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Explanatory Botes 

Value of the local currency = Cedi {i) 
during the period of the mission in terms of 

United States Dollars {US$ 1 = ' 156) 

Abbreviations 

ERP F.conomic Recovery Programme 

ISAC Industrial Sector Adjustment Credit 

ISAP Industriel. Sector Adjustment Programcie 

PARDIC Public Administration Restructuring and Decentralization 
Implementation Committee 

P?IDC Provisional National Defence Council 

CSIR Council for Scientific and Industrial Research 

NBSSI National Board for Small Scale Industries 

DAPIT Development and Application of Intermediate Technology 

... 
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Abstract 

The report describes the new strccture of the Ministry of Industries, 

S d.ence and Technology and its Di'!isions and related staffing 

requirements. 

A total of 44 job descriptions, J.. accordance with the nev structure, 

was developed and discussed with Government authorities. 

The proposed organizational structure ~_ad job descriptions will 

strengthen operational capacities of the Ministry to implement prior 

objectives of industrial development of Ghana • 
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A. MISSIOll AID OBJEC'tIVES OF THE MDISTRY OF IBDUSTRIES, 
SCIEICE AID TECHllOLOGY (MIST) 

1. The Ministr:r is responsible for the f'o?'?!lUlation of industrial 

polic:r, interpretation or Govel'Illllents industrial policies, 

preparation of natioJ&al development plans for the sector of 

Industr:r, Science and Technology, facilitate expansion of 

existing plants, prOB>tion of' nev ii:.dustrial investments, 

appraisal of industrial projects, licencing, regulation and 

control of existing industries, formulation and promotion o'f 

industrial export prograaaes and 'formulation and implementatfon 

of industrial saret:r, health end pollution control rules. 

2. As intermediate objective the Ministr:r has a ke:r role to 

pl~ in the implementation of the industrial adjustment 

programne ( 1~.l ~;.. 
. .,,• .--

3. 'l'he Ministr:r is also repsonsible for f'omulation, implementation, 

monitoring and evaluation of Industr;r, Science and Technology 

polic:r and programmes • 
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B. FUNC'l'IORS 

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

(a) the initiation and follov-up of all government&).. activities for 

the promotion, regulation and reviev of industrial, scientific 

and technological development through: 

(i) the planning, programing and bu<!geting of such 

activities and 

(ii) nr>nitoring and evel.uating their implementation by the 

Ministry itself and for its other organs; 

(b) the pro11>tion of efficient industrial developaent through 

formulating the industry sector policies as veil as participation 

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

policies 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 approp!"iate 

scientific and technological development through.if 

(i) conducting or conaaissioning subsector studies, collecting 

date on enterprises performance and problems through 

factory inspection, surveys and analysing such data; 

(ii) collaborating vith Ghana Investment Centre in identitying 

investment opportunities and screening investment and 

technological transfer applications; 

(iii) arranging dialogues vith manufacturers on specific issues, 

recommending sources of technical assistance for enterprises 

with identified problems, and liaising vith other 

authorities to remove impediments to efficient development 

of the sector; 

(iv) ensuring optimal e:fffoiency and equity in the allocation 

of investment and the administration of restrictions 

necessi tatc~d by current e~onomic conditions; 

• 

.. 

" 
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(v} assisting the National. Small Scale Industry Board 

in the formulation and implementation of S!>ecial. 

measures to promote industrial. production; 

(vi} 

( . "l V11. 

initiating and supervising special. projects to proJ:10te 

technological. development and adaption, and collaborating 

with the ColDlcial. 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; 

(d) the regularion of' industrial. operations through: 

(i} collaboration vith Ghana Investment Centre in screening 

investment applications; 

{ii} 

(iii} 

controlling the issue of factory licences; 

inspecting factories to ensUTe compliance with licence 

conditions and with industrial. safety, heal.th and 

environmental standards • 
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c. PROPOSED ORGANIZATION CHART 

"INISTRV OF INDUSTRIES I SCIENCE ,, TEDiNOLOGV 

: PNDC SEC : 

: St-atutory B•:>ards :------------ i 
• 

lJ/SEC 

:-------------------------------
Int- Audtr Legal Coun'l 

-------------------------·-----------------------

CID SIT Div 

----: 

l :Dir SIT 
: - : P 1:• l i c y 

:ci:rordn 

:-:Dir Spec 
:Projects 

Ref:MISTORG 
19/S/07 

CID Ind Div 

-----: 

:Dir Plang 
-:Res & Pol 

:Analysis 

-:Dir Stats 
:& Data Pr 

:Dir Progm 
-:Mon/Evalll 

-:Dir Manfg 
:op~r/supp 

:-:Dir Spec 
I Projects 

___________ ....; __ 
CID Gen Admin 

-----: 

: :Dir Admin 
:-:Pers/Trng 

:Med/Libry 

:Dir Finan 
-:Bud & SOE 

:coordinat 

lOir Gen 
-:serv/Typ 

:& Stores 

REGIONAL OFFICES 
1. Western/Central 
2. Ashanti/Eastern 
3. North/1Jpper East 8r West 
4. Bron~ Ah&fo 
S. Volta 

• 

• 

• 



.. 

• 

• 

• 
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Dir Plan 
Resear !t 
Pol Anal 

~------: 

:Asst Dir 
·-:Sector 

lPlanning 

:Asst. Dir 
- : Mac r•;, Plan 

:& Systems 

:Asst Dir 
:-:Pol/Proj 

:Analysis 

Dir Ind 
Stat !t 
Data Proc 

----: 

l lAsst. Dir 
•-:studies 

:& Public 
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CID Ind Div 

Dir Prog 
Monitg & 
Evaluatn 

----: 

: :Asst Dir 
'-\Sector 

lProgrm 

lAsst Dir 

Dir Manf 
Oper & 
Sup Serv 

-----: 

lAsst. Dir 
-lTex/Garm 

:Ftwr/Let. 

~Asst Dir -:Asst. Dir 
:survey & 
:Data Col 

-:Macro Prog,-:Food & 
, :& Aid Cood: :Agro Ind 

:Asst Dir :Asst Dir 
-: Oat.a :- : Mc·ni t.or 

:Proccess :& Eval 

: A~st. [)i r 
:-!Wood/Pap 

:& Print 

:Asst Dir 
:--lChem/Plas 

:Non Met 
:Min/Rubbr 

:Asst Dir 
:--:Eng Assem 

:Elect/Met 
:Fab/Servs 

Dir 
Special 
Pr•:)ject 

-----: 

:Asst. Dir 
- : Indust.' 1 

:Eng' ring 

:Asst Dir 
- : Industr' 1 

:Economist 

:Asst Dir 
:~:sis Inc 

:coordin 

1/ A Deputy Oil"ector wi 11 be selected from among Assistant 

'2.1 

3/ 

Di recti:•rs . 
Assistant 
Associate 
f.:et,; i ona 1 
The Chief 
The Chief 
The Chief 

Ref:INOORG 
19/5/87 

Directors may be strengthened by •:ir.e or more 
Officers. 
Planning Offices will be coordinated directly by 
Director (Ind) for al 1 technical m•t.ters and by 
Director CAdmin) for all Admini5trative matters 
Director <S&T> for R & D matters 
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E F'NOC UNDER SEC 

CID S&T 

-------------------~----------------------

Dir Special 
Projects 

-----------
Asst. Dir 
Appro Tech 
& ~:SI Dev 
-----------

S&TORG 
20/5/87 

-----------
Asst. Dir 
Tech Trans 
Labs/Tra::.n 
-----------

--------------
Dir R&O Co-op 
& Programming 

--------------

------------------

------------ ------------
Asst Dir Asst Dir 
S&T Co-oper Coordinat'n 
Int/Reg/Bil Ind Res Proj 
------------ ------------

• 
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-------------
:r. PNOC SEC 

-------------

-------------
PNOC U/SEC 

-----------
:-------------~--------------

-----------
Chief Dir Adm ........ __________ _ 

Int Aud Legal Counsel 

---------------------------~--------------

Dir- Admin 
Pers/Traing 
Media/Libry 
------------

-----------------
---------
Asst Dir 
Org/Meth 
Libr/Rec 
---------

CDAl 
21/S/87 

--------
Asst Dir 
Per/Recr 
Training 
--------

------------
Dir Fin/Budg 
& SOE Coord 

-------------

-------------
-------- ---------
Asst Dir Asst Dir 
Acct/Bud c· ._, 0 E 
Sectriat Coo rd 
-------- ---------

------------
Dir Gen Serv 
Buildg/Maint 
Typing Pool 
------------

I . 
I 

-----------------
-------- ---------
Asst Dir Asst Dir 
Gen Serv Main/Bld 
Typ Pool Pur/Stor 
-------- ---------
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5.1 

5.1.1 

5.2.1 

~.2.2 

~.3.1 

5.4 

5.4.1 

5.4.2 

5.4.3 

5.4.4 
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JOB DESCRIPrIONS. 

Position 'litle 

PNDC - Secretary 

F!fDC - UnderSecretary 

Inter.ial Auditor 

Legal Counsel 

Chief Director, !ndustl"J' 

Director, Planning, Research and Policy Ana1;rsis 

Assistant Direct-1r, Sector Planning 

Assistant 'irector, Macro Planning and Systel!s 

Assistant ~irector, Policy, Project Analysis 

Director, Statistics and Data Processing 

Assistant Director, St?1dies and ?ublications 

Assistant ~irector, Survey and :>ata Collection 

Assistant Director, 'gta Processing 

Cirector, I'!-~~r~r.::r.ing, ¥.onitoring and ~valuation 

~ssistar.t ~irector, $ector ~ogramming 

Assistant Director, Macro Prosramming, Aid Coordination and U?{!DO 

Assistant ~irector, Monitori~g and Evaluation 

Director, Manufacturing Operations a.nd S11pport Services 

Assistant Director, Textiles, Garment, Leather and Footwear 

Assistant Director, ?ood and Agro Industries 

Assistant Director, ~oo~, Paper and Printing Industries 

Assistant Director, Chemicals, Plastics, ?ton-Metallics, Minerals 
and Rubber 

Assisti=-·"; Director, ~ngineering Assembling, Y.etal, Electrical and 
Industrial Services 

Director, Special Projects 

Assistant Director, Indust~ia~ ~gineering 

Assistant 'irector, !n~ustrial ~conomics 

• 



Code Bo. 

5 .. 5.3 

6. 
• 6.1 

6.1.1 

6.1.2 

6.2 

6.2.1 

6.2.2 

1. 

7.1 

1.1.1 

?.1.2 

1.2 

1.2.1 

1.2.2 

1.3 

7.3.1 

7.3.2 
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Position Title 

Assistant Director, Small scale Industries Coordination 

Chief Director, Science and Technology 

Director, Special Projects 

Assistant Directo1•, A~priate Technology Development 

Assistant Director, 'l'ecbnolo8" Transfer, Laboratories and Training 

Director, Research and Dnelo~nt, Cooperat!on and !>rogr81!1111ing 

Assistant Director, Science '!!lld Tecbnolo~·Cooperation; International, 
Regional and Bi.-lateral Cooperation 

Asaiotanc Director, Coordination of Industrial ~search Projects 

Chief Director, Administration and Information 

Director, Per90nnel, Training, Media and Library 

Assistant Director, Organization and Management, Lib!"ary and ~ecords 

Assistant Director, Personnel, Recruitment Training 

Director, Budget, Finance and State Owned Ellterprises Coordination 

Assistant Director, Budget, Accounting and Secretariat 

Assistant Director, State Owned Enterprises Coordinati~r 

Director, General Services, Building Management, Milintenance, Typing 
Pools and Transport 

Assistant Director, General Services and Typing Pools 

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

110. 1 

1. $TRUC'l'ORE 

1.1 Position Title: H1DC secretary 

1.2 Iimediate Suwrior: PftDC/Chairman. o! Col!!lllittee of Secretaries 

1.3 r..ediate Subordinate: 

i. PIDC Under-Secretary 

1... Coordination 

i. Cbail'llBD, Adriaory Board 
ii. Chairman, Statutory Bodies 

1.5 Aamciates: All PllDC Secretaries. 

2. OBJmTIYE OF POSITIOlf 

2.1 The princiJ18l objectiTe is to giTe political direction and leadership 

tor the efficient and effectiTe co-ordination and implementation of all 

policies relating to Industry, Science and 'l'ec!molog:r. 

