRORITY

5¢5

Has direct access to indust. .

CallSon the support of all Regional Offices.

Comments on all requisitions on expenditure within his resvonsibilities.
Appraise at least annually his immediate subordinztec in 2ccordance with
laid down volicies and regulations.

Comments on all personnel actions regarding his area.

QUALIFICATIONS

First University degree in economics/engineering with postgraduate training

in industrial progrsmming and management, or equivalent. Minimum of four

years in similar positions is required.
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JOB DESCRIPTICON
No. 5.3.1

1. STRUCTIRE

1.1 Position Title: Assistant Director, Sector Programming
1.2 TImmediate Suvervisor: Director, Prozramming, Monitoring Zvaluation
1.3 Ismédiate Subordinates: Nil
1.4  Associates:
i. All Assistant Directors of Divisions ‘of Industry and Science

and Technology
ii. Staff of the Central  Bureau of Statistics

2. OBJECTIVE OF POSITION

2.1 7o vrovide detached programme of resources and support for industrial
develooment.

2.2 To estatlish development programmes for industrial rehabilitation of
industry;

2.3 To provose and monitor the privitizati-on and restructuring of State

Owned Enteryrises.

3« RESPONSIBILITIES

3.1 Studies, elaborates and provides detailed programme of resources and
support services for industrial development.

3.2 Prepares and proposes development programmes for the rehabilitation of
industry, including a time-table for implementation.

3.3 Studies and recommends financial resources required.

3.4 Programmes and monitors in cooperation with the Assistant Director of
State Owned Snterprises coordination privatization, closure or restruc-

turing of such industries.

o  RTALIFICATION

Degree in economics or business administration with at least two years of

experience in industry.
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JOB DESCRIPTION

NO- 5.3.?
STRUCTURE
1.1 Position Title: Assistant Director, Macroeconomic Programming, Aid
Coordination and liaison with ONIDO
1.2 Immediate Supervisor: Director, Programaing, Monitoring and Evaluation
1.3 Immediate Subordicates: Nil
1.4  Associates:

i. All Assistant Directors of the Divisions of Industry and Science and

Technology
ii. Central Bureau of Statistics

OBJECTIVE OF POSITION

2.% To be in charge of programmes for the development of the manufacturing
sector covering financial, human and technical aspects.

2.2 o be the link to the Director, Sector Programming in order to secure
optimum utilization of financial and technical resour- s.

2.3 To be the focal point for externmal aid available from internaticnal,
regional and bi-lateral programmes.

2.4 To maintain the day-to-day contacts with the United Nations Industrial
Development Organization specifically,

2.5 To channel in cooperation with the Assistant Director for State Owned
Enterprises Goordination technical assiztance to this subsector,

RESPONSIBILITIES

31 Elaborates and preperes detailed programmes for manufacturing development,
including financial, human and technical support.

3.2 Ensures in cooveration with the Assistant Director for Sector Programming
proper distritution of financial and technical rezources.

3.3 Cooperates with external aid agencies, specifically technical assistance
organizations and coordinates and channels aid to industry.

3.4 Acts on all matters concerning cooperation with the United Nations

Industrial Development Organization.
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3.5 Informs the National Committee for the United Nations Industrial:
Development Organization on matters of their interest.
3.6 Progzrammes technical assistance suprort to State Cwned Enterprises and

proposes rehabilitation action as well,

QUALIFICATION

Degree in economics or business administration with at least two years of

experience in similar positions in Government or industry.
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JOB DESCRIFTION
No. 5.3.3

1. STRUCTIRE

1.1 Position Title: Assistant Director, Monitoring and ~valuation
1.2 TImmediate Supervisor: Director, Programming, M-nitcrinz and Tvaluation -
1¢3 Immediate Subordinates: Nil

1.k Associates: All Assistant Directors of Divisions of Industry and Science
and Technology

2. OBJECTIVE OF POSITION

2.1 To elaborate and apply systems for monitoring industrizal development at
macroeconomic level and at subsectors,

2.2 To study and elaborate programmes for evaluation of the industrizal sector
and its subsectors.

2,3 Tn study development srogress and to report on achievements and failures,

2.4  To perform subs:ctoral industrial studies for evaluation of vrogress.

3.  RESFONSIBILITIES

3«1 Develops detailejsystems for monitoring of the menufacturing industry at
the macroeconomic and at the subsector level.

3.2 Develops -programmes for evaulation of the rerformance of each industrial
subsector as well as the manufacturing sector as a whole.

3¢3 Reports on industrial development nrogress, achievements and failures.

2.4 Performs subsectorial studies for evaluation of industrial vrogress.

3¢5 Analyses in detail industrial cases where results indicate major deviations

from targets.

b, OUALIPTCATION

Degree in economics or business administration with at least two years

experience in industry.
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JOB DESCRIPTION

. 'o. 5.“

STRUCTURE

1.1
1.2

1.3

Position Title: Director, Mannfacturing Operations and Support Services
Immediate Supervisor: Chief Director, Industry

Immediate Subordinates:

All Assistant Directors of his Unit

OBJECTIVE OF POSITION

2.1 To study and appraise industrial development schemes and industrial
enterprises to design and screen rehabililation vrogrammes from the
technical and menagerial view point.

2.2 To study and organize infrastructure develomment activities.

2.3 To manage and monitor special programmes for policy measures of
privatization, closure or restructuring of state owned industrial
enterprises in cooperation with the Chief Director of Administration.

2.4 To monitor sector's performance including trends in growth of value-

. added, manufactured vroducts for domestic and export markets, upstream
resources development, industrial manpower, training and demand,

2.5 To study, screen and direct technical assistance in cooperation with
the Director for Programming, Monitoring and Evaluation.

RESPONSISILITIES

3«1 Will be the managerial, technical and financial instrument of the
Ministry on subsector and plant level,

3¢2 The Director will deliver the technical inputs, will study problems of
subsectors and industries, propores improvement and assistsin remedial
measures,

3.3  Prepares and implements technical training at subsector and plant
level.

3.4 Will draft job desecriptions or terms of reference for technical assistance

mjéct.c
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3.5 Will assign counterpart staff to technical assistance projects 2nd super-
vise implementation.

3.6 Licencing of the extension of existing factories and new projects.

3.7 Will execute the Ministry's regulatory resvonsidilities with respect
to industrial standerds, safety, health and rollution control.

3.8 Will vrepare the budgetory estimates for his programme.

b, ACTIVITIES

4.1 '4il1l appraise the managerial and techmical competence of industry on
vlant level by regular and ad hoc factory visits.

4,2 Receivescopies from Statistics and Data Processing ' of Monthly Industry
Statistics for identification of bottlenecks or other
managerial or technical problems.

k.3 Appraisesindividual entervrises on regulation and instruction of the
PNDC=-Secretary, the Under-Secretary or the Chief Director, Industry.

b.b  Should organize and conduct grouv training courses, workshop and other

support activities as needs are identified.
5. AUTHORITY

Se1 The Director as well as his professional staff may enter the ground of
any private industry and inspect raw material, machinery, operations
and quality of vroducts.

5.2 Aprroves travel plan of professional staff,

5.3 Requests and receives, within his functions, information from Regional
Offices,

5. Comments on all requisitions of expenditures.

5.5 Appraises at least annually his immediate subordinates in accordance
with laid down policies and regulations.

5.6 Comncdts on all personnel actions rezarding his Branch,

6. QUALIFICATION
First University degree in industrial engineering with postgraduate training in
management and operation of manufacturing industries, At least ten years practica)

experience on plant level are

essential, preferable in different enterprises,
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JOB DZSTRIPTICH

No. S.k.1

STROCTURE

1.1 Position Title: Assistarnt Director, Textiles, Izrment, Tootwear and
—eather Industries

1.2 Immediate Supervisor: Director, Manufacturing Operations, and Support
Services

1.3 Irmediate Subordinates: One or two 0fficers (Technicians) working on
subsectors not covered by the Assistant Director

1.5 Associates: All Assistant Directors of Division of Industry

OBJEC?TIVE OF FOSITION

2.1 To assist in studying and aporaisal develovment schemes and industriel
enterprises in order to design rehabilitatiox.x vrogrammes from the
managerial and technical viewvoint,

2.2_ To asgist in studies of infrastructure levelorment activities,

2.3 ™o give advice, monitor and manage special vrosrammes ‘or rolicy measures
of orivatization, closure or restructuring of State Cwned Industrial
Pnterorises in cooperation with the Assistant Director, State Cwned
Tnterprises Coordination.

2.4 7o assist in studying, screening and direction technical assistance needs
for industry.

2.5 To assist in the promotior of industrial investment for existing and
nev industries.

2,6 To assist in the appraisal, control and regulatioﬁ of existinsy industries.

2.7 To assist in the formulation and implementation of industrial import

programmes if requested,
RESPOMSISTLITIES
3¢1 Collects the factual material for studies and aprraisal of development

schemes and industrial enterprises for design of rehabilitation programmes

from technical and managerial viewpoints.
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Collects factual information on infrastructure development and prepares
studies and recommendations.

Studies and advises am measures of privatization, closure or restructuring
of State Owned Enterprizes.

Studies techmical assistance needs and assists industries in drafting job
descriptions or terms of reference for experts or consultants services.
Studies possibilities for industrial investment, drafts projects profiles
and requests.

Studies necessities for training and proposes programmes.

Appraises industries,controls and reports about special events.

Comments on requests for expension of licences of existing industries or
issuence of new licences.

Any other task asrigned to him by the Director within his professional

competence.

he PALIFICATION

Degree in eagineering or equivaieat. A mininid of twe se=rs experience

in industrial positicus ia Goverume:t or Litlsedye
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JO8 DUCSCRIFTION

No. 5.5.2

STRUCTURE

1.1 DPosition Title: Assistant Director, Food and Azricultural Industries

1.2 TImmedizte Surervisor: Jirector, Yanufacturieg Crerations, and Suoprort

Services
1.3 Immediate Subordinates: Ome or two Cfficers (Technicians) working on
subsectors not covered by the Assistant Director

1.4  Associates; All Assistant Directors of Division of Industry

OBJZCTIV™ CF “OSTTICY

2.1 To assist in studying and appraisal development schemes and industrial
entervrises in order to design rehabilitation vrograsmes from the
managerial and technical viewpoint.