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

:5. RSSPONSIBILITIES 

3.1 To ensure that polic"! proposals reaching hill for his a~val or that of 

the PlfDC are of certain miniaull standarda and critically meet the 

requirement of the national interest. 

3.2 To supervise through the PIDC U'nder-Secretary and the Chief :Directors 

for the purposes of ensuring that the plans, programmes of the sector 

are carefully co-ordinated, their implementation well monitored/evaluated 

and further that ade~uate research, statistical surveys, analy .. s and 

records are undertaken as ba .. s for the development of the IDdust:a.-ial 

Sector. 

3.3 To enauie that adequate plans are made for improring the qualit1 of 

personnel in the Mini•tl7' and their anilabilit7 •• critical resource 

for the manufacturing sector, Science and Technology. 

• 
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,... To ensure through the Under-Secreta.?'1 that vork required as sup'X>rt 

eerrices such ae those of infol':ll&tion management and general adainistration 

are prori.ded in such manner ae not to haa~r the vork of the Ministr7 

as a whole. 

... AC'!"IV!'!'l:;;s 

lt.1 Attends meetings of PIDC Comittee ot Secretaries and of PlmC aeetings 

when inri ted. 

... 2 Participates bl sub-co•ittee actirities of eo-ittee of S'!cretaries. 

It., Crganiaes regular metinge with top unagement personnel in the Ministey 

to dil!ICUSS receiftd reports on taaka acc011plisbaents and auigna new tasks. 

..... Represents Gowrment on negotiations for pramtion, expmusion, rebabi-

li tation and upgrading of the Sector aa head of the Minis~ or when 

Gowernment designates hi.a to do .,. 

i..5 Crganbes to receiw calla and courtesr Yi.sits made on ~ia in his official 

capacity as head o! the InduatrJ, Science and Tec1molo!7 sector. 

4.6 Directs the preparation of, and rerievs re!'Orts by the Chairmen of Boards 

and Corporations under the Ministry to eneure their proper management. 

4.7 Organizes and undertakes aupernBDry risits to nrious organisations, 

industries, ecientific and technological in9titutious. 

4.8 Organizes regular Ministerial .Adrieory Board meetings and chairs thea. 

4.9 Organizes meetings of the Board.a/Committees of other stat,utor:r bodies. 

5. A~ORI'l'! 

5.1 As established bf PllDC Establishment Proclanation Lav of 1981 and 

PRDC Lav 42 and u7 other consequential legislation • 



- 16 -

Mo. 2 

1. $TROO'l'URS 

1.1 Position of Title - PllDC Uncler-SecretuT 

1.2 Iwdiate Sllperior - PIDC Secretary for Industries, Science and Technoloa 

1.:5 llmediate Subordinates - Chief Directors, Ministry of Illcluatries, Science 
and Teclmoloa 

1... Coordination - BDarda and Statutory Corporations 

1.5 Aaeociatea- HIDC-Secretariea of all Jliniatriea 

2. OB.JWfltiS OF POSITlOlf 

2.1 ~ co-ordinate the !lf'Ofeaaional work of the Chief Di.recto~. 

2.2 .Alva19 at baae and in conaultation with the PROO Secretary, to ghe 

political direction for the eta,. to day actirities of the Ministry. 

2.:5 ~ act for PIDC Secretary on regular basis and when designated by the 

PIDC-Secret81"7. 

2... To undertake 8117 other aaaigment ghen 'b7 the PlQ)C Secretary. 

:5.1 Ensures the pronaion of coaprehenaift plane to cowr all actiritiea 

of the .Minist!7• 

J.2 Collates pl.ans emanating fl'Oll the policies and objectiws of the Ministry 

and assists in the deftloJmftt of strategies and the determination of 

priority areas. 

3.3 Superrl•a the collection, eo11pilation and dissnination of information 

concerning trends in induatl"J', science and technology ct.wlopaent, 

production, transformation and utilization and the provision of statistical 

data on actirities. 

3.4 !n81U'8s that financial policies and procedures for planning and controlling 

the administration of the Ministry are consistent with policies, 

objectiws, rulea and re~tiou of the Controller and Accountant 

General•• Department. 

'·' ~nr•• th• u ... 1,. preparation ud consolidation of badgeta f~r the actiriti•• 

• 
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of the Ministry. 

3.6 !haves preae publicity encl public oi;inion concerning the actiritiea 

or the ~inistry, assesses their i.?lpa.ct on policies and prOg?" es end 

e~bes strate3ies and machine?'!" tor explanation, pronotion ancl 

mai.ntainance public understanding and '?OQdvill • 

.,.7 To be in-charge of publication of an Amlual Report on the actiritiee 

of the ~inistry and achrie'ft!lllents • 
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.JOB CSSCRIPrIOlf 

!lo. ' 

1. STRUG't'JRS 

1.1 Position Title: Internal Auditor 

1.2 Adminiatratift Superri.aor: • 

1.3 1-cliate Subordinates: lfil 

1., .lsaociatee: 

i. A11ditor-General.•a Department 
ii. Accountant General'• Department 

iii. All Internal Auditors other Ministries 

2. OBJIDi'ltS OF R>Sli'IOW 

2.1 Appraieal of the Internal Control .,-atea. 

2.2 Ascertainment of tegiti.11ac7 of financial comitllents. 

2.3 Maintenance of proper records. 

3.1 Conducts pre-auditing of all account books of the Mini&tl'J. 

3.2 Pre-audits all Pfl111181lt vouchers of DAPIT. 

3.3 Pre-audits all p&Jllent Vouchers of llBSSI. 

... Q!JALIFICATIOllS 

Diploma/Certificate of intermediate lettl of AccountanCJ'. A ainiaua of 

fbe 19ars in gonrnmental financial O'!J8r&tiona. 
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1. SNUCi'URE 

1.1 Position Titles Legal Co1Dl•l 

1.2 Ianediate SUperrieor: Attorney 'leneral 

1.3 Addnistratiw &apenimra JllQJC 11acler-Secretary 

1.1t 1-cliate S..11Grdinatee1 llil 

2. OL9F.x;rJ:YK OF POSttltll 

2.1 To add.89 •all~ -ttere of eoutitatioaal, administratiw, ciril 

1av ... crt.tu1 1-. 

2.2 To be inwlwd in all ~attere haring l<?gal consequences for the Ministry. 

2., To c:onduct or ad'ri• on disciplin&r? in..estigation end ne:.aures. 

3.1 't"i:l. ad'ri• 1 assist on eftlltuallJ draft, any legislation, rules and 

regalatione. 

3.2 ffill clear contributions of the Ministry to ?>ewln~ent Plans. 

nol"llUll. eaploJment contracts. 

3.lt If required will ac!riea •d clear contracts regarcling the Indulrtrial 

3.5 '.ifill adri• on di~tes between staf! and the Ministry. 

~.6 Inwsti,,at•• oa 11iaconclact of pereoanel and enntual diaciplinary action 
3.1 Re1'1'9aente the MinietJ'y ir. legal •'faire. 

if requested. 

It. TALIFIC.\'1'I01f 

BU' •-iaation, fiw ,..,.. le~ pJ"80tical. 
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.JOB IESCRIP'?I<lf S 

Ro. 5 

1.1 Position '?itle: Chief Director, Inchlatr:r 

1.2 Im!ediate Su"Derri.sor: HmC taader-secretary 

1.:5 1-di.ate Subordinates: 

i. Director - planning Research and Policy Analysis 
ii. Director, Statistics and Data Proceuing 

itf. Director. Maa11facturiag Operations and Support 
Ht. Direetor. Progr•-ing, Monitoring and baluations. 

Y. !>irector, Special Projects. 

1.IJ Cooperation: 

i. !latioaal Board for s.all Scale Industries 
ii. Ghana Standard Board 

1.5 Associates: All Chief Director of tbe Ministr7 and othei- related Ministries 

2. OBJ£tTIVt:S OF rosrnO!f 

. 
2.1 To guide and en~ proper and thorough problem and ~ct analysis 

through the conduct of subsector. poliC7 and other studies. 

2.2 'fo initiate fonmlatioa of propoeals f'or 111acroecon011ic and other poliC7 

refora, especially those relating to protection and subsector dewlop1!181lt 

prog:r mes, intersectoral linkages and in!rastructural requirements. 

2.:5 To initiate special deftlopment progiws and structural changes in 

state ownership of industrial ente~ses. 

2... To initiate preparation of renews •d other •terial on trends end 

deftlopments in the industrial eector. 

2.5 !o guide and prepare policy directifts on Induetl'1' for inclusion in the 

'!:conomic !eco'9J'1' Progr•ane. 

2.6 To ensure in-fiow of 110nthly information from industl'1' to Statietics end 

Data Proceuing, dis8ftlination and proper uae bJ the releftllt Directors of 

the Dirision. 

2.7 To guide preparation, monitoring and eftluation of eubsectore of induat1'7. 

• 



_____ _,_ _______ ~---~~- -~-~-._......_-----~~~ ... ~-~~.-- ___ ,,. ___ - ·- --

• 

• 

- 21 -

2.8 To at"·een industrial rehabilitation ~~re.me" of state Otflled enterpriSP.s 

and printe induatries. 

2.9 To guide and lead technical assistance progr111aes to industry. 

2.10 To initiate tecbnica1 adrice to the !'lational Board for 3:!!all Scale Industri~. 

3. -gr::SPO!fsI~ 

3.1 '!be Chief Director. Industries Vil.l initiate and ~ollov-up on industria1 

poliC?' 8118l.JSis and policy tol'lllllation 9 re~tion and renew, planning 

and ewl:aation. 

3.2 Vill guide and secure foraul.ation of macroecon.o11ic and other sector and 

nbsector policies and plane. 

3.3 Vill initiate proper introduction of aacroecon<>11ic plai:e for industria­

lization in the ~O!lic Reco-.ery Progrw. 

3... Will initiate supenision of 11011thly data collection from industrJ' in 

or~er to teed !"!"Operly the other Director's of!ices ot his Division. 

3.5 To adrise his stat! to control data originating !roll industry through 

Regional Offices and factory Tisi ts. 

3.6 To plen and ew.lmte future industrial projects. 

3.7 To e~dite decisions of re~ets for licences for expansion or establish-

•nt of iaev induatries. 

3.8 To guide planning, elaboration and i:iplemeiatation of indaetrial studies. 

3.9 To participate in enlaation of industrial projects. 

3.10 'l'o guide prograamiag and implementation .cf rebabil:.tation actiri.ties 

within the _industrial set-up. 

3.11 'l'o correlate and coordinate the participation of the Ministry with bi­

lateral and iDternational agencies in their inwet:nent and technical 

assistance pror,rames • 

3.12 'l'o ensure actiw cooperation with the Ghana Inft'!tr.lent Centre for the 

expMsion and u~ading of existing industries and the establishment 

of new inc:tu.tries. 

3.1, To ensure acthe cooperation with the Ministry of 'l'r•de tor export 

urketing. 
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3. 1" ~ MC"Jn! tlM obair._ce of iac:h:atrial eafety, health and pollution 

stall..iarde. 

3.15 Initiat.e preparatica of badgetar:f eetiatee for hie prGgr" 1. 

4.1 Acts as a link between GoTU!llllellt and industry. 

4.2 Initiates within bis responsihilit7 all necessary action to illprove, 

upgrade and to prc.>te new industries. 

4.3 Cooperates with the Chief Director ot _Science and Tecboolog to direct. 

that programe to tte beilefit ot i.Ddustry. 

4-4 Leads in cooperation with the Chi.eC Di.rector, Admi 0 i strotim and 

infomtion ~ as&istance in the !inanci al and technical. !ield 

to State OIBled. Enterprises. 

5.1 J.iaJ' enter at worldng hours any ractor.r tor inspectiun or iaquipment and 

industzi.,al. processe_s as well saCet/, health and pollution. 
. \ 

5.2 Directs and approves travel. pl.ans tor his staff. 

5.3 appraises per!onaaru:e of ilis stai! at laast :;nm1al iy- in accordance with 

establis'1ed rules and regulations. 

5.4 Comments on all personnel actior ... be!ore implementation. 

Pos·i:.&raduate Universit,t Degree in engi.Deerin& 1 ec0l101llist or equivalent. 

At least ten years o-r experience in Governmept or industry. 

• 



• 

.. 

- 23 -

JOB IZSCRIPfiOlf 

lfo. 5.1 

1. S'l'RUC11JRE 

1.1 Position Title: Director, Planning, Research and Policy Analysis 

1.2 1-.ediate Superria>r: Chie:!' Director, Indust1"7 

1.3 llllllediate Sabordinates: 

i. Assistant !>irector, Sector Planning 
ii. Asaistant Director, Macro-Economic Planning and Systems 

iii. Aaaiataat Director, Policy Project Anal.7sia 

1.4 Associates: 

i. Director, Incluatrial Statistics and Data Processing 
ii. Director, Industrial. Prosra-ing, Monitoring and EYaluation 

iii. Director, Special Projects 
iY. All Directors other related Ministries 

1.5 Coordination 

i. Bank of Ghana 
ii. Jfational Tnvestment Bank, National Investment ~ntre 

iii. lfational Board for' 8llall Scale- Industries. 

2. OBJ!CTIVB OP POSITIOlf 

2.1 To be responsible to oftraee the preparation of aubsector plans and for 

problem and illpact anal,.sia through research and conduct of subsector, 

policy and other studies. 

2.2 To formulate proposals for acre-economic and other policy reform. and 

broad parameters of nbsector denlopment programmes, specitica11,. 

those relating to protection and other policy considerations, intersectoral 

linkages and infrastructural changes in state ownership of industrial 

enterprieee • 

2., To prepare reviewi! and other l!laterial for publication on trends and 

denloi-ents in industl"1'• 

'· R!SPOlf SIBILI'l'IU 

3.1 Anal,.ees and elaborates on industrial Polic,. iseues originatir.g from the 

Plfl>C, the PlQ)C Secret&17 tor Indu•tries, science and 'l'echnolog,., the 

Ministerial Adrisory Board or an1 other Goftl"Mlent leftl or pri:ftte source. 
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3.2 De-tel'lps systems and •thoda suitable and &!>plicable to Ghana to 

toraul.ate subsector plane and a~priate industrial :iolic7. 

3.3 Applies probl.ell and impact analysis through the conduct of sub~ctor, 

policy and other studies. 

3.~ On the basis of the aforementioned stuiies t~.e Directer vil~ !o?"".!ulate 
• 

proposals for subaector dewlopaent pro~a. 

3.5 Vill. elaborate and formulate ll!llcro-econ.011ic and other industrial policy 

reform and other poliey considerations, intereectoral lin~s and 

ir.frastructure requireaents. 

3.6 Will identif;r, elaborate and propose 11!>9cial. deftlopnent policy. 

3. 7 Yill study structural changes in state ovnership of industries, and 

rill reconnend nolic;r COll!le~encea to the Chief Director of the Division 

of Administration and Information and the Director, S~cial Projects 

respectively. 

3.8 Prepares and revievs other material for publication on trends and 

development in sectora_or subsectora of Industry. 

3.9 Will !)repare budgetary estimates for his progr811118. 

If. AC'Htl'tlBS --
4.1 Recehes and collects policy information 011 industl')" from nriCJu 

sources tor analysis and procesS'ing. 

4.2 CooJ)3ratea closel1 with academic institutions. 

4.3 Participates to the possible extent in industrial ~licy meetings, 

workshops etc. in Ghana and abroad. 

4.4 Assists the execution of particular subaector and other studies on q 

ad hoc basis and initiates and helps deft lop eta f! res.:•arch ·.skills. 

5. A~ORI'l'f 

5.1 Directs mad au]>'tniees three Auiatant Di~ctors. 

5.2 Requests basic and clari!ying in!ol"lllation on industrial policy trom 

related Ministries, industry and 8ZJ7 other source. 



6. 

• 

• 

---------~-----~-~--'- - -

- 25 -

5.3 Appraises at least annually his immediate subordinates in accordance 

with laid dovn policies and regulations. 

5.~ Comments on any personnel actic~ of his 1111it. 

QU.\LD'ICATICNS 

:First lJninrsity De~ree in economics, with special experience in industrial 

analysis, policy planning, financial analysis, international trade, 

lliirketing etc. Academic degree preferred. A minimum of ten years of 

practical experience is required • 
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JOB DmCRIPrIOB 

Bo. 5.1.l 

1.1 Position Title: Assistant Director, Sector Planning 

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

1. 3 Immediate Subordinates: Bil 

1.4 Associates: 

i. Al.l Assistant Directors of the Ministry 
ii. Staff' of the Central Bureau o~ Statistics 

2. OBJECTIVE OF POSITIOll 

2.1 To prepare under the supervision of the director clraf't indicative 

five-year development plans fer each industry sub-sector. 

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

implementation. 

2.3 To define and translat'? sector and industry production targets into 

production quantities. 

2.4 To define and/or ~laborate performance indicators for periodic 

monitoring and eval.uation. 

3. RESPONSIBILITIES 

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 l~vels for each sub-s~ctor. 

3. 5 Coordinates vi th ma.cro-eonomic planning the preparation .,f the 

industrial sectur plan. 

4. QUALIFICATIOfl 

University degree in economics or P.ngin'!ering vi.th at le.wt four years 

in planning or industrial management. 

• 
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JOB DESCRIP?ION 

1.1 Position Title: Assistant Director, Mac~economic Planning and Policy 
Analysis 

1.2 t.ecliate Superrieor: Director, Planning, !tesee:ch, and Policy Analysis 

1.3 Iaaediate Subordinates: Nil 

1.4 Associates: 

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

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

2. OBJEC'fiVE OF POSI'rI01' 

2.1 'lo be the •in source for the elaboration and preparation of the 

industrial pa.rt of the Five '!ear Dewlopment Plan. 

2.2 'lo •~tract ~. the Sector Plan ·facts and data for annual and bi-annual 

operational plans for implementation. 

2.3 'lo 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 

re!'C)rts as in-puts for the National Economic Plan. 

3. RESPONSIBILITI:!S 

3.1 Prepares for the Five Year Development Plan the contribution of the 

manufacturing sector. 

~.2 !la.borates and proposes for the Fi.,. Year !>eTelo~ent ~lan operational 

sub-plans for implementation. 

3.3 !stimates financial and technical implications for the implementation of 

annual, bi-annual and the ?iYe Tear OeYelopment Plan. 

3.4 Defines and elaborates performance indicators for monitoring and eTaluation 
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of the industrial sector and suhsectors. 

3.5 Coordinates in coo-peration vit!l the Central Plannhg Of!ice -periodic 

re!JC>rts required !or the National Economic Plan. 

OU'ALD'IC~~ 

tJni-.ersity degree in economics with at leest ~OU!" years experience in economic 

planning • 

• 



• 
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Ro. 5.1.3 

1.1 Position Title: Assistant Director, Policy and Project Analysis 

1.2 !":''.":ediate C:uperrisor: Director, Planning, !lesearcb and Fo!ic: . .\."laly-sis 

1.3 Il!!l:lediate Subordinates: Bil 

1.4 Associates: 

i. ill. Assistant Directors of Dirisiona of Industr;' and Science and 
~chnology 

ii. Central Bureau of Statistics 

2.1 To conduct subsector studies to assen trenda, intersectoral and infras-

tructural requirements and constraints. 

2.2 To review sector plans, studies and draft industrial ~licies and policy 

refon. 

2.3 To ~"~re draft!" of legislation resulting from policy recOlll!!enclations. 

2.4 To analyse past and present policy to detel'lline impacts and correcthe 

actions. 

2.5 To review industrial prospects and proposals reachi."lg the Ministry and 

adviae on economic impact. 

'· RESPO!fSIBnrrr 

3.1 Prepares and conducts studies on subsectors for the asaes•ent of trenda, 

intersectoral a&&d infrastructural requirements and constraints and 

de ~iciencie s • 

Studies and reviews induatrial sector plans and drafts industrial 

policies and policy retorm. 

3.3 Drafts in cooperation with the le~al counsel le~islation originating 

trom policy recommendations. 

3.lt Analyses industrial policies to renew impact on the econOlll'J of the 

country and recommends correctiye measures. 
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3.5 1.."lalyses industrial proS'l:'ects and l)l'O~sals reachi~ the !fi.'ti:i!tr:r vit!l 

the aim to sd'ri.se on eeon•ic ccmseauence!'I. 

Uniwrsity Deivee in economicti or bu~il'les.c; '<dmini.stration. vit!t at least ho 

year!I ot industrial experience. 



• 
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1.1 Position Title: Director. Industrial Statistics and Data Proceeaing 

1., Immediate ~bordin~tee1 

i. Aasistant Directc-r. Studies and PDblications 
ii. Aeeistant 'OL""'f!Ct-.>T• ~and n.tta Collection 
iii. Assistant Mrector. Data Proceesing and M~nt 

i. Central !area ot Statisti~.-
ii. All Directors of 'Re•arch and Statistics of other Ministries 

iii. All MrectoJ"S at the Jll!inist17 

2. 1 l't> be the ::ai.n organ for co-ordinP.ting and undertakin~ ~t-.k col1.!-·~~::-1n, 

co111nilation and anylysis c'! incustr:ial and other statistics required 

as an in!or::zation baae for policies, Pl'OIJJ"Bl!l!ling, man~nt, monitoring 

and ~ro:notion o: efficient in~ustrial deTelop:?ent in Gr..ana. 

2.2 Apart f'ro. the st:itistics themr-lw~, to be the !'ocol cen!re tor the 

Ministr)9'• data lliana~nt and intoraation systen. 

~.J To service the Chief Director of Science and Technology. 

,.1 Pre-pare a decree for the PllDC•Secreta!')' under the authorit1 of Art. 9 

of the Manufacturing Iadutries Act of 19711 to be ~roaulgated .. 800ll 

as pouible, !or s monthly reporting system of Ghana Induatriee abouts 

i. J'!IVl!laterial ftJ':'lYs 
ii. items ander production; 

iii. quantity of J)roduction; 
h·. quantity of •le• lcca'l'-1 and export15; 
v. persoMel 1Dlder contract; 

ri. ree1sons for unueed C8'J'ftCitiea, it any; 
rii. other ite~s, still to be dl!cided. 

Yi.ii. ob .. l"fe an1 neceoeary le~al follow-up. 

'•2 Prttriarea •lected statistical bfo-.:dion tor periodic publication. 
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3-3 Collects and coapiles and analyses the statistical data receiwed under 

the .,nthly lr."stea and ~ other statistical data, obtained from other 

sources. 

3.i. Be the source ot infol"!llation on statistical data i.n the field of industry, 

aY&ilable !ram other countries, s:>ecifical!y coun~ries vtere G~.ana bas 

political .or market interests. 

3.5 Be the main soarr.e for industrial data to the Central Bureau of Statistics. 

3.6 Prepares badgetary eatistes for his programe. 

4. AC'l'IVITIES 

4.1 Recebee and. anal.yeee mnth17 reports tram Ghana inclus+..ries. 

... 2 Receiwa and analyses atatistica"l industria1 data frol!I other sources. 

r..3 Organizes support serrices for wrious units o! the ~in.istry. 

4.4 Reports to tbe ll8D8g9aellt of the Ministry about any reaarkable eyenta 

or trends in industry. 

4.5 Issues control and secures correct statistics through ::iegional Offices, 

ewentually factory Ti.site. 

5. 11l'fll)RITf 

5.1 Requests clari!Jing and additional information fro11 industry. 

5.2 Collllents on all requisitions on expenditure. 

5., Appraises annually his immediate BUbordinates in accordance with laid 

down policies and regulations. 