2.2 To assist in studies of infrastructure develooment activities.

2.3 To give advice, monitor and manage special nrograrmes for policy mseasures
o? srivatization, closure or restructurirg of 3tate Cv;xed Indnstrial.
“ntervrises in cooperation with the issistant Director, State Cwned
Enterpvrises Coordination.

2.4 To assist in studying, screening and direction technical assistance needs
for industry.

2.5 To assist in the promotion of industrial investwent for existing and
new industries,

2.6 To assist in the apvraisal, control and regulation of existing industries.

2,7 To assist in the formulation and implerentation of industrial imvort
programmes if requested.

RESFOMSI3TLITYES .

3.1 Collects the factual material for studies and appraisal of develooremt

schemes and industrial enterprises for design of rehabilitation programmes

from technical and managerial viewpoints.
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Collects factual inforsation on infrastructure development and prepares
studies and recocaendations.

Studies and advises an measures of privatization, closure or restructuring
of State Ovned Enterprizes.

Studies technical assistgnce needs and assists industries in drafting jod
descriptions or terms of reference for experts or consultants services.
Studies posaibilities for industrial investment, drafts projects profiles
snd requests.

Studies necessities for training and vroposes progreames.

Appraises industries,controls and reports about special events.

Comments on requests for expansion of licences of existing industries or
issuence of new licences.

Any other task assigned to him by the Director within his professional

competence.

be SPALIFICATIUR

Degree in esgineering or eguivaleat. A minimua of TWo years experieace ia

indusiriai positioas in Governzeni or InGusiry.
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JOB DESCRIFTION

Ho. 5.“03
1.1 Position Title: Assistant Director, :0co0d, Paver and ™inting Industries
1.2 Immediate Suvervisor: Director, Vanufacturing Operations, and Supvort
Services
1.3 Immediate Subordinates: Cne or two 0%%icers (Technicians) working on
subsectors not cavered by the Assistant Director
1.%  Associates: All Assistant Directors of Division of Industry

OBJECTIVE OF POSTTION

2.1 o assist in studying and appraisal develorment schemes and industrial
enterprises in order to design rehabilitation crogrammes from the managerial
and technical viewpoint.

2.2 To assist in studies of infrastructure develotment activities.

2.3 To give advice, monitor and manage special vrogrammes for policy measures
of vrivatization, closure or rstructuring of 3tate Owned Industrial
Zntervrises in cooperation with the Assistant Director, State Cwned
“nterprises Coordination.

2.4 To assist in studying, screening and direction technical assistance needs
for industry.

2.5 To assist in the promotion of industrial investment for existing and
new industries.

2.6 To assist in the appr=isal, control and regulation of existing indus:ries.

2.7 To assist in the formul»ation and implementation of industrial import
orogrammes if requested.

RESTOMSISILITI™S

3.1 Collects the factual material for studies and aprraisal of development

schemes and industrial entervrises for design of rehabilitation programmes

from technical and managerial viewpoints.
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Collects factual inforsation on infrastructure developmeant and prepares
studies and recommendations.

Studies and advises an measures of privatizatioan, closure or restructuring
éf State Owned Enterprizes.

Studies technical assistance needs and assists industries in drafting job
descriptions or terms of reference for experts or consultants eservices.
Studies poasibilities for industrial investaent, drafts projects profiles
and requests. '
Studies necessities for training and proposes programmes.

Appraises industries, controls and reports about special events.

Comments on requests for expansion of licences of existing industries or
issuence of new licences.

Any other task assigned to him by the Director within his professional

competence,

he SGALIFICATION

Degree in engineering or ecuivalent. A minimum of {wo years experience

in industrial positions in Governaeat or Incusiry.
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JOB DESCRIPTION

No. Soho"

STRTCTIE

1.1 Position Title: Assistant Director, Chemicals, Plastics, Non-Metallics,
Minerals azd 2uter Industries

1.2 Irmediate Supervisor: Director, Manufacturing Orerations, and Suprvort
Services

1.2 Immediate Scbordinates: One or two Officers (Technicians) working on
subsectors not covered by the issistant Director

1.4  Associates: All Assistant Directors of Divizion of Industry

CBJZCTIVE: OF POSITION

2.1 Mo assist in studying and appraisal develoment schemes and irdustrial
enterorises in order to design rehabilitation rrogrammes from the managerial
and technical viewroint.

2,2 To assist in studies of infrastructure development activities.,

2.3 To give advice, monitor and manage special rrogrammes for volicy measures
vrivatization, closure or restructuring of State Owned Tndustrial
Tnterprises in cooperation with the Assistant Director, State Qwned
Snterprises Coordination.

2.t ™o assist in studying, screening and direction technical assistance needs
for industry.

2.5 To assist in the promotion of industrial investment for existing and
nev industries,

2.6 To assist in the appraisal, control and regulation of existing industries.

2.7 To assist in the formulation and implementation of industrial import

programmes if requested.

R"SPOMSIBILITIES

3.1 Collects the factual material for studies and appraisal of development
schemes and industrial enterprises for design of rehabilitation programmes

from technical and managerial viewpoints.



- 52 -

2,2 Collects factual infornation on infrastructure develooent and nrepares
studies and recormendations.

%,3 Studies and advises an measures of privatization, closure or restructuring
of Stezte Owned “ntercvrizes. -

z,b Studies technical assistance needs and assists indusiries in drzting iob
descriptions or terms of reference for experts or consultants services.

3.5 Studies possibilities for industrial investment, drafts »rojects vrofiles
and reguests.

2,6 Studies necessities for training and proroses programmes.

2.7 Apnraises industries,controls and revorts about special events.

3.8 Comments on requests for expension of licences of existing industries or
issuence of new licences.

2.9 Any other task assigned to him by the Director within his professional

corvetence,
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JOB DESCIIPTICN

No. 5.5.5
1.1 Position Title: Assistant Director, Fngineering, Assembling, Metal,

1.2

1.3

1.4

Electrical Industries and
Industrial Services

Immediate Supervisor: Director, Manufacturing Operations, and Support
Services

Immediate Subordinates: One or two Officers (Technicians) working on
subsectors not coversd by the Assistant Director

Associates: All Assistant Directors of Division of Industry

OBJECTIVE OF POSITION

2.1 To assist in studying and avoraisal development schemes and industrial
entervrises in order to design rehabilitation vrogrammes from the managerizl
and technical viewpoint. |

2.2 To assist in studies of infrastructure development activities,

2.3 To give advice, mcnitor and manage special programmes for rolicy measures
privatization, closure or restructuring of State Owned Industrial
Enterorises in cooveratinn with the Assistant Director, State Owned
Ihterprises Coordination.

2.4 To assist in studying, screening and direction technical assistance needs
for industry.

2.5 To assist in the promotion of industrial investment for existing and
new industries.

2.6 To assist in the appraisal, control and regulation of existing industries.

2.7 To assist in the formulation and implementation of industrial import
programmes if requested. .

RTSPONSI3ILITICS

3¢1 Collects the factual material fer studies and anpraisal of development

from technical and managerial view - . s,
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3.2 Collects factual information on infrastructure develovment and rrevares

. studies and recommendations.

3«3 Studies and advises an measures of privatization, closure or restructuring
of 3tate Cwned Zntercrizes.

3.4 studies tecrniczl asczistance needs and assists indusiries in drafting job
descriptions or terms of reference for experis or consultants services.

35 Studies possibilities for industrial investment, drafts vrojects profiles
and regues*s.

3.6 Studies necessities for training and proposes vrogrammes,

3.7 Aypraiéea industries,controls and revorts about special events.

3.3 Comments on reauests for expansion of licences of existing industries or
issuence of new licences,

%9 Any other task assisned to him by the Director within his professional

compe tence,
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JOB DESCRIPTION

No. 5.5
1. STRUCTURE
1.1 Position Title: Director, Special Projects
1.2 Immediate Suvervisor: Chief Director, Industry
\1.3 Immediate Subordinates:
i. Assistant Director, Industrial Engineering
ii. Assistant Director, Industrial Economist
iii.- Aesistant Director, Small Scale Industries Coordination
1.4 Associates:
i. All Directors of Industry Division
ii. Directors of other relevant Ministries
1.5 Coordination:

i. Science and Technology Division of Ministry
ii. Ghana Industrial Holding Corporation through Division of
Administration and Information
iii. Ghana Standards Board
iv. Ghana Investment Centre :
v. National Board for Small Scale Industries

2. OBJECTIVE OF POSITION

2e1

2.3

2.b

2.5

To act on subsector and special Projects not covered by other Directors
of the Industry Division,

To work mainly on plant level with the aim to upgrade efficiency of
production by organization and management studies, market opportunities
studies, economic and pre-feasihility studies, group training and
training on the job.

To programme and initiate national maintenance and repair Programmes
and to identify industry constraints and assist in rehabilitation
Prograsmes for Industry in cooperation with the Director of the
Man(xfacturing Operations and Support.

To foster establishment of maintenance and repair workshops in certain
areas to the benefit of smaller plants not able to afford such facilities

on their own.

To assist industries on marketing at plant level and advise on export




3.

2.6

2.7

2.8
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opvortunities, in cooperation with tkhe Ministry of Trade.

To conduct for orivate and public sector enterprises cost-benefit
studies, product costing/pricing analysis and be responsive to tackle
other business rroblems affecting industry.

In cooperation with other Directors of the Division of Industry, to
liaise the Ministry on activities of the National Small Scale
Industry Board.

To advise industry in conjunction with the Science and Technology
Division, and the Director of Operations industrial enterorises in the
orderly improverent of production . design development of new

products and establishment of quality control facilities.

RESPOYSIBILITIES

3e1

3.2

33

3ol

3.5

3.6

3.7

Will analyse organizational and management problems of subsectors of
industry as well as at plant level.

Will assist indusi:rial enterprises in assessment and selection of
personnel in management and technical jobs, including locating of top
manegement and technical personnel.

Will conduct group training, individual training and workshops in
organization and management.

In cooperation with the Director of Manufacturing Operations and

Support, will study and prevare and initiate industrial maintenance

and repair programmes.

Will issue maintenance manuals for overhaul and replacement of industrial
equipment, including periodic inspections and servicing.

Will identify key areas for the establishment of workshops for mainte-
nance and repair of machinery of smaller industries not being able to
afford such facilities.