5.4 Comllente on all personnel actions regarding his area. 

6. Q!ALI!'ICA'l'IOIS 

Pi.rat Uniwereity degree in economics/engineering with post graduate training 

in statiatica,eco110111etrica and computer oper~tions, or e~uivaler.t. Minilnll 

ot four ye~ra in similar positions. 

• 
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llo. 5.2.1 

1. S!ROCfOld5 

1.1 Position fttle: Asaiatant Director. Stacliea Publications (Statistics) 

1.2 Imediate SUperrisor: Director, Statistics and Data Proce§ing 

1., 1-diate Sabordinatee: lfil 

1.lt .Aaociatea: 

i. Assistant Di.rectors •. Surve75 and Data. Collection and Data 
Processing; 

ii. All Assistant Directors of the Ministry. 

2. O:am:TIVB OF !II! 10srrJm 

'Z _,. 

2.1 'lo generate indutrial. studies end pablications resalting fr.. atatiatica. 

2.2 To aupplemeat statistical infol'!lllltio!l to atudiea and publications. 

2.3 To prepare statistical pabllcatione on trends end de-.elo~nta in 

inclaatry. 
. 

2.lt To reriev atatiatical data of studies and.publications undertaken lJ7 

other agencies. 

3.1 ·Initiates end prepares industrial studies and publications. 

,.2 On request scrHns and rerieva other industrial studies and pablicationa 

regarding statistical data. 

3.3 Supplements by statistical intonation studies of the Ministry lllld 

the Ministry of Finance lllld Planning. 

3.lt Sapplaenta b7 industrial statistical data . llll7 stucq of an7 other 

agenCJ". 

3.5 OD request acreena end rerieva statistical data of studies of any other 

agenc7 • 

3.6 Ia the focal point of cooperation with the Central Bureau of Statistics. 

3.1 Will uadertab ay other taak aaaiped to hill bJ the Director. 

4. QUALIFICATION 

Bachelor of Economics, Statistics, Busineas Administration or equivalent, 

with at leaat three year• experience in statistical work. 
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JOB~ 

1'o. 5.2.2 

1.1 Position 'fitle: Assistant Director, SarftJ'IS and !>ata Collection 

1.2 lalediate Superrlsor: :>L~ctor, Statistics and Data Processing 

1., 1-diate Subordinates: lfil 

i. Assistant Directors, Studies & Pablicatioaa and Data Processing 
ii. All Asaistant Directors of the Miai&tr7 

2. OB.U!U'flB OF POSiftal 

2.1 To initiate and prepare sarftJ1S on statistical information originating 

rn. the Central Statistical Office and the Ministry. 

2.2 'lo coordinate and cooperate on sune79 of other agencies which haw 

impact OD industry. 

2.3 'lo ensare the timely collection of releY211t statistical infol'lllltion fro. 

iadaatry for data processing. 

2... 'lo coordinate data procesaiag and follow-up distribution. 

,.1 Conducts specialized nrw7s on statistical. infomation !!'Oii the Central 

Bureau of Statistics and the Ministry as v~ll as the Regional Offices. 

,.2 'lo coordinate statistical data, cooperate and assist SUMeJ1S prepared b7 

other agencies in the field of industry. 

3•3 Superrises the ti•lJ' receipt ot' reouested statistical data fl'Oll industry 

for processing. 

3.4 Coordinates data processing and !ollov-up their distrubution to the 

agencies concerned. 

3.5 'lill andertake 8DJ' other task aaeigned to him bJ' the Director. 

4. OUALIPICA'l'IOlf 

Bachelor of !con011ics Statistics, !Dnneea Adlliniatratioa or equiwlent vitb 

at least three J'9•r• experience in atatietical work. 



• 
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1. $111UC'I1JIE 

1.1 Position 'fitle: Msistant Di.rector, Data Procesai.ng 

1.2 ll!ll!lediate SUperrisor: Director, Industrial Statistics and Data Processing 

1.3 Imediate subordinates: llil 

1.4 Aaaociates: 

i. Asaociate Di.rector, Studies •d PlllUications 
ii. Associate Director, SUrfty and Data Control 

iii. All .Assistant Directors of the Di:ri.sion or Inclustr::r 

2. OrnIYE OJ' POSITmf 

2.1 To recei w data ~!'Oil the Industr)' Monthly Reporting s:rstem. 

2.2 To recebe data !ram the Director , Policy and Planning and tbe Assistant 

Directors, Studies Ir Publications and SUney and Data Control. 

2.3 To re~ehe any other relevant data ree:arding industry !'roa other sources 

of the Ministry and troll outside. 

2.4 To operate the computer and process data in speci~ic tor:iat established 

by the Director, Industrial Statistics and Data Processing. 

,.1 Will be the focal point for all data processing actirites. 

3.2 Codes and classifies data for sub•quent data processing. 

'·' Enters data in the c011puter. 

,.4 Adrises the Director and the Assistant !>irectors of Inc:luatrial Statistics 

and Data Processing on deficiencies for correcti~ measures • 

3.5 Initiates and compiles monthly statistical reports for the Directors 

of Planning, Programming, Monitoring and Eftlluation. 

3.6 ZXtracts and compiles data for industrial studies. 

3.7 ay other function .. aigned by the Director. 

... Q!JALMCA!IOlf 

Bachelor of Economics/Statistics/Bu•in•s• Adllinistration on equi.,.lent with 

at least of three 79ars experience in COllPUt•r operations. 
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JOB mscRIP?IOB 

1.1 Position "fitle: Director, Progranmin~, M.,nitoring and :::Yaluation 

1.2 1-ediate Superrisor: Chie~ Directllr, !ndustry 

1.3 Imediate Subordinates: 

i. .Aseiatant Director, Sector Progr&:!llming 
ii. Aasistant Director, Macroeconomic Programaing and Aid Coordination 
iii. Aasistant Director, Monitoring and Eftluatioa. 

1.~ .lsaociates: 

i. Director, Planning, Research and Policy Ana17sis 
ii. Director, Induatrial Statistics ancl Data Processing 

iii. Director, Manufacturing Operations and Support 

1.5 Coordination 

i. Jlational Board for Saall Scale Industries 
ii. Ghana Standard '9oard 

iii. Ghana Inwstment Centre 
iT. Bank of Ghana 

2. OBdwtIYE 01' FOS!TIOll 

2.1 'fo be !)rimaril7 responsible :tor detailed preparation, as well as management 

support, monitoring and ewluation of subsector and other develor.ment 

progrannes. 

2.2 '.ro dHelo~, 1111111age and monitor special progra.'!?llles !or policy measures 

vt.ose implementation is entrusted to the Ministry. 

2.3 '.ro study, elaborate and recommendl~bsectorsand for individual industries 

im'PQrt (in cooperation with the Bank of Ghana or other Banks inftsting 

in Industry) , rehabilitation, rel!tructuri!'.g programmes, epeciti-

cally in conjunction with the Industrial Sector Adjustment Credit (ISAC). 

2.i. '.ro monitor, appraise and ewluate industrial subsectors and individual 

industries. 

2.5 'l'o be the centre of coordination o! external aid and liaison with OllIDO 



• 
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3. ~s=c~sr~ 

3.1 Starting from t!le perceptions ot Planning, Research and !>olicy .\n3J.!'sis 

the Director will deftlop short-term, medimn - and long-term '?rogra:mnes 

!or orderly industrialization in Ghana. 

~. ~ !i!onitolS and rec~encli.incentiw measures so as to ~ab ta:.!: t::e ::e~e??tu::: 

of increased domestic production and exports. 

3.3 Following macroeconcmic goals, the Director will dew!.op pl2Ils to shift 

the leading edge of poliey reform from macroeconomic to sectoral 

concerns, and to lay the basis !or renewed, 'rigorous and e!"f'icient 

grovth in the industrial. lm1 sectors for processing loca1 raw 1!18.teriala, 

!Jl"Oduct dewloi-ent for domestic and export markets. 

3.4 f'onitors the au~l1 of iaported raw material and equipment in co­

operation vith the import licencing agencies. 

:r.5 ProYi.del Technical support !or the rehabilitation of industr!.'!s "1f!tich 

would be unable otherwise to operate efficientl,. (local or external co?l­

aultan ts, training etc). 

3.6 Vill be the focal instrment !or the implementation of the IS.n.C Credit. 

3.? Co-ordinates external assistance and liaises with UNIDO. 

3.8 Prepares budgetary estimates tor his programme. 

4. ACTIVITIES 

4.1 Macro - and microeconomic progr11111111ing 

i...2 Receives copies of monthlJ' reports from i.'Jduatry from the Director of 

Industrial Statistics and Data Processing Unit and monitors the 

deftlopment of the industrial sectors. 

4.3 OrTanizes support ser'Vices for the industrial sector and subeector and 

individual enterprises. 

4.4 Plans and implements group amindiridual training on subsector ot 

Industries and 'Plant leftl. 
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5.1 Hae direct access to iaduat.~. ·. 

5.2 Call.Son the support of all 'Regional Offices. 

5.3 Comments on all requisitions on expenditure within his re&!X>nsibilities. 

5.r. Appraise at least ann-11)- his bwediate subor~i..'"l!!tes ~ :!.ccordance vith 

laid down policies and regulations. 

5.5 Coll!llents on all peraonnel actions regarding his area. 

6. quALD'ICATICllS 

Fi.rat Uniwrsity degree ia eCOllOllics/engineering vith postgraduate training 

in industrial prosr-ing and management, or equiYBlent. Miniam of four 

,ears in similar positions is re~ired. 



• 
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1. S'l'!lOt'ftiRE 

1.1 Position Title: Assistant !>irec:tor, Sector ProgralmiDg 

1.2 !mediate ;u~rvisor: Director, Pro~ing, ~onitori:ig ~valuation 

1.3 Imidiate SUbordinates: 1'il 

1.~ Asaociatee: 

i. ill Auistant !>irectora ot Dbisions -of Industry and Science 
and T9clmoJ.oa • 

ii. Staff of the Central. Bureau o-r Statistics 

2. O'BJSCTIVE OF POSITIOS 

2.1 '?o ~Ti.de detached progtw of resources and support for industrial 

deftlo!198nt. 

2.2 !o establish deftlop:!911t programesfor industrial rehabilitation of 

industry. 

2.3 !o pro~se and l!!Ollitor the printization and restructuring of State 

Owned l!iterprisee. 

3.1 Studies, elaborates and pronc:lee detailed programme of resources and 

support services for industrial c:lewlopment. 

3.2 Prepares and propoees deftlopment programmes tor the rehabilitation of 

industry, including a time-table for implementation. 

3.3 Studies and recommende financial resources required. 

3.lt Programes and l!IODitors in cooperation with the Assistant Director of 

State Owned ?aterpriaes coordination privatization, closure or restruc-

turing of such industries • 

Degre• in economic• or buein••• administration with at least two years of 

experience in induetry. 



- 40 -

- 1. S"!'RootO!<!: 

1.1 Position Title: Assistant Director, Macroeconol!lic Programing, Aid 
Coordination and liaison vith lJMI!Xl 

1.2 Ialediate Superriaor: Director, Programing, Monitoring and E-1.uation 

1.3 Inmediate Subordicates: Nil 

1.4 Aaaociates: 

i. All Assistant Directors of the Diriaions of Inclustl'J' and Science and 
Technology 

ii. Central Bureau of Statistics 

2. O&S:TIB O!' POSITION 

2.~ To be in charge of programmes for the deftlopment of the manufacturing 

sector conring financial, human and technical aspects. 

2.2 ro be the link to the Director, Sector Progr81111ling in order to secure 

c;ptimum utilization of financial and technical resour.- s. 

2.3 To be the focal point for external aid available from international, 

regional and bi-lateral programmes. 

2.4 To maintain the day-to-day contacts vith the United Nations Industrial 

Development Organization specifically. 

2.5 To channel in cooperation with the Assistant Director for State OVned 

Enterpriees 'oordination technical assi~tance to this subsector. 

3. R":SPONSIBILITIES 

3.1 Elaborates and J)repaJ:es detailed programmes for manufacturing development, 

including financial, '1uman and technical support. 

3.2 Ensures in cooperation with the Assistant Director for Sector Pro~ing 

proper di..tribution of financial and technical re~ources. 

3.3 Cooperates with external aid agencies, specifically technical assistance 

organizations and coordinates and channels aid to indust!'1• 

3.4 Acts on all matters concerning cooperation with the United Nations 

Industrial Development Organization. 

• 
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3.5 Infor:ns the National Committee tor the United ~ations Industrial: 

De..elopnent Organization on matters ot their interest. 

3.6 Progra.l!lllles technical assistance support to State Owned Enterprises and 

• proposes rehabilitation action as vell. 

• 

4. Q~ALD'ICATION 

Degree in economics or business administration with at least tvo ;yeara of 

experience in similar positions in Go..ernment or industry • 
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JOB !ESCRIPTIOllf 

No. 5.3.3 

1.1 Position Title: Assistant Director, ~onitoring and ~valuation 

1.2 Ia!mediate Superrisor: Director, Progr8!11!!1i!l..~ 1 ~.rr!titc:-:.!'.g ar-d "::"va!.:iation 

1.3 Immediate Subordinates: Nil 

1... Associat'!s: All Assistant Directors of Di'risions of Industr,r and Science 
and Technology 

2. OBJretlV! O!' POSITIOPf 

2.1 To elaborate and appl7 8'&tems for 1BOnitoring industrial development at 

macroeconomic leftl and at sabsectors. 

2.2 To study and elaborate programmes for evaluation of the industrial ~ector 

and its subsectors. 

2.3 'ft) study develop!!!ent progress and to report on achievements and ~ailures. 

2.4 To perform sub8'.!Ctoral industrial studies for evaluation of progress. 

3. R::SFO!f SIBILI'l'I!:S 

3.1 De.elope detailec!.syste11s for monitoring of the manufacturing industry at 

the macroeconomic and at the subsector level. 

3.2 De-velops ·progr81111les for evaulation of the perfol'lllance of each industrial 

subaector as well as the manufacturing sector as a whole. 

~.3 Reports on industrial develoi:ment nrogrees, achievements and failures. 

,.4 Performs subsectorial studies for e.aluation of industrial ~rogress. 

3.5 Analyses in detail industrial cases where results indicate major deviations 

from targP.ts. 

4. 10'ALI!'!CATIO!f 

Degree in economics or business administration with at least two rears 

experience in industry. 
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, Wo. 5 ... 

1. M'!<OOtUR! 

1.1 Position 'l'itle: Director, M111mtacturing Operationa and Support Senices 

1.2 1-ecliate Supeniaor: Chief Director, Indaat1'7 

1.3 Illllediate Subordinates: 

All Assistant Directors of his Unit 

2. OBJmi'IVB 01' POSITICB 

2.1 To etq and apprai• industrial denlopment ecbnes and industrial 

enterpriees to design and screen rehabili~tion programmes tram the 

technical and lllllll8gerial new point. 

2.2 To etu~ and organize infrastructure de..eloi-en.t activities. 

2.3 To man.age and l!IOD.itor special programmes !or 'PQlicy measures ot 

pri"l&tization, 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 ftlue-

added, manufactured !)rOducts for domestic and export markets, upstream 

resources denloiment, industrial manpower, training and demand. 

2.5 To study, screen and direct technical aaaistan.ce in cooperation with 

the Director for Programing, Monitoring and E'Yaluation.. 

3. RESPOlf SI!D.ITIES 

J.1 Will be the managerial, technical and financial inatrment of the 

Ministl'1 on subsector end plant lenl. 

3.2 'l'he Director will delinr the technical inputs, will stu~ probl811B of 

subeectors and industries, propoNB impronment and assists in remedial 

measures. 

'·' " Prepares and implements technical training at aub•ctor end plant 

lewl. 

3.4 Vill draft job description• or tems of reference tor technical aaeietanoe 

projecta. 
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3.5 'iill assign counterpart staff to technical assistance projects and super-

'rise iaplementation. 

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

3.7 ~ill execute the Ministry's regulatory re~nsibilities with respect 

to industrial standards, sa!et~, healt~ and rollution control. 

3.8 wm prepare the budgetory estimates tor his !)rogra e • 

... 1 '.fill appraise the managerial and technical ccmpetence ot industry on 

plant lewl by regular and ad hoc factor.r Ti.sits. 

4.2 Receiwt;.copies !rm Statistics and Data Processing ·of Monthly Industry 

Statistics for identification of bottlenecks or other 

managerial or technical problems. 

4.3 AppraiseS indi'ridual enter'!>J'ises on regulation and instruction of the 

PNDC-Secretary, the Under-Secretary or the Chief' Director, Industry. 

4.4 Should organize and conduct group training courses, workshop and other 

support acti'rities as needs are identified. 

5. AlJ'l'HORIT!' 

5.1 '!'he Director as well as his professional statt ma:r enter the ground of 

any private industry and inspect rav material, machinery, operations 

and qualit:r of products. 

5.2 Approns tranl plan of professional staff. 

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

Offices. 

5.4 ~ents on all requisitions of expenditures. 

5.5 Appraises at least annually his immediate subordinates in accordance 

with laid down policies and regulations. 

5.6 Coments on all personnel actions re~arding his Branch. 

First Uni.,.rsity de~•• in industrial engineering with postgraduate traiAiAg in 

management and operation of manufacturing industries. At least ten 19ara practical 
expe . 

r1ence on plant l•nl are essential, preferable in different enterprises. 
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Ko. 5 .... 1 

1.1 Position 'fitle: Assista::t Director, Textiles, ·}':?!'lllent, :OOtvear and 
:.eather Industries 

1.2 Imaediate Superrisor: Director, Manufacturing Operations, and Support 
Senices 

1.3 Imtediate Subordinates: One or tvo O!!ic~rs (Technicians) working on 
subsectors not cowred by the Assistant Director 

1.4 Associates: All Assistant !>irectors of Divisio'!l of Industr!' 

2. 0~18 OP' FOSITIOlf 

2.1 'l'o assist in studying and ap!)raisal develo~ent sche!!!es and industrial 

enterprises in order to design rehabilitation programmes from the 

managerial and technical riev?Qi."'lt. 

2.2 To assist in studies o! infrastr.icture develo!J!!!ent ~ctivities. 

2.3 '?o giw adnce, monitor and manage special pro~s !or !'Olicy measures 

of "?rivatization, closure or restructuring o! State CNned :ndustrial 

~teii>rises in cooperation vith the Assistant Director, State Cvned 

!hterprises Coordination. 

2.r. To assist in studying, ecreening and direction technical assistance needs 

for industr,.. 

2.5 To auist in the promotior; of industrial investment !or existing and 

new industries. 

2.6 'l'o assist in the appraisal, control and regulation or existin~ industries. 

2.7 To assist in the fol'lllUlation and implementation of industrial import 

programmes if reauested • 

~.1 Collects the factual material for studies and ap~raisal of deftlopment 

schnee and industrial enterpriees for design of rehabilitation progrws 

from tec~nical and 11181l&gerial viewpoints. 



- la6 -

. :5.2 Collects tactlllll iafor..tion an infrastructure clewlopment end prepares 

studies and nc~meadatioaa. 

}.:5 Studies and adriees • •aaares of pri•tization. cloare or reetracturiag 

of State Owned Enterprizes. 

3.lt Studies technical aaaiatance needs and assists indastries in drafting job 

deecriptione or tens of reference for experts or consultants •rri.cee. 

:5.5 Studies poaeibilities for industrial inwstaent. drafts projects profi1es 

and requests.. 

,.6 Studies neceeaities for training •d proposes progz• es. 

}.7 Apprai•a ind1Urtriea1contro1e and reports about special eftllta. 

3.8 Coments on reqmste for expeneion of licences of existing indaatrie11 or 

ieauence of new licences. 

3.9 87 other task asrigned to hia by the Director within hie profeaei.oaal 

competence. 

Degree in e.lgi.ileer-i ag or aquivaleat.. .A .,iilku;,; .:.£ ;;.w;o .::e..rs ~-i~ 

ill ~rial .i;iosi:"li.us u Govamwc.·;t i:;I" I.it• ~.,~j. 
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5o. 5.1i.2 

1. Si'idiC-fORB 

1.1 Position Title: Assistant ~ctor, !'God and !.gricultu..~ Industries 

1.2 I~diate ';1.i'!!e?"risor: "lirector, !'!anu!actt:rin~ C:ierations, and Sup~rt 
Serrices 

1.3 Imediate Subordinates: One or tvo Officers ('!ecbnicians) working on 
nbaectors not co-wered by the Assistant Director 

1... Asaociates: All Assistant :>irectors of Dirision of Inclustr7 

2.1 To assist in studying end •!'P1'8i•l dewlopment ac!teaes and industrial 

from the 

managerial and technical rievpoint. 

2.2 To assist in studies o! int'rastructure :fe.elo~nt actiritiea. 

2.3 To giw adrice, :!!Onitor and manage special :.>rogr&l!!!lles for poliC7 •asurea 

o~ !ll"ivstization, closure or restructuring of 5tate Owned Indmstrial 

~te?1)rises in coope?"ation vi.th the .\esistant Director, State OVned 

!:nterpriaes Coordination. 

2... 'l'o assist in studJing, screening and direction technical assistance needs 

!or industry. 

2.5 'l'o assist in the promotion of industrial inftstil!ent for existing and 

nl!v industries. 

2.6 'l'o assist in the •!>~i•l, control and regulation o! existing industries. 

2.7 To assist in the formulation and imple~entation of industrial ilq>ort 

progr8MMa it requested • 

3.1 Collects the !actual material for st~dies and a-;>praisal ot deftlo~ea:t 

achelffs and industrial enterprises tor desi~ of rehabilitation progrmmes 

from technical and managerial Yiewpoints. 
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'92 Collects r.ctllal. iafonatian an infraetractve dewloJIMRt md prepares 

shd:lee md reca auulatiana. 

'·' Shdiee and adnaea an....,... of pri•tbatian, cloeare or reatlactariag 

of State OVDed ~terprhes. 

,_,. Shdies teclmica1 assistance needs md aesi.ste indaatriea in dratting joa 

deecriptiana or teras of reference for experts or caamltata eerri.ces. 

,.5 Shdiee poaeibilitiee for indutrial inwstmeat, drafts projecte profiles 

•d reqmsts. 

3.6 St11diee neceaitiea for training encl propoeee 14"ugr es. 

3-7 Appraises indutriea,ccmtrola •d. reports alloat special. eftllts. 

3.8 nta an reqmsta for elq181UJiaa of liceacea of exlatiDg indllatriea or 

i.-nii:e of new licences. 

'·' Aa7 other task aaaigned. to him b7 tbe Director vitldn Ilia profesaioa•l 

eo11petence. 

4. ;fiAUFIC&Z~ii 

Degree in ~~ or ~val.eat.. .. minjp;a ur ';.wo years ~ ia 

iDJusio.riai. i:.>C1£.t..ioos ill Govem&eni;. .;:;r Inciast.r,,. 
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JOB ~If 

lfo. 5 .... 3 

1.1 Position 'Htle: Assista."lt Di.rector. ·100-t, P!i:ier a.."ld :.,...ir.ting Industries 

1.2 !Jllllediate Sul:errisor: ~:.::-ector, ~!!!la~acturing Ope~tions, and Sup,ort 
Serrices 

1.3 Imediate Subordinates: Cne or two O!!'icers ('!echnicians) working on 
subsectors not co.ered by the As&istant Director 

1.,. Associates: All Assistant Directors of Di vision of lnciustry 

2. OBJ?!ttlB OF POSMON 

2.1 '!o assist in studying and appraisal denlo~nt schemes and induatrial 

enterpriaes in order to design rehabilitation ~grauaes from the managerial 

and technicsl. rievpoint. 

2.2 To assist in studies of intrastructure develo~ent actirities. 

2.3 To gift adrice, monitor and ~age special ~gra..."'ll!es :tor policy measures 

of '!>?'i•tization, closure or rstructurinit of 3tate Owned Industrial 

::nterprises in cooperation wit~ t~e Assistant Director, 5tate Owned 

~terpriaes Coordination. 

2... !o assist in studying, screeni~ and direction technical assistance needs 

for industry. 