In cooperation with other relevant trade organizations, will ussist

industries in marketing of their goods for the domestic market and

exports,
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3.8 On request, will prepare cost/benefit studies, advise on financial
snalysis, cost accounting and other financial matters.
3,9 In cooperation with other Directors of the Division will develop an
- effective system for coordinating activities of the National Small
Scale Industry Roard.
* 3,10 Will assist plants in improving quality of vroduction, design and/or
development of new products, and establishment of quality control

facilities and techniques,

b, ACTIVITIES

k.1 Receives and analyses industrial reports and information from all
sources, including reports from the Director of Industrial Statistics
and Data Processing, for assistance for other industrial srojects not
covered by the other Directors of the Industry Divisiorn,

4.2 Will conduct factory visits regularly and ad hoc.

4,3 Will study and a;nalyse all information on organization and management,
maintenance and repair, workshop techniques and disseminate to industry.

4.4 Identify new markets for industrial products manufactured in Ghana and
disseminate to manufacturing enterprises.

4,5 Advise and train industrial staff on financial matters.

k.6 Will elaborate budgetary estimates for his programme.

5.  AUTHORITY

51 The Director as well as his professional staff may enter the ground
of any private industry of his responsibility and inspect raw material,
plant machinery, operations and quality of products. For state owned
entervrises authorization of the Division of Administration is required.
. 52 Approves travel plan of professional staff,
5¢3 Requests and receives, within his functions, information from
Regional Offices.

S.4 Comments on all requsitions on expenditures.
5.5 Appraises at least annually his immediate subordinates in accordance

with laid down policies and regulations,
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5.6 Comments on all zersonnel actions regarding his unit.

6. QUALIFICATIONS

First University degree in enginecering or economics with postgraduate
training and experience in management of manufacturing industries. At

least eight years of accumulated experience in the field are escentizl,

preferable in different enterprises.
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JOB DESCRIPTICN

No. 5.5.1

1. STRUCTURE
1.1 Position Title: Assistant Director, Industrial Engineering
1.2 Irmediiate Surervisor: Director, Special Projects (Industry)
1.3 Immediate Subordinates: Nil
1.4 Associates: All Assistant Directors of the Divisions of Industry and

Science and Technology, specifically Assistant Directors
of the Director of Manufacturing Overations

2. ORJECTLIVS OF POSITICN

2.1 To act on subsector and special projects not covered by other Assistant

Directors of the Industry Division.

[\
°
N

To act on srecial projects assigned to him by the Director.

[\
\N

To work mainly on plant level with the aiam to upgrade efficienrcy of

_production by organization arnd ranazement studies, pre-fezsibility

studies, group training and training on the job.

2.4 To study, programme and initiate naticnal =maintenance and repair
programmes and to identify industry constraints end assist in rehabilita-
tion programmes for industry in cooperation with the A=sistant Directors
of the Director, Manufacturing Operations and Support.

2.5 To foster establishment of maintenance and revair workshops for certain

areas to the benefit of smaller industries not able to afford such

facilities on their own.

Se RESPONSIBILITIES

3«1 Analyses organizational and management problems of subsectors of industry
as well as vlant level and recommends remedial measures,

3.2 Assist industries in assessment and selection of management and technical
key personnel.

3.3 Prepares group training, individual training and workshops in organization,

management and technical management,




- -

3.4 Studies, prevsres and initiates maintenance and revair programmes.
3.5 Prepares saintenance and servicing manuals for overhaul and replecement
of parts of industrial eguipwent, to be issued by the Ministry.,
3.6 Assist industries in improving ouality of vroduction, establishment of -
quality control arrengements and tachniaues.
3.7 Assists in the develotwent and desizn of new and more competitive
products in making available literature, catalogues (Sears and Roebock,
Q:elle etc) to industries.

38 Any other task within his professional competence apsigned by the Director.

&, QUALIFICATION

Degree in industrial engineering with extensive experience on plant level of

at least eight years,




1.

2.

Se

- 61 -

JOB JSSCRIPTICN

No. 5.5.2

STPTCTTE

1.1 Position Title: Assistant Director, Indusirial “co-omics
1.2 Immediate Suvervisor: DJirector, Svecizl Froj2zts
1.3 Immediate Subordinates: Nil
1.5  Associates:
i. All Assistant Directors of Divisions of Industry and Science and

Technolozy, scvecifically those of the Director, Manufacturing
Coerations snd Support

OBJSCTIVE OF POSITICN

2.1 To conduct for public #2nd vrivate sector industries cost/tenef:it studies,
product costing, pricing analysis and to be resvonsive to tackle other
business zrobleas a’fecting industries,

2.2 To assist in establishment of proper accounting and booik-reeping.

2.3 To rrepare *raining in the above field.

2.k To assist industries in marketing of t-eir products.

RESFONSTBILITISS

3.1 Conducts on plant level cost/benefit studies.

2.2 Assists in product costing/pricing analysis and assists in other financial
overations.

3.2 Assists in the establishment of proper acrounting and book-keeping,
svecificallr the use of modern business equioment.

2,4 Assist in marketing for dowmestic consumption and exzorts,

2.5 Prepares and initiates treining, group training and individual training,
in the field of economic and financial matters.

3.6 Any other task within his capacity assigned by the Director.

TALTFICATION

Degree in Fconomics with practical experience in industry of at least five years.

Experience in use of machanic and electronic office equipment essential.
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JOB DESCRIPTICN

No. 5.5. 3

STRICTTE

1.1
1.2

1.3
1.4

Position Title: Assistant Director, Small Scale Industries Coordinatio=n
Immediate Supervisor: Director, Svecial Projects

Tmmediate Subordinate: Nil

Associates:

i. All Assistant Directors of Divisions of Industry and Science and
Technology

OBJECTIVE OF POSITION

2.1 To act as the main link between the Ministry and the National Board
for Small Scale Industries,
2.2 To coordinate and channel request for extermal aid in cooveretion with
the Assistant Director, Macroeconomic Programming and Zxternal Aid
Coordination.
2.3 Assist on request coordination of any services “rom the Assistant Directors
of Manufacturing Operations and Support and the Assistant Director,
Apvropriate Technology and Small Scale Industries Development of the
Division of Science and Technology.
RESPONSIBILITIES
3.1 Acts as the main link between the Ministry and the National Board for
Small Scale Industries.
3.2 Aseists on request of the Board on drafting recuests for external aid for )
Small Scale Industrial entrepreneurs.
3.3 Coordinates such requests and channels them to the Assistant Director, "
Macroeconomic Prosramrming and External Aid for processing.
3.4 Coordinates recuested assistapce to be granted from the Assistant
Directors of the pjvision of Industry, Science and Technology.
3.5 Acts in his capacity on any other task assigned bv the Director.




- 63 -

b, QUALIFICATIY

Decree in economics/encineering with at least five years experience on

scbsector or on vlant level, svecifically in the field of Small Scale Industries.
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JOS LSSCRIZPTION
No. 6

SiMTruan

1.1 Posiiion Titie: GSaief direcoor, ocieuce aid Tecanology
1.2 lLuasediate Supervisor: I.o. Under-Secretary

1.3 ILaiedisie Suvordinaies:

i. dirccior, desearch wid Development
ii. Director, Jpecial Projects

1.4, Asscciates:

i. Gaief Direcitors in tae hinistry and otaer ginistries
ii. deads of Lustitutes under tze Council for Scientific and Indusirial

nesearca
1.5 Cocicination:

i. Policy Comzitiees of agriculiure, Fisaeries and Forestries,
Iudusi‘.r:; Technclogy, nealin, Hedicine, Social Science and
?..re ac..euce.
Grgaa..z;tmaa, uaving a Pméra.....e ia (Lang.
QEleCriis U rw3iTili

-~ .

2.1 70 ideniify WOSU 2polCoriave sells iy wiics tae Goveroment mgy have

senedielsl fafluEits Ga tae al. liteaiiwe: <l Gevelopmeul of Science and
Teciiaology .

2.2 7Tc coorcicdie prusranncs and acuivilies of Scieace aid Tachnology wita
otaer policies and progruuics of tie Governent.

2.5 To rfietor coogserative reiations.ips it respect of Scizace and Technoloyy

VELWESH QOVEDuCil, 1naustr; ak suclic aca privets orsasizaticas.
Lesp TO 1lGe..vily pilgilanasld O I€S2clCa &l GeVGiOpaeal e improve scic.tific

Stanldl’ds L. SOViieedity aid Vae privaie secicr.

2¢5 To cveriee tue CgELary .aocess Ilor sciectific activities in tie country.
Sl s ed kol & L3

3.1 Coordinstes Scisace and Technolozy Progia..iz3 in order to improve the

elfective..ess of t.ls sector.
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3.2 Promotes the utilization of local technological supply by reinforcing
the technological infrastructure and improve the linkage between the
technological and industrial production systems.

3.3 Converts abstract scientific knowledge into appropriate technologies
to the benefit of industry and other users.

3.4 Balances the inputs of foreign and local technclogies in a way that in
the interest of foreign payments local technologies will predominate.

3.5 Prepares a register of all institutional constituents of the scientific
commnity.

3.6 Promotes the coordination of programmes and activities of Science and
Technology with other prolicies and programmes of the Government.

3.7 As a special project, prepares a National Plan for promotion of Science
and Technology in development.

3.8 Monitors and evaluates industrial performance and the national economy
achievements in the application of Governments Science and Techmology
policy.

3.9 In cooperation with the Ministry of Education, proposes plans and program-
mes in order to improve scientific and technical education of pupils.

3.10 Assist industry by transfer of appropriate technologies, patent search,
inventions and industrial innovationms.

3.11 Keeps close contact with transfer of technology institutions of
industrialized countries.

3.12 Plays the role of a clearing house for the import of foreign technologies
with the aim to avoid acquisition of technical- processes and equipment
which is available in Chana.

3.13 Prepares the budgetary estimates for his programme.

ACTIVITIES

L.1 Acts as the link between Science and Technology and industry.

4.2 Studies appropriate technologies suitable and required for industry.




Se
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k,3 Studies and drepares from the view-voiant cf Science and Technology
existing technologies in industry expertise with the aim of their
improvement.

b.4 Initiates and guides in his field foreizn aid expertise. for industry.

b,5 leads Science and Technology crogra~mes to action orieated activities
to the benefit of industry.

ADTﬂbRIT!

5.1 May enter at working hours any factory for insvection of their equipment
and industrial processes from the view-voint of technology.

5.2 Approves travel plans for his staff.

S.3 Aprraises performance of his staff at least annually.

S.lt Comments on all personnel action before implement=tion.

QUALIFICATION .

Postgraduate University Degree in Science and Technology. At least ten years

of practical experience in the avplication of science and technology.
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JOB DESCRIPTION

No. 6.1 -

1. STRUCTTRE

1.1 Position Title: LCirector, Special Projects
1.2 Immediate Supervisor: Chief Director, Science and Technology
1.3 Immediate Subordinates:

Assistant Director, Appropriate Technology Develooment and Small
Scale Industries Develovment

1.4 Associates: All Directors of the Ministry
1.5 Coordination:
i. Science and Technology Institutions
ii. Ghana Standards Board

iii. Transfer of Technology institutions
iv. Appropriate Technology institutions

2. OBJECTIVE OF POSITION

2.1 To compile the results of monitoring international, regional and
bi-lateral assistance to Science and technology with the view to
prompting Government intervention in issues relating to them.

2.2 To initiate and monitor special Science and Technology projects
not routinely handled by other Science and Technology directors for
purposes of filling gaps and ensuring the technological develovment of
weak industries,

2.3 To house closely with the small scale industries sector to ensure the
development and advancement of Science and Technology and Research and
Development programmes for such industries, in cooperation and eoordination

with the National Board for Small Scale Industries,

Ze RESPONSIBILITIES

3¢1 Assembling and analyse data on technical and financial assistance to
Research and Development Institutions by international, regional and
bi-lateral organizations.

3.2 Evaluate technical and financial ass:stance projects and to reconsend

corrective actions.

3¢3 Assesses needs of local institutions in respect to international,
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regional and ti-lateral assistance and trings uv such need for
Ministerial attention.
2L Organizes and mobilizes as the need will arise Science and Technology
supvort to industry for specific periods under special projects. .
2.5 Identifies the Science and Technology neceds of the 3mail <cale Industry
sector and relates tc other Directors of the Industry Division fo:
coordinated techrical assistance rrogrammes,
3,6 Organizes for dissemination of technical inférmation aimed at promoting
technology transfer, acquisition of industrial information, popularization

of $cience and fechnology through publications and other relevant medium.
L, ACTIVITIES

L,1 Reeps permanent and active contact with Science and Technology institutions.
4,2 Follows-up Science and Technology developrents in industrialize countries aac
to extract tenefit for local industries,
4,3 1Identifies ways and means to adjust Technologies to aprronriate standards
for use by local industries.
4.4 Keevs close contact with apvropriate techrology institutions in
industrialize: countries and studies such technologies for eventual
transfer to domestic industries.
h,5 Acts as the focal point for all technical and financial assistance

activities in the field of Science and Technology.

Se AUTHORITY

5.1 Organizes his work programme in accordance with objectives and functions
of the Science and Technology sactor of the Ministry.

5.2 Apvraises the Assistant Directors and other staff at least annually as
laid down in resvective rules and regulations.

5.3 Comments on personnel action regarding his staff before implementation.

6. QUALIFICATION

University Degree in Science and Technology. At least five years of pra Jcal

experience in application of Science and Technology.
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JOB DESCRIPTION

No. 6.1.1

1. STRUCTTURE

1.1 Position Title: Assistant Director, Arrrorriate Technology and Small
Scale Industries Develorment

. 1.2 Immediste Suvervisor: Director, Stecial Frojects
1.3 Immediate Subordinates: Nil

1.4 Asspciates: All Assistant Directors, Science and Technology and Divisicn
of Industry

2. OBJECTIVES

2.1 To monitor direction and efficiency of international, regional and
bi-iateral assistancg}to Science and technology with the view to promote
Govefnment interventign on issues relating to them.

2.2 To study technologies of industry and to recommend new technologies
approvriate for the improvement of carpacitr, nroduct quality and lower
.production costs,

2.3 To keep close contact with institutions of appropriate technology abr.:a
and, if suitable, initiate their transfer to local industry.

2.4 To ke., .lose contact with the orogramme of apvropriate technology of
the Jnited Nations Industrial Development Organization.

2.5 To give full attention to the transfer of avprooriate technology to
Small Scale Industry in cooperation and coordination with the National

doard for Small Scale Industries.

3. RESPONSIBILITIES

. 341 Studying and monitoring the diection and efficiency of external aid
programmes to Science and Technology.
* 3¢2 To promotes Government action on issues relating to external aid,
3¢3 To handle transfer of appropriate technology to local industry.
3.4 To keep clcse contact with institutions for appropriate technology of

other developing countries and initiate on suitable technologies their

transfer under the programme of Cooveration among Developing Countries.
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3.5 Gives sgpecial attention to the technologies of Small Scale Indusiries.

&, QUALIFICATION

Degree in engineering with scientific backiround. Yinimum of five years

of experience in the technological field.
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JOB DESCRIPTION

No. 6.1.2
STRUCTURE

1.1 Position Title: Assistant Director, Technology Transfer, Laboratories
and Training .

1.2 Immediate Supervisor: Director, Special Projects
1.3 Immediate Subordinates: Nil

1.4 Associates: All Assistant Directors of Science and Technology and
Division of Industry

OBJECTIVE OF POSITIVCN

2.1 To study existing technologies of more sophisticated industries and
recommend improvement of vroduction by better products, better quality
and lover costs.

2.2 To study and recormend new technologies to up-grade production for
comvetitive exports.

2.3 To keev conta2cts with patent and licencing institutions in order to
advise indusiries on new technologies,

2.l Qb advise lahoratories on testing of rre-ovroducts and end-products.

2.5 To elaborate training prograrmes in the field of Science and Technology.

2.6 To identify training opportunities in the same field in international,
regional and bi-lateral programmes.

2.7 Identifies training ovportunities of the Programme of Cooperation among

Developing Countries.

RESPONSIBILITIES

3.1 Handles the day-to-day work of transfer of technologies to industry.

3.2 Makeg available new technologies to industry.

3.3 Is the source of information on patents and licences,

3,4 Will collect pat»nts and licences, compile them, and will es*ablish and
meintain a scientific and technological Data Bank in cooperation with

the Assistant Director, Data Processing of the Division of Industry.
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2,5 Advises and assists on the utilization of laborestories for indusirial

testingo

3.6 1Is in charge of all training in the field of Science and Technology.

L, SCALIFICATICN

Degree in engineering with scientific background. Minimum of five years of -

experierce in the technological field,




-1,

2.

3.

-73 -

JOB DESCRIPTICN

No. 6. 2
STRUCTURS
1.1 Position M™itle: Director, Research and Develocment, Cooperztion and
Trocranming
1.2 Immediate Supervisor: <hief Director, Science and Technology
1.3 Immediate Subordinates:
i. Assistaat Tirector, Science end Technology Cooveration,
International, Regional and Bilateral aid
ii. Assistant Cirector, Coordination and Industrial Research
1.4  Associates: All Assistant Directors of the Ministry dealing with economic
' olanning, rrogramming, statistics, orverations and special
projects,

CRJ=CTIVES

2.1 To coordinzte research and develooment needs of industry with apvropriate
Scientific Research institutions to sasure their optimum performance,

2.2 To relate with such institutiéns on matters nertaining to vromot delivery
of research and ievelorment surrort to industry and the ecoromy as a whole,

2.2 "o relate to the anrrooriate tec“nologr and standardization institutions

matters of technology and their transfer.

2.4 7o ensure the beneficial influence of Science and Technology on the
industrial sector and the economy in general,

2,5 To give advise and be a resource to industry on trends in technology,
rrocesseses and equipment.

RESPONSIBILITICS

3.1 Analyses Government policy on Science and Technolog™ and relate them to
agency level,

X.2 Analyses the per‘ormance and constraints of research and development
implementing agencies and to direct their needs for Governrent's attention.

3«3 = Harmonises the work of Standarization with those of the research and
developrent institutions to ensure that industry achieves ortimum benefit
of their services,

L

Directs the anvropriate development institutions to ensure technology



5.
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ard product i=crovaazert in the izdusirial sectcr.

3.9 1Interscts with institutioas charged with transfer of technoliogies to
ensure tne tezeficial dalivery of their knowledge to industry.

3 .0 Initietes and recaivass rejuest for technical assistaace in the field of
Scisace 2rd Teckrolegy.

3.7 Advises and essist in drafting reguests, job descriptions end terms of
reference for further processing for financing froa international, regionzl
and bilateral prograzmes to be submitted to the director of Programmirg,
Monitoring and 3valuztion znd iid Coordination.

3.8 Prepares btudgetary estimates for his programme.

3.9 Acts on other matters entrusted to him by the Chief director.

A CTIVITIS

4.1 Communicates with all agencies dealing with Science and Techmology on
behalf of tke indusiriel sector.

4.2 Coordinates his workprogramme with the Directors of the JDivision of Industry.

4,3 Frepares and assisis in the implementation of technical assistance for
science and technology towards industry.

AuTIcRITY

5.1 Organizes his workprogramme in order to implement it in accordance with
the objectives and functions of the Ministry.

5.2 Appraises the Assistant Directors and other staff at least ammually as
laid down in respective rules and regulations,

5.3 Comments on personnal action regarding his staff ocefore implementation.
AL CTZON °
Pirst University Jegree in Science and Technology. At lecst five years of

practical experience ian similar positions in Government or scisnce and

technology institutions.
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JOB DESCRIPTTON
No. 6.2.1

1. STROCIUS

1.1 Position Title: Assistant Director, Science and Techrolozr Zooveration,
International, Qecgisnal and Tilatersl
Aid

1.2 Iomediate Supervisor: Director, Research and Develorment Cooveration and
Programming

1.3 Immediate Subordinates: wil

1.4 A1l Assistant Directors of Science and Technology and of Division of
Industry

2. OBJZCTIVE OF POSITINY

2.1 To cooperate with all agencies dealing with Science and Technology towards
industry.

2.2 To assist in the ensurance of beneficial influence o7 Science and
Technology on the industrial sector and the economy in general.

2.3 To study needs for technical assistance in the field of Science and
Technology and propose schemes and vrogrammes.

2.4 To assist industry and other agencies in drafting recuests for technical
assistance and drafting of job descriptions for expert services and terms
of reference for subcontrﬁcting of project implementation.