2.5 To assist in the promotion o! industrial investment for existing and 

new industries. 

2.6 To assist i."1 the appr9isal, control and regulation of existing indus~ries. 

2.7 To assist in the !or.nul9tion and imp~ementation o! industrial import 

programmes i! re.,uested • 

,.1 Collects the !actual material !or studies and appraisal of develop:isea.t 

schemes and industrial e~terpriaes for design of l"'!thabilitation programmes 

trom technical and managerial rie~ints. 



- 50 -

atudies mad reca••adatioas. 

3-3 Studies mad adriaes ma aeasaree of pri•ti•tioa, closare or restracturing 

•f State Owned Bnterprizes. 

3... Studies tec:Jmical assistance needa mad aaaiate industries in drafting job 

deecriptione or teraa of reference tor experts or coasaltllllte eerri.ces. 

3.5 Studies poaibilities tor iadutrial. inwstmeat, drafts projects profiles 

mad reqaeeta. 

3.6 Sbdies aeeesei.ties for training end proposes prog:re es. 

3. 7 Appraieee incbletriee, coatrole and reports about special eftllte. 

3-8 Ca••ate oa requests tor expaneioa of licences of en.ting indaetriee or 

ilNlllellce of nev liceacee. 

3.9 Aa7 other taek aeeigaed to Ilia b7 the Director within hi.a profeuional 

competence. 

Degree in eng:i.n~ or e;_uivale:lt.. ~ cjnjp)ll or two years experience . 
in i:idust.r"ial ,?Ositions in Goverr.aea!. or Inciilstr.; • . 
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· 1. ~!.*.;"!"HE 

1.1 Position 'fitle: Assistant Di.rector, Chet'licals, Plastics, !ion~@~.'lllic~, 
~inera!.s a:ld ~ber !ndustrie~-

1.2 I!lllllediate SuperTisor: Director, ~BDufacturing O::erations, and Sup~rt 
Serrlces 

1.3 Immediate Scbordinates: One or tvo Officers (~echnicians) working on 
subsectors not co.ered by the Assistant Directo~ 

1... Associates: All Assistant Directors o! !>iriaion of !ndustry 

2.1 '!o assist in studying and appraisal deYelo~nt schemes and irdustrial 

ente!"!'!"ises in order to design rehabilitation ~rogrammes !rom the oanageria1 

and technical viewpoint. 

~.2 To assist in studies o! in!rastructure deYelo:pm~nt activities. 

2.3 'ro give a".fvice, monitor and manage special ~grammes to~ policy '!leasu ..... es 

!>?"iwtization, closure or restructuring o! State Ovned Industrial 

!nte~ises in cooperation with the Assistant Director, State O\lned 

!bterprises Coordination. 

2... '!o assist in studying, screening and direction technical assistance needs 

for industry. 

2.5 '?o assist in t~e promotion of industrial in.estment tor existing and 

new industries. 

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

2.? 'ro assist in the formulation and implementation of industrial import 

programmes if requested • 

3.1 Collects the tactual material !or studies and a~praisal o! developnent 

schemes and industrial ente~iaes !or design of rehabilitation programmes 

from technical and ~anagerial Tievpoints. 



52 

~.2 Collect~ !actual in!or.:!ation on infrastructure develo?"""ent and ;....-e~s 

studies and recoll!llendations. 

3.3 Studies and advises an measures ot ~batization, closure or rest-'P11cturi.ng 

of Shte OVned "".'.'nte~rizes. 

3.~ Studies tec?!nical assista:ice needs and assists industries in ara:ting job 

desc-:-iptions or terms of re!erence for e:icperts or consultants services. 

3.5 Studies possibilities tor industrial in~stment, drafts '?l'Ojects !J!'Ofiles 

and reouests. 

~.6 Studies necessities for training and proposes progrrel!!ea. 

3.? Ap'!')!'llisea industries, controls and re!JC)rts about B?tCial events. 

3.8 Coments on requests tor expansion of licences of existing industries or 

issuence of new licences. 

~.9 Any other task assigned to him by the Director within his professional 

com~tence. 

' ·- . ·-··-- -----.· 
'+• ·5;_n...,,~• .-'-'A-~ ... 
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JOB ~IPl'IO!f 

Ko. 5 .... 5 

1.1 Position Title: Assistant Director, Engineering, Assembling, ~etal, 
Electrical Industries and 
Industrial Services 

1.2 Immediate Superrlsor: Director, Manufacturing Operations, and Support 
Serrices 

1.3 Immediate Subordinates: One or two Officers (Technicians) vorking on 
subaectors not COftred by the Assistant Director 

1... Associates: All Assistant Directors of Division of Industry 

2. OBJ?L"l'IVE OF 'POSITION 

2.1 To assist in studyi.!lg and ap~isal deftlopment schemes and industrial 

enterprises in order to design rehabilitation ~rogrammes !rom the managerial 

and tec~nical viewpoint. 

2.2 To assist in studies of infrastructure de'telopment activities. 

2.3 To give adrice, mcnitor and manage special programes for policy measures 

prhatization, closure or restructuring of State Owned Industrial 

'Enterprises in cooperati"n with the Assistant Director, State Owned 

!:oterprises Coordination. 

2.~ To assist in studying, screening and direction tec!inical assistance needs 

for industry. 

2.5 '1'o assist in the promotion of industrial investment !or existing and 

new industries • 

. 2.6 '1'o assist in the appraisal, control and regulation of existing industries. 

2.7 !o assist in the formulation and implementation of industrial import 

programmes i! requested • 

3.1 Collects the tactual !llaterial fer studies and anpraieal or developnent 

from technical and mana~erial riew . ~ : . -.. 
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Collects factual infornation on infrastructure develo!JOent and !'repares 

studies and recommendations. 

3.3 Studies and adri!"es an measures or privatization, clol"'ure or restructuring 

or 3tate Owned ".:nter~rizes. 

3.~ Studies tec~nical as~istance needs and assists indus:ries in drafting job 

descriptions or terns of !"eference !or exp!rts or consultants services. 

3.5 Studies possibilities ror industrial investment, drafts !l?'Ojects p~!iles 

and I"e(!ues'"s. 

3.6 Studies necessities !or training and proposes ~rogr~es. 

3.1 A:!JPl'lliaea industries1 controls and re~rts about special events. 

3.8 Coments on reC!uests t'or expansion of licences of existing industries or 

issuence of nev licences. 

~-9 Any other task assigned to him by the Director within his professional 

competence. 

-T'··- ~- - ~ ...... - . 
1:fJiLW.LC .L .. nu . .;.\J•• 

.:.. ...... ....... _ 
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.JOB DESCRIPTION 

1'o. 5.5 

1.1 Position Title: Director, Special Projects 

1.2 Immediate Sut>erriaor: Chief Director, Industry 

1.3 Immediate Subordinates: 

i. Assistant Director, Incluatrial Engineering 

·u. Assistant Director, Industrial J:conmist 
iii~·Aeeietant Director, Sllall Scale Industries Coordination 

1.4 Aseociates: 

i. All Directors of Inc1uatr7 Di riaion 
ii. Directors of other releYaDt Ministries 

1.5 Coorclination: 

i. Science and Technology Dirision of Ministry 
ii. Ghana Industrial Holding Corporation through Division of 

Administration and Information 
iii. Ghana Standards Board 
iv. Ghana Inftstment Centre 
v. National Board for Small Scale Industries 

2. OBJ!CTIVE OJ' R>SI'fiON 

2.1 To act on subeector and special projects not covered by other Directors 

of the Industry Dirisio!l. 

~.2 To work mainlr on plant leftl with the aim to upgrade efficiencr of 

production by organization and management studies, market opportunities 

studies, economic and pre-teasi'.>ilitr studies, group training and 

training on the job. 

To programe and initiate national maintenance and repair programmes 

and to identitr industry constraints and assist in rehabilitation 

programmes tor Industry in cooperation With the Director of the 

Manufacturing Operations and Support. 

2.4 To foster establishment of maintenance and repair workshops in certain 

areas to the benefit of maller plants not able to afford auch facilities 

on their own. 

2.5 'ro assist industries on marketing at plant lewl and adriee on export 
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opportunities, in cooperation vith the Ministry o! Trade. 

2.6 To conduct for ~hate ancl public sector enterprises cost-benefit 

studies, product costing/pricing anal7sis and be responsive to tackle 

other business problems affecting industry. 

2.? In cooperation vith other Directors of the Division of Industry, to 

liaise the Ministry on activities of the National Small Scale 

Industry Board. 

2.8 To adrise industry in conjunction with the Science ancl '.L'echnology 

Dhiaion, and the Director of Operations industrial enter"??"isea in the 

orderly iaprove:r.ent of production , design d.ewlopaent of nev 

products and establishment of quality control facilities. 

3.1 Will analyse organizational and management problems of subsectors of 

industry as well as at plant level. 

3.2 Will assist industrial enterprises in assesSl!lent and selection of 

personnel in management ancl technical jobs, including locating of top 

management and technical personnel. 

3.3 Will conduct group training, indiridual training and workshops in 

organization and management. 

3.4 In cooperation with the Director of Manufacturing Operations and 

Support, will study and prepare and initiate industrial maintenance 

and repair programmes. 

3.5 ''ill issue maintenance manuals for onrhaul and replacement of industrial 

•qui]lmftt, including periodic in8})ections and servicing. 

3.6 Will identify key areas tor the establishment of workshops for mainte­

nance and re-pair of machinery of smaller industries not being able to 

afford such facilities. 

3.7 ID cooperation with other releftnt trade organizations, will tl8sist 

industries in marketing of their goods for the dome.tic market ad 

exports. 
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3.8 On request, will prepare cost/benefit studies, advise on financial 

anaqeie, cost accoanting and other financial matters. 

3.9 In cooperation vi.th other Directors of the Dirision will deftlop an 

etfecthe systn for coordinating actirities or the ?~ational Small 

Scale Industry ~. 

3.10 Will assist plants in iaproring quality of !>l'Oduction, design and/or 

clewloimaent of nev products, and establis!?ment of quality control 

facilities and techniques. 

... AC'i'IVI't.115S 

a..1 Receiwe and analyses industrial reports and information from all 

sources, including reports troll the Director of Industrial Statistics 

and Data Processing, tor aasistance tor other industrial projects not 

cowred by the other Directors of the Industry Division • 

... 2 Vill conduct factory visits regul.arl1 and ad hoc • 

... , Will etudJ and anal.1se all info?'l!l&tion on organization and management, 

aaintenance and repair, workshop techniques and disseminate to industry. 

4... Identify nev markets tor industrial products manufactured in Ghana and 

disseminate to manufacturing enterprises • 

... 5 AdYise and train industrial staff on financial matters • 

... 6 Will elaborate budgetary estimates for his programme. 

5. AU'l'RORI'l'! 

5.1 the Director as well as his professional staff may enter the ground 

of any priw.te industry of his responsibilit;r and inspect raw material, 

plant machinery, operations and quality of products. For state owned 

enterprises authorization of the Dirision of Administration is required. 

5.2 Approft• trawl plan of professional staff • 

5.3 Requests ad receiws, within his function•, information from 

Regional Offices. 

5... Coaments on all requsitions on expenditures. 

5.5 Appraises at least annually hi• illllediate subordinates in accordance 

with laid down policie• and regulations. 
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5.6 Comments on al.l ~rsonnel actions regarding bis unit. 

6. QUALIF'ICA'rIONS 

First University degree in engin@eri.ng or economics vith postgraduate 

training and experience in management ot 1181lutacturing industries. At 

least eig~t years of accumulated experience in the !ield are es~r.tial 9 

preferable in di!ferent enterprises. 

• 

• 



.. 
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Ko. 5.5.1 

1. S'!'!mt,"l'IJHE 

1.1 Position 'ritle: Assistant Director, Industrial Engineering 

1.2 Il!:l!e1iate Supel"Tisor: Dir'!ctor, Special Projects (Industry) 

1.3 Immediate Subordinates: ~il 

1.i. Associates: All Assistant Directors of the Divisions of Incluatry and 
Science and 'l'ec!molo~, apecificall.)- Assistant Directors 
ot the Director of Manufacturing O!)f!ra.tiona 

2.1 'lo act on aubsector and special projects not conred by other Assistant 

~ctors of the Industry Dirieion. 