2.5 To negotiate technical assistance requests with the Assistant Director,

Macroeconomic Frogramming and Aid Coordination.

2. PRSPOMSIITIITITS

3.1 Generates and maintains beneficial influence of Science and Technology

on the industrial sector and the economv as a whole.
. 3.2 Studies needs for technical assistance in the Zield of Zcience and Techno-
logzy in industry and pro-oses projects.

3«3 CTnsures prover drafting of requests for technical assistance and channels them

to the Assistant Director, Macroeconomic Programmi~gc and Zxternal Aid.
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2.4 Takes care of reguired counterzart sta®? for techaical assistence rrojects.

2.5 Any other tasks within his competence entrusted to him by the Director.
QRALITICATION

2achelor Jecree in Science and Technology. At least five wyears =ractical

experience in positions of Science and Technology.
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JOB DESCRIPTICN

No, 6.2.2
1.1 Position Title: Assistant Director, Coordination of Incustrial Research
Projects
1.2 Immediate Supervisor: Director, Research and Develop~ent, Cooperation and
Programming
1.3 Imrediate Subordinates: ¥Nil
1.3 Asscociates: All Assistant Directors of Science and Technology and of
Industry

OBJECTIVE OF POSTTION

2.1 7o assist in coordination of the workvrogramme and implemenation of
Science apd Technology as well as Research and Cevelozment institutions.

2.2 To coordinate flow of data from the Assistant Director, Survey and Data
collection to Science and Techmology and Research and Pevelomrent institu-
ticns.

2.3 To study technologzical problems at subsector and plant level and select
the avvropriate institution for tackling shortcomings.

2.4k To coordinate Science and Technology programmes and lead them from academic
research to practical utilization in industry.

RESPCNSIBILITIES

3«1 Visits subsectors of industries and individual plants in order to identify
deficiencies in the technical set-up.

3.2 To identify possibilities to remedy such situations and to coordinzte
assistance.

3¢3 To recommend coordination of workprogrammes of Science and Technology and
“esearch and Develooment institutions to avoid double work.

3.,k To recommend coordination of the workprogramme of the four Assistant Directors
of the Science and Technology Division.

1,5 Any other tasks within his professional capacity assigned to him by the

Director,
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SUALTTYCUTION

Bachelor Dezree in Sciemce 2nd Technology. At least five years of experience

in nractical work of Science and Technology.
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JOB DESCRIPTION

No. 7
1. STRUCTUR®
- 1.1 Position Title: Chief Director, General Administration and Inforration

1,2 Immediate Supervisor: PNDC Under-Secretary
1.3 Imwediate Subordinates:
i. Director, Administration, Personnel, Training, Media and Library
ii. Director, Budget, Finance and Coordination of State Owned
Enterprises
iii, Director, General Services, Building Management and Typing Pools
1.4t Associates:
i. All Chief Directors of the Ministry
ii. All Chief Directors other related Ministries

1.5 Coordination: Ghana Industrial Holding Corporation

2. OBJECTIVE OF POSITION

2.1 To ensure that personnel policies in the Ministry related to employment,
personnel records, training and wages and salaries administration are
translated into good management practices and effectively carried out.

2.2 To safeguard the interest of the Ministry in all financial transactions
relating to revenue collection and expenditure and ensures availability
of services necessary to support the administrative and operating
functions of the Ministry.

2.3 To ensure that there is in operation effective and efficient system of
internal checks to prevent fraud and other forms of malpractices in
matters relating to financial transactions and administration.

2.4 To project the good image of the Ministry and Government both within
and outside the country by disseminating information on Government
policies, activities and procedures. Provides a source of feedback
information onm Govern-ent's actions and policies,

2.5 To monitor press publicity and public opinion concerning the activities
of the Ministry, assess their impact on policies and programmes, and
evolves strategies and machinery for exvlaining, promoting and maintaining

putlic understanding and goodwill,
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2.6 To introduce to the public new ideas relevant to the functions of the
Ministry from all over the world to imrrove verformance in the sector.

2.7 In the link between Government and State Owned Zntervrises.

3. RESPCNSIBILITIZS

Z.1 Develops financiel policies and vrocedures for planning and controllinz
the administration of the Ministry consistent with the policies, rules
and regulations of the Treasury.

3,2 Fnsures the timely vresentation and consolidation of budgets for the
activities of the Ministry.

3.3 Sstablishes and maintains adquate records to aid the preparation and
presentation of financial reports of the Ministry.

3.k T“stablishes and maintains comprehengive system desisned to ensure that
monies received are suprorted by certified source documents; and all
expenditure incurred are suprorted by appropriate and duly authorised
documents.

2.5 Designs and maintains a system intended to monitor and evaluate progress
of programmes and projects with the view to eliminate waste, unearth
irregularities in the award of contract and generally prevents fraud
and other forms of malpractices.

3.6 Prepares reviews schemes of service and undertakes job classification
and description for the Ministry,

3.7 Appraises personal and sectional performance including merit award
system. Makes recommendations for the award of prizes and national swards.

3.8 Maintains employeec discipline and fosters labour/management relations
(CDR-TTC a“fairs etec.)

3.9 Initiates and implements productivity improvement schemes in the Ministry.

3.10 Prepares at the beginning of each financial year staff lists with
corresnonding emoluments of all perscnnel of the Ministry.

311 Manages traneport and other common services including procurement and
stores administration.

3¢12 Coordinates the relations of Government with State Owned Enterprires.
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b, ACTIVITIES

b.1  Acts on behalf of the PNDC Secretary and the PNDC Under Secretary on
all matters of general administration.
* 4.2 Takes action with the aim to improve the efficience of the Ministry by
studying and imrlementing modern manegement methods and equirment.
k.3 Arrenges group and individual training for all administrative staff.
b4 Appoints and dismisses staff in accordance with established authority.
h.5 Prepares briefing new-comers on objectives and functions of the Ministry.
4,6 TFosters pudblic relations and issues press releases.

h.7 Coordinatesrelations of Government with State Owned Enterprises.

Se  AUTHORITY

5.1 Supervises all staff of General Administration and Information
5.2 Is the administrative supervisor of all staff of the Ministry.

5.3 Appraises the Directors of General Administration at least annually.

6. QUALIFICATION

First University Degree in Public Administration eventually lLaw or Business

Administration. Ten years of experience in senior vositions of Government

e=gential,
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JOB DESCRIPTICN

No. 7.1

STRUCTURE
1«1 Position Title: Director, Administration, Organization and Management,
Media, Personnel, Training and Library
1.2 Immediate Supervisor: Chief Director, General Administration and
Information
1.3 Immediate Subordinates:
i. Assistant Director, Organization and Management, Media,
Information, Library and Records
ii. Assistant Director, Personnel, Recruitmemt and Training
1.t  Associates: All Directors of the Ministry

OBJECTIVE OF POSITICN

2.1

2.2

2.3

2.h

2.5

2.6

2.7

2.8

To ensure introduction and utilization of modern organization and manage-
ment methods with the aim to improve the efficiency of the daily work
of the Ministry.

To rationalize the flow of information and action within the Ministry.
To study and implement automation and mechanization for repetious work.
To identify bottlenecks or under or not-used human capacities.

To keep close contact with the media and to draft press releases and,
on request, speeches, statements and addresses for the top management
of the Ministry.

To carry respvonsibility for an orderly mgintained library and records
system,

To ensu. 2 that personnel policies in the Ministry related to employment,
personnel records, training, wages and salaries are translated into
e?fective management oractices.

To ensure the interest of the Ministry in the awvailability of all

services necessary to suprort the administrative and operational

functions of the Ministry,




- 83 -

2.9 To develop nd maintains efficient system for announcement of vacancies
and sele.:*jou of new employment.

2.10 To ensure just tr:atment of staff regarding promotion.

RESPONSTBILITIE=S

3«1 Thé Director as a permanent duty will study the flow of work within
the Ministry and will recommend organizational and management adaptions
as to necessities.

32 He will identify bottlenecks and recommend remedies, including transfer
of staff,

3«3 He will update when necessary the organizational chart of the Ministry.

3.4 He will test automation and mechanization equioment and will comment
on their usefulness,

3¢5 Will conduct manpower studies in order to secure a Just distribution
of work,

3.6 He will screen and approve job descriptions and will publish them
for recruitment,

3.7 The Director will screen candidates and will submit themto the supervisor
concerne. for comments,

3.8 He will handle the appointment procedure,

3.9 He will establish at the beginning of the year an annual leave list.

3.10 Will propose training for new-comers and advanced courses as well as

refresher courses for existing staff,

ACTIVITIES

441 To guide and control the staff of two Assistant Di:>ctors.

k.2 To improve the flow of information and work within the Ministry,

4.3 To test new office equipment before it may be procured,

bk To secure that all written, oral or visual important information re, -
the work of the Ministry or Ghanaian industry come to the knowledge o:

the top management.

4.5 To issue yress releases, cleared by his Chief Director,
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4.6 To complete the library with required literature,

4.7 To conduct interviews with candidates, to be laid down in interview
reports.

4.8 To check curriculum vitae on their validity.

4,9 To maintain seniority list for promotion.

AUTHORITY

5«1 May request any information on staff and their workload from any
office of the Ministry,

5.2 Has access to all correspondence of the Ministry.

53 Will aproint or dismiss all staff below Assistant Director.

S.4 Appraises at least annually his immediate subordinates in accordance

with laid down policies and regulations.

QUALTFICATION

First University degree in Business administration, eventually law or
social sciences, postgraduate courses in organization, Management and/or
personnel administration welcome. A minimum of ten years experience in

Government positions or industry necessary.
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JOB DESCRIPTION

Noe 7e1.1

STRNCTURE

1.1 Position Title: Assistant Director, Organization and Managerent,
Library and Records.

1.2 Immediate Supervisor: Director, Administration Fersonnel Traininz,
Media and Library

1.3 Immediate Subordinates: Nil
1.4 Associates:
i. All Directors and Assistant Directors of the Ministry
ii, Staff of the Civil Service .
iii. All officers in similar posit’ 1 other Ministries or

Departments
iv. Staff of Ghana Institute of Management and Public Adminis*ration

OBJZCTIVE OF POSITICN

2.1 To ensure introduction of modernvorgani%ation and proper management
metnods with the aim to improve the efficiency of Ministry.

2,2 To rationalize the flow of information and a-tion.

2.3 To be responsible for recormendations on distribution of work.

2.4 To elahorate Job Descriptions and draft them.

RESPONSIBILITIES

3.1 Studies and monitors the work performance of all units of the Ministry.

3¢2 Identifies bottlenecks.

3«3 1Identifies unused or under-utilized human resources and leads them to
better economic use.

3.4 Studies and recommends the use of machanized or electromnic office
equipment and appropriate management methods in the interest of balanced
use of personnel.

3.5 Updates when necessary the organizational chart of the Ministry while
making suggestions for better diatfibution of work, functions and staff.

3.6 Conducts manpower surveys in order to secure a Just distribution of

workload among the staff,
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3.7 In cooperation with Fersonnel Administration and the Chief Director
and the person concerred, draft job descriptions before they will be

channeled to recruitment.

3,8 Advises on their rationality before new management methods will be
implemented or new office ecuipment will be procured.

3.9 Studies, initiates and implements productivity improvement schemes
in the Ministry,

3.10 Secures appropriate treatment of confidential corresvondence and other
confidential matters.

3«11 Contributes organizational and management advice to studies and measures
of the Directors for Research, Policy, Planning Monitoring Programming,
and Operations of the Division of Industry.

3.12 On request conducts organizational and ~anagement studies in parastatal
and private industries, if suprorted by the Division of Industry.

3+13 Studies and recommendi{system for filing and system for the Central Registry.

b4, ALIFICATICNS

First University Degree in 3Business Administration, eventually Law, postgraduate
training in Organization and Management. A minimum of five years experience

in Government vositions in similar fields or equivalent in industry.
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JOB_DESCRIPTION

Ho. T.1.2
STRUCTURE
1.1 Position Title: Assistant Director, Personnel Administration,
Recruitment and Training
1.2 Immediate Supervisor: Director, General Administration,
Personnel, Training, Medisa,
Library, Records
1.3 Immediate Subordinates: Nil
1.b  Associates:

i. Office of the Head of the Civil Service
i.

i Assistant Director, Organization and Manager.

OBJECTIVE POSITION

2.1 To ensure that funds for vacancies are available from the budget.

2.2 To preparé vacancy announcements which will be made known to the
public.

2.3 To handle incoming applications as to laid down regulations for
employment.

2.k To monitor annual appraisal of staff performance.

2.5 To prepare disciplinary and dismissal action.

2.6 To prepare issusnce of employment contracts.

RESPONSIBILITIES

3.1 The Assistant Director will,on the basis of approved job
descriptions, prepare vacancy announcements.

3.2 He will register all incoming applications for employment.

3.3 He maintains a manning table reflecting all vacancies,
availability cf funds, vacanct announcements, candidates.

3.4 He prepares employment zontracts to be signed by the authorized

officer.
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3.9 He will prepare a Staff Register.

3.6 He will establish, during the last quarter, for the following

year annual leave list.

3.7 Processes, employments and appointments.

QUALIFICATION

Degree of the Ghana Institute of Management and Public Administration
or equivalent.
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JO B 23.CIFTICA

No. 7.2
1. STRCCTUR:

1.1 Position TiItle: Director, Budget, Finance and State Cuwned 3ater.rises
Coordinaticn

1.2 Imdediate Supervisor: Jhief Jirector of General .dministration and Informatior

1.5 Immediate Subordinates:

i. JAssistant Director, Budget and Finance of the .:inistry of Pinance
ii., and 3comomic Planring
ii. All Directors of the Hinistry
2. OBJRCTIVZ OF POSITICY
2.1 To initiate, receive and compile estimstes of the budget for tae following
fiscal year.
2.2 To coordinate and consolidate budgetary proposals zs to guidelines and
established priorities.
2.3 To initiate submission of the gropose. budget to tke iliristry of Pinance
and Sconomic Planning,
2.4 To participate in the megotiations of the proposed budget wita the rMinistry
of Finance and Sconomic Planning.
2.5 To implement the new pudget.
2.6 To ensure the observance of financial policies and procedures for correct
and economic utilizet.on of approved funds.
2.7 7o maiuntain adequate records to aid the preparation and submission of
inancial reports of the HMinistry.
2.8 To ensure that revsnues received are supported sy certified source documents.
2.9 To ensure the elimination of wasta, unearth irregularities and other mal-

sractices on awari of coatracts.
3. JoSPLiIn. LTI
3.1 Receives from the iinistry; of Finance and Zconomic Planning guidelines and
sriorities for the preparation of btudset estimates for the coming fiscal yeer.
3,2 Invites from al” units of the inistry progosals for the new budget and

gets deadlines.
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3.3 ZSocordinztes end nezotiates proposzls Witz the Jiractors cozcarzed as tc gulde-

lines and zriorities,

3.4 Cousolidates the :rozosed budset for further procassing by the Chiefl Jiracsor,

;2nerzl .dministrztion and Inforzmation.
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susures groper daisbursements in acc..uence wita estatlisked flnancial rules

and regulations.

3.8 Znsures gprliczstioz of tenders in accord.ancs with regulatiors.

3.9 Meintains system designed to ensure thet funds received are accoupenied by
certified source docuzents; and all excenditures incurred are supporssd cy
;a;;ropriate and duly authorized documents.

3.10 ivoids any possidility for fraud or other melpractices.

3.11 4ill be ava.lable for zny other task within his ccmcefezce ertrusted to hic

by tone Chief lirector, Gemeral idministratio.: aznd Znformatior.

4.1 will be agart from his supervisors the sole Ferson for cudgetary and
financial operations.

4,2 Leads the financial resources of the Hinistry to most eccacmic a2né efficiznt
utilization,

4.3 Wili secure the channeling of all financial resources to the right person.

4.4 Pregares and submits finaacial reports to the Caief Jirec.or, Generzl

asminisiration and inforaation for further process.ng.

S.1 Is authorizec to receive revemues for activitias of the ..inisiry.

5.2 18 authorizas to agyrove exgenditures.

5.3 apprcises at least annually his immediate subordinates in accordance with
laid aown policies a2pi regulations.

5.4 Comment on all action conceraing his staff before implementationg,

5.5 <f authoriz.d by the Jhief virector, he uza, deiegate certain functions of
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finenclal zerzgaaent to the lssisteznt Jirector of Budget :nd Finance,

LSRISANGT

6. :.::;xs.- - S
*irst University degree in Public .\dministration, Susiness idaministratica or
eguivalent. .t least ten years of ezperience iIn similar Jovernment servica.
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JOB DT3CTPTION

No. 7.2.1

1. STRCCTIOE

1.1 Position Title: Assistant Director, 2udret, Tirance znd iccounts
1.2 TImmediate Supervisor: Director, 3udge:, Tinence and State Cwned Fnterprises
1.3 Irmediate Subordinates: Nil

1.4 Associates: 4ill Assistant Directors of the Ministry
2. OBJECTIVES

2.1 To assist the Director in preparation of Budrets.

2.2 To screen and compile proposed estimates for the Budget rrorosal.

2.* As ?far as authorized by the Director, to act on his behzlf on =211
financial matters.

2.t To keev accounts in accordance with established rrocadures.

N

o  PTSPCNSYBILITIVS

3.1 Drafts instruction for submission of budgetary estimates addresses to all
Chief Directors of Industry, Science and Technology and the Chie?
Cirector of General Administration and Information.

3e2 Screens received proposals on their conformity with guidelines and priorities
received from the Ministry of Finance and Planning as well as »riorities

of the Ministry.

A\
AV |

Compiles all vroposals as avproved by the Chief Director, Beneral Administra-
tion and Information to one document to be submitted to the Ministry of
Tinance and Planning for consideration,

7,4  Prerares financial trensaction and avrroves them within his authoritv,

2,5 1Is in charge of all accounts.

3,5 Keens the books in proper and up-to-date order.

b, AmALITTOATION

Degree /Certificate of intermediate level in accountancy. Minimum of three years

experience in accountancv,
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JOB DESCRTPTICN

1. STRUCTHER

1.1 Position Title: Assistant Director, Coordination of State Qwned “ntervrises

1.2 Immediate Supervisor: Director, Bud-et, Tinance and Zoordinatisn of Itate
Cwned “nterprises.

1.3 Immediate Subordinates: Wil

1.4  Associates: All Assistant Directors dealing with economic or technical
aspects of industries.

2. OBJECTIVE CF POSITION

2.1 To monitor the periormance of State Owned Enterprises.
2.2 Prerare monthly report covering:

i. raw material suprly

ii. items under vroduction

iii. quantity of production

iv. sales locallv 2nd exports

V. personnel movement

vi. unused capacities, if any
vii. reasons for unused capacities
viii. any other specific problems

2.3 To accept and channel requests for technical assistance.

2.4 To channel requests for economic or technical studies.

N

« RESPONSIBILITIES

3.1 Hon}tora the per!orménce of State Owned Znterprises by reviewing quarterly
and annual company reports.

3.2 Studies State Cwned Enterprises performance and prevares monthly reports
of factual nature to PNDC Secretary through the Director with appropriate
comment and recommendations,

2.3 Tor technical assistance to State Owned'Enterprises, drafts or screens job
descriptions in cooperation with the factory sta“f and submits the request
to the Director of Programming, Monitoring and Zvaluation for action.

3.4 Reviews terms of reference for subcontracting arrangements and other major

financial transactions of the companies.
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3.5 Programmes technical assistance available to the Ministry of Industries,
Science and Technology to benefit S.0.3.s in their rehabilitatien and/or
restructuring,

3.6 Acceots and screens requests for economic and technical studies for

subrission to the Chief Director, Industry.