2.2 To act on s~ecial projects assigned to hi:!! by the Director. 

2.3 To work mainly on plant leftl with the ai!:l to upgra-:!e efficiency of 

production by orga..~ization and ~anagement stud~es, pre-!easibilit1 

studies, group training and train~ng on t~e job. 

2.4 To study, programme and initiate !l&ticnal ~i:ite?tance and repair 

pro£0'ammes and to id.enti!y industry constraints and assist in rehabilita-

tion progrSl!lllea for indust~ in cooperation with the Assistant Directors 

of the !>irector, Manufacturing Operations and Support. 

2.5 To foster establishment of maintenance and re~ir workshops for certain 

areas to the benefit o! 811l&ller industries not able to a!!ord such 

facilities on their own. 

3.1 Analyses o?"ganizational and management proble~ of subeectors of industry 

as well as ~lant level and recommends remedial measures • 

3.2 Assist industries in aaeesment and selection of management and technical 

key personnel. 

'·' Prepares group training, indiridual training and workshops in organization, 

:nanagement ad technical management. 
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3.i. Studies, pre~s and initiates •inte:!ul!lce and re~ progra !es. 

3.5 Prepares maintenance and aerri.cing manuals !or owrbaul end re!>l.P-ceme!lt 

of parts of industrial ewi~t. to be issued b7 the ~inistr?'. 

3.6 Assist industries i!l improri!ig ~ualitT of ~duction, establishment of 

quality control ~e:nents and tec~ioues. 

3.7 Assists in the dewlo~nt and design or nev and more comptithe 

products in making available literature, cat~s (Sears and !loebock, 

~ielle etc) to industries. 

,.8 An7 other task within his professional competence arsiglled by tbe Director. 

... qJALIPICATIOlf 

Degree in indutrial engineering vi.th extensiw experience on plant lewl of 

at least eight years. 
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1.1 Position Title: Assistant Director, Indus!rial ~c~r:o~ics 

1.3 1-ediate Subordinates: lfil 

1.• Associates: 

i. All Assistant Directors of !>iY!.sions o! l!!dustry and Science and 
Tec!molo!!Y. seecificall.y t!rose or the !>i?"eetor. ~a:iufacturing 
O!Jerations and Support 

2. OBJ!L'TIVS OP fOSI'lICll 

2.1 To conduct for pablic and !'l'f.•te sector industries cost/be!te!!.t sh:dies, 

product costing, pricing analysis and to be re~:isi-.e to tackle other 

business ~ble!3s a~fecting industries. 

2.2 '!o assist in establishment o! proper accou'1tin: and book-:;.:eeping. 

2. 3 To prepa.--e ~!"aini.ng in the abow field. 

2.~ To assist industries in :!lllrketing of t~eir products. 

3.1 Conducts on plant lewl cost/benefit studies. 

3.2 Assists in product costing/pricing analysis and assists in other financial 

o~rations. 

3.3 Assists in the establishment of proper acr,ounting and book-keeping, 

S?tcifie&ll"!' t!le uae of modem business equi!nent. 

Assist in marketing for domestic c~naumption and ex:-..orts. 

~pare!'J and initiates treini:ig, grou::i ~!":ti!li!'?~ and inc!ividual training, 

in the field o! economic and financial matters • 

3.6 Any other task within his capacity assigned b~ the Director. 

Degree in !conomics with practical experience in industry o! at least fh• years. 

~xperience in uae of 119Chanic and electronic office equipnent essential. 
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JOB !J!:SCRI!"t'ICK 

1. ~ ... "'!"_•!'!!! 

1.1 Position !itle: Aasist-...ant !>irector, Seall Scale Industries Coordinatio~ 

1.2 1-ediate Superrisor: Director, ~cial Projects 

1.3 t-ecliate Subordinate: !fil 

1.~ Associates: 

i. All Assistant Di.rectors of Dirisione of Industry and SciP.nce and 
'leclmol.oa 

2. OBJ!t'flt!! OF POS!Tlal 

2.1 "!o act aa the -in link between tbe Minish7 and the !fatio!lal Board 

f'or Sllall scale Indutries. 

2..2 To coordinate and channel request for extenal aid in coo~ration with 

Coordination. 

2.3 #.aeist on request coordination of an1 eerrices ~!'Oii the Assistant 'Directors 

of Manufacturing Operations and Support and the Assistant Director, 

Appropriate Techno~ and Small Scale Incluatries Denlopaent of the 

Dirision of Science ud TechnologJ'. 

3.1 Acts as the main link between the Minist17 and the National Board for 

Small Scale !~dustries. 

3.2 Aseists on re~uest of the Board on drafting requests !or external aid for 

Small Scale Industrial entrepreneurs. 

3.3 Coordinates such requests and channels them to the Assistant Director, 

Macroecono•ic Pro~!r'.llling and ~xternal Aid for processing. 

3.~ Coordinateft recuested •~sistance to be granted from the Assistant . 
Directors of the Division of Industry, Science and Technology. 

3.5 Acts in his ca-pacit1 on any other task assigned bv the Director. 

• 

.. 
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IJ. QtJ.A!...~C.\~t:'!f 

l:e!:ree ill economics/e?isi.Jleeri.ng vi.th at least !he years experience on 

aubsector or on !Jl.ant le-.el, ~ci!icallT ill the field or Sllall Scale Inclustri~s • 

• 

• 

• 
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:lo. 6 

i. ~r, asearcll ..aud iievelo~ 
ii. Directc.r, .ipecial ?ro~ll!ct.s 

i. CMef Direct.ors ill ~ tiini.&t.r.1 anci o~~ iil.uistries 
ii. iieads of List.it.ut.es Wlder t.!ie Council for Scientil'ic and Iodt&st.ria1 

A.asaarca 

i. Policy Coiiidt.tees of ~c"'1!.ure, Fisheries a00 Forestries, 
Iudu.s'.;.r.; 1echno:;li:>g;, ii~t.n, iiedici.ne, 3ocial. Science and 
?.a-e .3ciaice. 

ii. D.il>I:, ITT.;, ~ii., iia.'i.-;~, G.3::., Lt.erJ.at.icaal foreigkl Natioilal 
Cirsau.;;.zat.i.w;;,, ~~ a i'.i."C(ol"aa.-a ial ~&a. 

e!t-a~iva .• ess ot t.lis se~or. 

• 



• 
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3.2 ProJK>tes the utilization of local technological supply by reinforcing 

the technological in:f'rastructure and improve the linkage between the 

technological and industrial production systems. 

3.3 Converts abstract scientific knovledge into appropriate technologies 

to the benefit of industry and other users. 

3.4 Balances the inputs of foreign and local technologies in a way that in 

the interest of foreign payments local technologies vi.11 predominate. 

3.5 Prepares a ;:-egister of all institutional constituents of the scientific 

comnmity. 

3.6 Pron>tes the coordination of programmes and activities o:f Science and 

Technology vith other prolicies and programmes of the Government. 

3.7 As a special project, prepares a lfational Plan for pron>tion o:f Science 

and Technology in development. 

3.8 Monitors and evaluates industrial performance and the national economy 

achievements in the application of Governments Science and Technology 

policy. 

3.9 In cooperation vith 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 innovations. 

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 

vhich is available in Ghana. 

3.13 Prepares the budgetary estimates for his programme. 

4. ACTIVITIES 

4.1 Acts as the link between Science and Technology and industry. 

4.2 Studies appropriate technologies suitable and required for industry • 
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4.3 Studies and ~repares from the riev-po~nt er Science and Tec!-.nology 

existing tectmologies in industry expertise with t~e aim or t!leir 

im'!)roftl!len t. 

4.4 Initiates and guides in his field forei~n aid expt:rti~e. for industry. 

k.; Leads Science and Technology ~rogra~mes to actio~ ori~nted activities 

to the benefit of industry. 

5. AU'l'!ORI'!! 

5.1 May enter at working hours any factory for inspection of their equii-ent 

and industrial processes from the riev-point of technology. 

5.2 Approves trawl plans for his staff. 

5.3 Appraises performance of his sta!f at least annually. 

5.4 Comments on all personnel action before implementstion. 

6. QUALIFICATION 

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

of practical experience in the ap~lication of science and technology. 

• 

, 



• 
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- 1. S'!RUC'l'IJRt 

1.1 Position Title: ~irector, Special Projects 

1.2 Im:Dediate Superrlsor: Chief Director, Science and Technology 

1.3 Immediate SUbordinates: 

Assistant Director, Appropriate !eclmoloa Develo!Jlent and Sciall 
Scale Industries Dewlo!J118nt 

1.i. Associates: ill Directors ot the Ministry 

1.5 Coordination: 

i. Science and Tecbnoloa Institutions 
ii. Ghana Standards Board 

iii. 'l'ranster ot Technology institutions 
iY. A~priate Technolou institutions 

2. OBJ!X;T!VB OF POSI'!'IO!f 

~-

2.1 To compile the results of monitoring international, regional and 

bi-lateral.ll88istance to Science and technology with the Yiev to 

p!'Ollpting Gowrnment intenention in issues relating to them. 

2.2 To initiate and monitor special Science and Technology projects 

not routinel1 handled by other Science and Technology directors for 

purpoees of filling gaps and ensuring the technological develo!lllent of 

weak industries. 

2.3 To hoaae cloeel1 with the 811811 scale industries sector to ensure the 

dewlopment and advancement of Science and 'l'echaology and Research and 

DH•lopment programmes for such industries, in cooperation and coordination 

with the National Board for Small Scale Industries. 

~SPONSIBILITI!!S 

3.1 Assembling and analyse data on technical and financial assistance to 

Research and Develo~ent Institutions by international, regional and 

bi-lateral organizations. 

3.2 Evaluate technical and financial ass~stance projects and to reco1L.1end 

corrective actions. 

3.3 Assesses need• of local institutions in respect to international, 
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regional and bi-lateral assistance and brings u~ such need for 

~inisterial attention. 

3.4 Organizes and mobilizes as the need vill arise Science and '!'echnology 

su~port to industry for specific periods under special projects~ 

3.5 Identifies the Science and ~chnology needs or the 5ma.ll ~cale Industry 

sector and relates to ot~er Directors ot the Industry Division ro1 

coordinated tech~ical assistance programmes. 

3.6 Organizes for dissemination ot technical information aimed at promoting 

technology transfer, acquisition of industrial information, popularization 

of cienee and fechnology through PQblications and other relevant medium. 

IL. ACTil/IT13S 

• 

4.1 Keeps pe!'l!lanent and active contact with Science and Technology institutions. 

4.2 Follows-up Science and Technology developments in industrialize countries Qnci 

to extract be~e!it !or local in~ustries. 

4.3 Identifies ways and means to adjust ~echnologies to apnropriate standards 

!or use by local industries. 

4.4 Kee~a close contact with appropriate technology institutions in 

industrialize~ countries and studies such technologies !or eventual 

transfer to Clomestic industries. 

4.5 Acts as the focal point for all technical and financial assistance 

activities in the field of Science and Technology. 

5 • AU'l'ffORIT! 

5.1 Organizes his work programme in accordance with objectives and functions 

or the Science and Technology s~ctor ot the Ministry. 

5.2 Aporaises the Assistant Directors and other staff at least annually as 

laid down in res~ective rules and re~ulationa. 

5., Comments on personnel action regarding his staff before impleMentation. 

6. QUALIFICA'l'ION 

Uninrsity Degree in Science and ~echnolor,. At least five years of pra ~cal 

experience in application of Science Rnd T.echnology. 