SUALITICATION

Bachelor decree in economics or engineering or equivalent. A minimum of five

years exgerience in Government or industry.
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JOB DESCRIPTION

No. 703

STRUCTURE

1.1

Pogition Title: Tirector, General Services, Building Management,
Maintenarce, Typing Pools, Transportation

1.2 Immediate Supervisor: Chief Director, Administration and Information
1.3 Immediate Subordinates:
i. Assistant Director, General Services and Tyving Pools
ii, Assistant Director, Building Mamagement, Maintenance,
Purchasing and Storage
1.4t  Associates:
i. All Directors of the Ministry
ii. Director Budget of the Ministry of Finance and Planning
OBJFCTIVS
2.1 To plan, provide and secure all administrative service-~ to the
Ministry and its staf?. e
2.2 To secure the physical infrastructure of the Min. s building,
including access ways, parking lots, courtyar? and
2.3 To secure a clean building.
2.4 To plan and assign office space with the aporoval of the Chief Director
of General Administrafion and Information.
2.5 To furnish officés and secure prover treatment,
2.6 To assign office equiprment to personnel having the necessary training
for their proper utilization,
2.7 To establish a servicing orogramme for nffice equipment.
2,8 To establish a system for equipment control in order to avoid theft.
2.9 To initiate and conduct purchasing within established rules and regulations.
2.10 To secure safaty.
2.11 To secure proper messenger services,
2612 To operate the Central Registry.
2.13 To be responsible for registration of incoming and outgoing mail and

to dispatch mail.
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2.1% To maintain vroper and secure storage.

215 To secure transporatiom,

RESIONSTBILITIES

2.1 Directs the flow of general services to all units of the Ministrv,

3.2 Secures sa‘etv of the building, its records and personnel.

2.3 Allocates individual secretarial services and establishes, operates and
controls typing pools.

3.4 In cooperation with the Director of Administration, Personnel, Training,
Media and Library be resronsible for the operation of the Central Registry.

3.5 Secures proper handling of incoming and outgoing mail.

3.6 Furniches offices and secures careful utilization of furniture,

3.7 Introduces system to secure furniture and equipment against theft.

3.8 Conducts purchasing within the established budget and observes
established rules and resulations on purchasing.

2.9 Secures storaze,

3.10 Be responsible “or transportation, control of drivers, their log books,

servicing and maintenance and repair of vehicles.
ACTIVITIES

L,1" Will supervise, advise and direct all general administrative staff.
4,2 Will plan and take measures to improve the flow of information and

material within the Ministry.

ANEHORTTY
5¢1 The Director will be the supervisor of all zeneral services staff.
5.2 He will at least annually appraise his staff,

S5¢3 Will comment on any personnel action before implementation.

JUALIFICATICN

Degree of the Ghana Institute of Management and Public Administration or

equivalent, pminimum of five years of practical experience in similar positions

in Government,
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JOB DESCRIETTON
No. 7.3.1
STRUCTURE
1.1 Position Title: Assistant Director, General Services, Tvyoing Pools,
Transcertation
1.2 Immediate Supervisor: Director, General Services, Building Management ,
Maintenance, Typing Pools
1.3 Immediate Subordinates: All administrative staff assigned to him.
1.4  Associates: All Assistant Directors of the Ministry.

OBJECTIVE CF POSTTICM

2.1 To plan, provide and secure all general services to the Ministry and its
staff for rrover discharge of their duties.

2.2 To bear responsibility for safety.

2.3 To secure proper and sufficient tyring services,

2.k To make available secretarial services to meetings etc,

2.5 To plan and make available official transportation.

RESFONSIBILITITS

3e1 Plans and directes the flow of general services to all units of the Ministrr,

3¢2 Studies and recommends safety measures,

3¢3 Allocates typing services and superviees tyning pools.

3.4 Be resvonsible for the organization and maintenance of the central registry
and a system for easy identification and location of documentation,
letters, memoranda etc,

3.5 Registers incomiug snc outgoing mail,

3.6 Secures proper messenger services.

3.7 Flans and allocates transportation and controls drivers loz books,

3.8 Any other duties assisned by the his Director.

b, PALIFICATION

Degree of the Ghana Institute of Management and Public Administration or

equivalent, At least three years of practical experience in similar functions

in Government or business.




- 98 -

JOB DESCRIPTION
No. 7.3.2

1. STRUCTURE

1.1 Position Title: Assistant Director, Building Management, Maintenance,
Purchasing and Storage

1.2 Immediate Supervisor: Director, General Services, Building Management,
Maintenance, Typing Pools

1.3 Imsmediate Subordinates: All adainistratire staff assigned to him
1.4 Associates: All Assistant Directors of tke Ministry
2. OBJECTIVE OF POSITION
2.1 To secure the physical infrastructure of the building, including access t.»
vays, parking lote etc.
2.2 To plan and allocate office space .vith the anp :;val of his Director.
2.3 To furnish offices.
2.4 To assign office equipment to personnel.
2.5 To secure proper han.dling of equiorent.
2.6 To establish a register of equipment in order tc avoid theft.
2.7 To be responsible for the Central Registry.
2.8 To initiating purchasing within the established Budget.

2.9 To ba responsible for oroper and safe storage.

2. RESPONSIBILITIES

31 Will securs proper management of the building of the Ministry and its
preeises, toilets ete,

3«2 Directs cleaning services.

3.3 Will plan and allocate office space, furniture, office equipment and other
devices.

3.4 Will supply the stationary.

3.5 Will establish a complete register of all the furniture and equipment
belonging to the Ministry.

3.6 Will furnish each office with a complete list of the furniture and equipment
to be attachad to a visible place next to the entrance door,




3.7

-99 -

Has to corfrol the list regularly and ad hoc.
Initiates purchasing in accordance with established rules and regulztions.
Keeps and secures storage of equipment, including stationary.

Any other duties assigned by the Director.

QUALIFICATIONS

Degree of the Ghana Institute of Management and Public Administration or

equivalent. At least three years of practical experiemce in similar functions

in Government or business.
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I BECURRENT BUDGETARY EEQIZEsENTS AND IDSwIiFICATION OF
NEd ASSIGIMENTS FOR INCURISNT STAFF

1. Bstablished Posts:
1.1 Division of Iadustry

(a) Caief Direcior 1
(o) Officers at various leveis 25
Total ..29

1.2 Division of Scicace and Tecunology
acting Chiei wirector 1
(on loa: frow tie Council for
Scieace and Iadusirial Resesrch)

1.3 Division of adcministralion and Infonsatioca

%ag acting Chief Direcvor 1
° Professional Staff 16
ﬁc Interzal auditor {ca lcaa from auditor Gffice) 1
d Accountanss (on ioaa frou icccuiants Depaitmest) L
(e Clerical and Typing Siaff 27
(fS Yorkers (5 .posts are.fiizen) 35

Total 84

Grand Total 114
2. Required Posts for new structure cn professional level:
2.1 Division of Industry

Directors 5

Assistant Directors 17
Total 3

2.2 Division of Science and Technology

gai Chief Director 1
)
[

a Chief Director ) 1

b Directors 2

c Assistairt Directors &4

Total 7

2.3 Division of Administration and Information

a Chief Director 1

b Directors 3

c Assistant Directors 6

: Total 10

Grand Total L0
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The budgetary implications were discussed witin the Acting Chief Directors
of Industry, of Science and Tecinmology and General Administration and
Information.

The Division of Industry will be restructured and strengthened to new
ovjectives and responsidilitizs with the aim of improving its effectiveness

towards up-grading planning, programming and monitoring ike subsectors of

industry, aad Indusiury as a wacle, witnin tne Government Econcmic Recovery
Prograwue.
(a) The Division will re uire nes pusts of t.ie level of Directors for
i. Planniiig, Aesearci 25a Policy analysis 1
ii. 3tatistics anc Dsta Processing 1
iii. Prosramming, Nonitoriilg and svaluation 1
iv. Henufacturing Gperatioi:s anc Support N 1
V. 3pecials Frojzcis 1
Total 5

(5) The posts of assistant Directors can ve filled
fro.. &tsting svadi.
Apart frou L.e acling Calef pirsctor, tue Livision of Science and
Tecanolog, is srssanvl, wilaocutl aiuy siacf.
ne uirel wiii ues
o} Doieewers 2
) ASSistent Diccciuis
sowever Lie posts of assistani virectors coula eveatually
be filled ab a laier stage after estavlisiieut of tae Divisions
work Frograuce.

Tie Divisivis ur adudaiseraiic.. wuill ceguire ac addaiiioinal staff.

Grand Total 11
An inteasive stall developuesni grograi..e, trulning on the job, group
trainiiu; and fcllows.dps, will e needed Lo up~grezcde tae 3kills of &dsiing

stalf &l aenly ag.cluied persoanel.
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Je Required office space

The Hinistry of Industiries, Science and Tecanology is locab
on a Government complex next Liberia moad, iccra, occupying a
fairmly modern four stories tmilding which needs only some

. external paint work. The building has 1512 square meters office
space divided into 72 offices, eaci by 21 sguare meters in size.
The offices have windows on both sides. The office space for ihe

restructured Kinistry will reguire the following distrisution cf

rooms: L : No. of rooiis
(a) The PEDC-Secretary, the PRDC Under-Secretary, the Caief
Directcrs aand their parscanal and secretarial ctaff presently
occupy

(b) The Lescl Couasel 1

(c) The Internal iucilor 1

{d) Direciors 10

(e) assistast Directors {iwo in ome room) 13

(£) H35I 4

(g) DarIT A

(h) UNIX projecis gerscinel and ecuipment 3

(i) Consultanis msating room i

(3) Confereice room 3rd flcor 2

(x) Staff wellare and Conferance roca 2.d flocr 2

(1) Acccuncaais 2

(m) Compuier 2

(n) Rezistr, 2

(o) Typing Poois S

(p) Liorar; eed sitiii, a.Ta. e 2

() Swibtchboard sac .ece.bion 2

(r) iesses_er servicss 2
T0uaz 71

- -~ [P A P s o PR
wotes oecrziaricl @l Uy k., Svall fiby S.ait
L ]
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IOGISTICS AND TRANSPCRT SUPPORT

Having regard to the restructuring proposals taree major
impediments to proper functioning of the Ministry will be:
éag The present telephone system
o The transport system
(¢) The mission library

1. An e.xpahded and overhauled telephone systes should make
possible calls within the Ministry from the top management
to assistant Director level, as well as calls to other Ministries,
departments and agencies, calls within the city and long distance

calls. It would lead to greater efficiency and improved
information and action. It saves time, correspondence and
transportation expenses.

Recormendation:

a six telephone lines (addition of lines)
b a switcaboard corresponding to six lines
c 30 functional extension telephones, including one for the
receptionist and the car pool
(d) two additional direct lines ons for the PXDC-Secretary
and one for the PNDC Under-Secretary

2. The Kinistry has at its disposal presently five cars, aged
betieen eeoeo and e..... Budgetary provision should be made
for their rehabilitation. Staff at Regional Offices have
o transportation at all.

Recousendation:

zag Five additional cars would be re.uired for tie Hinistry

3} Tharee of tiaeam siaould be pooled for travel of ithe Assisiant

Directors and asscciate officers
(e) The messenger service siuould be equip.ed witn two wotor
vicycles.

3. The estavliscment of a liorary is aosclutel, esse.tial for
propere woric of tue hinisiry, parvicularly ia viex of its
espa.aed responsivilities in sconcmic placidig, progranuing and
vechndical fuwiciivase. a8 a. suitial svep all official literature

prese.atly lying in tie various ofiices siculd e callected by a
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liorarian and ccllaied aud cabaicgsd. The Hinistry should

alsc ovtain literzturs irus UGilbo, to a large extent at no

CCSUe
decommencaetion:

(a; A livrariaa suould be appointed as scoa as possiuie

s\ . PO A . . - ..

\3) One rocu siwald be made availsble eatirely for tie

librar, witu sittiug facilily and a garttime livrarian
(¢} The staff shculd be reguested to propose tae purchase
of literature esseatial for tieir vork

(d) The iinistry; saould susscrive tue acuisition of
1necessary proiessionzl geriodicals.
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MINISTRY OF INDUSTRIES, SCIENCE & TECHNOLOGY

TIMETAELE FOR:
ructure & Capability

of the Ministry of Industries, Scisnce & Technology
under the Project GHASE/DOL

Development of Projct Output 1.1.2 of Project Workplan

v i M wm

IMAY JJUN [JUL 1AUG ISEP 10CT INOV :DEC
H Weeks i

Major acticons Act ' vwii2Z4112241123411224 112241 1224112241123
: H : H
To implement H H H iFinalize Orgariz Structure of;
Objective 1.1.2 1 fe———i- iMIST Craft & Discuss Rec mend!
! : H H ! i ! ; ! H
Appr new structursil 10 Pem——=i ! ! H ! : :
Frep new budget I S S HEEt e H ! ; : i
Appr new budget 1112 ; o fatd : H ;
Adver nrew posts 11,132 H Pm——— : i H H
Rec/ Screen Applicil 14 | ; : i H : i !
Reassicn MIN staffil 15 | ! ]o——t : H :
fppoin & Placemsniil. 15 ; : == : : :
Alloc/ren offices 11,17 | H IR i : H H
Orientation/Traingii. 13 | H H = - H H H
Fellowship programil 19 ! H : : =
Purchase Egquipment!i 20 ! ; ; HEE S et et :
Renocvation of Librii 21 | ; : - ! ; ; :
Instal/Renovat Tel!l. 22 ! ! ; P ——— ; ; !
cc PNDC Secretary
Chief Technical Adviser

Crief Director,
Crief Director,
Chief Director,

ORCG IMPLAN
1/7€/87

Techrical
Administration
SuT




Anpex 1

In order to identify objectives and responsibilities of preseant staff

of the Mizristry, to everybody a questionaire vag distributed of the
following foreat:

Te BaBGsccccectceicoccronscccestsctscccccsccnscscscccsssec-a 00T NOsoonee

2¢ Adainistrative Title, Range WO!' SteDosccecsescncoscecsrcecesrancee

th um..........Q.Q.......O....................O......Q......

Tanediats SuPIrvisnorecccescseccccccscccccccsccrcccsncssvncscnscsncee

mt........Q........m"...“.........................Q........

AR S S o

No. of Persons wmder Super7isiofecccecsecescssccsscsscocrssrsoscncaes

;3

Fducation (Schnols, Universities and Achievesents,ececccecscecscocecene
000000000000000000000000000000000000000000000000000000000000000000000
8. Si{nce vhen in Governcent ServiCeccccccecoscnsecssessessssscccossosse

9. List all previous Dmployment, regardless if private orececccccccccces
mbuc..........i'............0....................Q..........0O....0

90, Since when in present Positionsececessescescecscocrdesssssccosveccens
11, Objective of present Positionsccceccievccsccccssssocecesecccscrareesce
92, Responsibilities, incl, Cooperation with others (Broken down in

average time per month devoted to the italeccscececsccocecccccecscosse

1. Daily Workload
Do you hawe specitic dmils Iulies
Y08e000000000c000000000v0000000000M0000000000c000000c0s0rprcroctncee
Do you have Vork (a) at all Times Y'u....on.n.!lo...nouu....
(b) 707 of Time  YeReecocoreeesMOvocessccsscene
(¢) 90% of Time  YeSeccecccecesNOscecscccccocee
(8) Loss than 507 YeseesecsecseeNOrsesecseseoose
%, Any other relevant Informationsecececccccsesccscessercrccenservescose

1%¢ Comments by U PO PV 00T 00000000000000000000000000000000000000000ssvnrs

Notes The original questionaire left ample of room to ansYor questions,
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SUMMARIZED ERKF‘LF‘.N

Maneck’s Mission May 2 to July 3, 1927

. Developing the Reorganization Stucture & Capabiiity
2% the Ministry of Industries, Sciente & Technoiooy
4 ' under the Project GHASSE,DO01
v
1987
-
! ' MAY!JUNE!:
: H Weeks !
Mador outputsifBct y! 123411234
-———— H : :
Organizaticen 11.10 1Y ' Briefing CTA/CDT/CDA
Structure for!l.11 !¥ ° Elaborate Work plan
Min:stry of 11.12 :-“’7 ! Discussion with CDA
Indusiries, '1.132 - i Discussion with CDT
Scienc= and !1.314 |¥ | Prepare job description questionaire
) Technology  '1.15 (=¥~ ! Obtain draft job description .
i1.15 ' ¢ Discussion with TD S&T
'1.17 § == ! Draft job Description of Directors
'1 13 ! Y! Draft Oganogram, Ind Divi Admini & S/T
1015 Y, Discues Draft Organ with HS/CDA/CDT/TD
e %2 10 ——gt i Finalize job descriptions directcrs
Jobs Dezc.p- 1211 ° -=i¥ 1 Finalize job descriptions all staff,
tion % Speci-12 1% ¢ ¥ | Meeting with HS/CDA/CDT/TD/PARDIC
ficatiorns foril2. 18 | :Y ! Draft Advert for cand’date recruit
all prcsts : ! : :
: ' ' :
3. 12.10 ! t-¥ | Draft report & Discussion HE/CDs
Idertify 211 -2 ! Discuss Budget Implication CDs
Administrativ!? 12 r 2y Discuss Space & other logistics
consejuerrces 132,17 ! :'9 ! Discusz Adjustment Timetable
and logistac 13 14 4 i Discuss Training reguirements
support 12,15 t ¥ Discussion with UNDP FR/CTA
HREIS T ! i End of Mission

cc PNDOC Secretary
Crief Tecknical Adviser
Crizef Direct.r. Technical
Chizf Director, Administration i
Crief Director, S&T

8/8/27




Apnex II1

Yacancy innouncemsnt

Kinistry of Industries, Science and Technology

Applications are invited from suitable gqualified

Ghanaians for the posts of:

1. Assistant Director, Industrial Sector Planning

2. Assistant Director, Macroeconomic Plamning and Systems

3. Assistant Director, Industrial Policy and Projects Analysis

4. Assistant Director, Statistical Studies and Publications

5. Assistant Director, Survey and Data Collection

“. Aseistant Director, Data Processing

. Assistant Director, Industrial Sector Programming

8. Assistant Director, Macroeconomic Programming and iid Coordination

9. Assistant Director, Monitoring and 3Zvaluation

Qualifications:

(a) Degree in economics or business administration and between two
to four years experience in relevant positions in Government or
industry.

\b) Ph.D. in economics or business administration and ons to two years
experience,

1, Assistant Director, Textiles, Garment, Leather and Footwear Industries

2. Assistant Director, Food and igro Industries

Be Assistant Director, Wood, Paper and Printing Industries

4. Assistant Director, Chemicals, Plastics, Non-Metallics, Minerals

and Rubber Industries
5. Assistant Director, Engineering, Assemdbling, Metal, :zlectrical

and Service Industries

The Assistant Directors will be strengthened by one or three .ssociate Officers

(Technical) who have training sand experience in fields the issistant Director

aay be lacking.
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Qualifications:

Degree in engineering and between two to four years of exper-ence in relevant

positions in Govermment or industry.

1. Assistant Director, Industrial Production, Organization and Hanagement,
Marxeting, Faintenance, Repair, Desigr and Training

2. Assistant Director, Cost-Benmefit Studies, Cashflow, iccountancy, other
financial matters and training.

3. Assistant Director, Small Scale Industries Coordination
Qualification:

1. Degree in Industrial enginsering with at least four ysars experience
in similar positions

2. Jegree in economics or business administration with at least four years
experience in similar positions

3. Degree in industrial engineering or economics or business sdministrztion
witk al least four years exjerience in similer positions

1.  Assistant Jirector, Aprropriate Technology Development
2. Assistaat Jirector, Technology Trensfer, Lavoratories and Trazining

3. Assistant Sirector, Scieac: and Technology Cooperation; =nternational,
Rezional and Bi-lateral Cooperation

4. Assistant Jirector, Cocrdination of Industrial Research rrojects

walifications

Degree in engineering with background in science and technology; min mum between
two to five years experience in similar ;os:tions.

1. Assistant Director, Organization and Management of Government sector,
Library and Records

2. Assistant Director, Personnel, Recruitment and Training

3. Assigtant Director, Budget, Public Accounting and Secretariat
4. Assistant Director, State Owned Enterprises Coordination

5. Assistant Director, GCeneral Services and Typing Pools

6. Assistant Director, Building Management, Maintenance, Purchasing,
Storage and Transport

Malification;

Degree in business administration, law Ghana Institute of Managezent and Pudblic
Adsinistration or equivalent; minimum of four years experience in similar jositions.

i A
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Deadling ...ccececnccnceatictcccccitcctcccencsccncccacesscccscccencacsnsennnne
Salary:

Kegotiable and attractive

Kode of Application:

Typed applications nazing three references and enclosing four copies

curricula-vitae and copies of diploza/ceriificates, addressed to the A
PNDC-Secretary, Kinistry of Irndustries, Science and Techmology, P.U.5ox ii.39

Acera.