• 
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JOB DESCRIPrit'N 

No. 6.1.1 

1.1 Position Title: Assista~t Director, ~p~ro~riate ~c!ulology and Small 
Scale Industries !)evelo~ent 

1.2 Il!llllediste Su~r~isor: Director, Special ?:-ojects 

1.3 I:maediate Subordinates: Nil 

1.i. Associates: All Assistant Directors, Science and Technolog:r and Dirisicn 
of Industry 

2. OBJEC'rIVP...S 

2.1 'l'o monitor direction and ef'ficienc:r of inteP'l!ational, regional and 

bi-lateral assistance to Science and technology with the riev to promote 

Go'\'ern.~ent inter..entio~ on issues relating to them. 
'-

2.2 To study technologies of industry and to recommend new technologies 

appronriate !o!" ·cr.e improftment ot caT'acity, ~roduct quality and lower 

.production costs. 

2.3 To keep close contact with institutions of appropriate technology ab?~~a 

and, if' suitable, initiate their transfer to local industry. 

2.4 To ke~. ~lose contact with the programme of ap~ropriate technology of 

the lnited Nations Industrial Developnent Organization. 

2.5 To gi'ftt tull attention to the transfer of appropriate technology to 

Small Scale Industry in cooperation and coordination with the National 

doard tor ~Bll ~cale Industries. 

3. RES&lC>nSIBILI~S 

3.1 Studying and monitoring the ~i~ection and ef!iciency of external aid 

programmes to Science and Technology • 

3.2 To promotes Go'ftt'"1Ullent action on issues relating to external aid. 

3.3 To handle trane!er of appropriate technology to local industry. 

3.4 To keep clc.se contact with institutions for appropriate technology of 

other developing countries and initiate on suitable technologies their 

transfer under the programme of Cooperation among De'fttloping Countries. 
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3.5 Gives special attention to the technologies o! Saall Scale Indus~ries. 

~. QUALIFICATION 

Degree in engineering with scientific back~round. !-!ini.l!lum of five ;years 

of experience in the technological ~ield. 

• 



• 
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JOB mscRIPTION 

!lo. 6.1.2 

1.1 Position fitle: Assistant Director, Technology Transfer, Laboratories 
and Training 

1.2 Immediate Supervisor: Director, Special Projects 

1.3 Immediate Subordinates: Nil 

1.4 leaociatess All Assistant Directors of Science and Technology and 
Di'rlsion of Industry 

2. OBJ!X!'fIV!. OF roSITIOf 

2.1 To study existing technologies of more sophisticated industries and 

recommend 1mprovement of production by better products, better quality 

and lo~-er costs. 

2.2 '!'o study and rec~nd new technologies to up-grade production for 

competitive exports. 

2.3 To kee~ contacts with patent and licencing institutions in order to 

advise industries on new technologies. 

2.4 To ad'rlse laboratories on testing of pre-products and end-products. 

2.5 To elaborate training progrBr.'.mes in the field of Science and Technolog1. 

2.6 !o identify training opportunities in the same !ield in international, 

re~ional and bi-lateral programmes. 

2.? Identifies training o~portunities of the Programme of Cooperation among 

Developing Countries. 

3. !ESPONSIBILITI!:S 

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

,.2 Makes available new technologies to industry • 

'·' Is the source of in!ormation on !)8tents and licences. 

3.4 Will collect pat~nts and licences, compile them, and will establish and 

maintain a scientific and technological Data Bank in cooperation with 

the Assistant Director, Data Processing of the Division of Ind11stry. 
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3.5 Advises and a~sists on the utilization of laboratories !or industrial 

testing. 

3.6 Is in charge o! all training in the field of Science and Tec~nology. 

~. STI!.l!TIC:.Tic~ ,__ 

Degree in engineer:.~ with scientific background. Minimum of !ive iea:-s o! 

experience in the technological field. 
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l'fo. 6. 2 

1.1 Position '!'itle: Director, ::lesearcb and Develo~ent, Cooperation and 
?!-ol<"~a:llll!i.ng 

1.2 Immediate Su"?rrisor: ';~iet !)irector, Science and Technology 

1.3 L."'!lledigte Subordinates: 

i. Assistant ~irector, Science and '!echnology Cooperation, 
International, !!egional and Bilateral Aid 

ii. Assistant =:ir~ctor, Coordination and Industrial Research 

1.4 Associates: All Assistant Directors of the Ministry dealing with economic 
planning, programing, statistics, operations and special 
projects. 

2.1 'ro coordinate reio;earch and ~~velopro!ent needs of industry with appropriate 

~cienti!ic Rese~rc~ i~stit~ti~ns to e~su~ their optilllU!!I perfor::aance. 

2.2 'l'o relate with such i~stitutions on ~atters !Jertaini~~ to promyt delivery 

of·resesrch and 1e~!o~ent su~T:Ort to ind~stry and the economy aa a whole. 

2.3 '!'o relate to the a~r-ropriate tec~nolog:r and standardization institutions 

r.iatt'!rs or technolog:r and their trans!er. 

2.4 ~o ens-~re the bene!icial in!luence of Science and Technolog"J on the 

industrial sector and the econo1117 in general. 

2.5 'ro give advise and be a resource to industry on trends in technology, 

~rocesseses and equipment. 

3. R!SPONSI!ILI'l'I::!S 

3.1 Analyses Gover:iment policy on Science and !ec~nolo~ and relate them to 

agency level. 

~.2 Analyses the !'8r'or:??'!lnce and constraints o! research and development 

implementin~ agencies and to direct their needs !or Govern.T.ent'ft attention. 

3.3 Rarmoni~e9 the work ot Standarization with those ot the research and 

develop!l'ent instit·itions to ~nsure that industry achieves optimum benefit 

of their services. 

~.4 ~irects the ·~~ropriate d~velopment infftitutions to ensure technology 
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am ;roC.uct i.:.;rov:?:::ie~t i!l the i::dustr .. a? sectcr. 

,.5 Interacts v~th inst:.tutio:i.s charged vith tra:isfer of teci::nol<>er-es to 

ensure the be:::eficial d~livar:r of their lmovledg--e to i.miustey. 

' .6 Initiates and rec'3ivas re::,uest for tecr.n.:cal assistance in t?:e f'ield of 

,.7 Advises and assist in dr3ft:.D6 req_uests. job descriptions and tenas or 

reference fo:: further processing for financing f'roa international. re6ional 

anl bilateral progra:;mes to be submitted to tbe j)irector of' ?r0&rei:illlii:g, 

Konitori11g and ~al~ation and ~id Coordi:iation. 

,.8 Prepares bu.dgetarJ estillates for his programe. 

'· 9 Acts on other 11atters entrusted to hia b7 tlJe Chief i>irector. 

4. A C'?mTr~ 

4.1 Comunicates vith all agencies dealing with Science and Technology on 

behalf' of the industrial sector. 

4.2 Coordinates his workprogramme vith the Directors of the Jivision of Industry. 

4., Prepares aDd assists in tbs implementation of technical assistruice for 

science and technology towards industry. 

5. L"TaOR!'?Y 

5.1 Organizes his vorkprogra:ime in order to impleaent it in accordance with 

the objectives and functions of the Ministry. 

5.2 Appraises the Assistant .Directors anl other staff at least amiually as 

laid down in respective rules and regulations. 

5.3 Comments on i)ersonnal action regarding his staff oe!ore im~lelllentat~on. 

6. ;,ueL:1:c~::.1JN 

First University .::>egree in o>cience a!Jd ·iechnoloa. ~t lec:.st five years or 

¥raciical axperience i~ similar positions in Government or ~ci~nce and 

tecbDology institutions. 
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ao. 6.2.1 

1. S1!'R'JCtu5B 

1.1 Position Title: Assistant Directer, Science anc! '!'l!c!u:ol~ Coo~ratio!l, 
Interna~io~a1, ~<;ic!!al ant! ~ilate?"al 
ild 

1.2 1-ecliate SUperrisor: Director, Research and Jevelo~nt Cooperation and 
Programs fog 

1.~ Inaediate Subordinates: ~il 

1... All Assistant !>irectors of Science and Tec~ology and of Dirision of 
Industry 

2. OB.bt#-TIVB OF POSl'nO!f 

2.1 'fo cooperate wit~ all agencies dealing with Science and Technology towards 

industry. 

2.2 '!o assist in the ensurance of beneficial infiuence o! Science and 

Technology on the industrial sector and the economy in genera1. 

2.3 ~ study needs for technica1 assiRtance in the fie!.d o! ~cience and 

Tec~ology and propose schemes and ~grammes. 

2.4 To assist industry and other agencies in drafting reouests !or technical 

assistance and drafting of job descriptions for expert services and terms 

of reference for subcontracting of project implementation. 

2.5 To negotiate technical assistance requests with the Assistant Director, 

~acroeconomic ~ro~ing and Aid Coordination. 

3.1 Generates and maintains beneficial intluence of gcience and Technology 

on the induetrial sector and the econom~ aa a whole. 

3.2 Studies needs !or technical assistance in the !ield of Zcience and Techno-

lo~y in industry and pro~oses pl"Ojects. 

3.3 !nsures !'l"O~r dr~fting of requests for technical assistance and channels them 

to the Assistant Director, Macroecono11ic Programm1~g and !:xternal Aid. 
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3.~ '!'akes care o! required counteroart sta~! for tec!'t:lica: assistance ~?'Ojects. 

3.~ Any other tas!<s within his c:o11petence entrusted to ~im b~ the jirector. 

-.... ~AI-P-'"IC~'?IO!I 

3achelor :>esree in Science and "!.'ec'!t.nology. .A.t least ~ive ye?..rs ::ractical 

e:-:perience in positio=is of Science and Technology. 



• 
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110. 6.2.2 

1. .:'f lUC'i'C9£ 

1.1 Position Title: Assistant Director, Coordination of Industrial Research 
Projects 

1.2 !mediate Superriaor: Director, Research and ~...elop-:ent, Cooperation and 
Progza-jng 

1.3 !!:!mediate Subordinates: !fi1 

1.4 AsS>Ciates: All Assistant !>irectors of Science and 'l'ectmolog:r and of 
Indu&tr7 

2. OB.IBCTIV! OP' POSI'fIO!f 

2.1 '!o assist in coordination o~ the vor!ql!'ogramme and implemen!ation of' 

Science ~d Technology as well as ~search and Develo::=ent institutions. 

2.2 'ro coordinate fiov of data !ram the Assistant Director, Servey and Data 

collection to ~cience and Technology and Research and Develo!l""ent i!?stitu-

tione. 

2.3 '!'o study technolo~ical problems at subsector and p!ant level and select 

the a~~ropriate institution for tackling shortcomings. 

?..4 'ro coordinate Science and 'l'ee~.nology programmes and lead them from academic 

research to practical utilization in industry. 

3. ~SPCNSIBIL!TIF.:S 

3.1 1/isits subsectors of industries and indiYidual plants in order to identity 

deficienciP.s in the tec!ulical set-up. 

3.2 To identi!y possibilities to remed7 such situations and to coordinate 

assistance. 

3.3 To recommend coordination of workprograrr.mee of' Science end ~ec!ulology and 

~esearch and !>evelopment institutions to &?Did double work. 

'·" To recommend coordination of the workpro~111e of the four A!!sistant !>irectors 

of the ~cience and ~echnolo~ OiYision. 

3.; Any other tasks within his professional capacity assigned to him by the 

!>irector. 



- 78 -

!Sachelor De~e i?? ~c'!."!~ce a.."ld '!.'ec'tnology. At least fi'V'!! years o! experience 

in r'ractical vork o~ Science and '!.'ech:lology. 



• 
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JOB DESCRIPTION 

Mo. 7 

1. STRUC'tuR! 

1.1 Position Title: Chief Director, General Administration and Infon;ation 

1.2 Imaediate SuperTisor: PMDC Under-~ecretar,r 

1.3 Dlllecliate Subordinates: 

i. Director, Administration, Personnel, Training, Media and Librar;r 
ii. Director, Budget, Finance and Coordination of State Owned 

Enterprises 
iii. Director, General Serrlcee, Building Management and 1'Jping Pools 

1.4 .Associates: 
i. All Chief Directors of the Ministry 

ii. All Chief Directors other related Ministries 

1.5 Coordination: Ghana Industrial Holding Corporation 

2. O:&l~'f!VE 01' POSI'fi<lf 

2.1 To ensure that personnel policies in the Ministry related to emploYl!!ent, 

personnel records, training and wages and salaries administration are 

translated into good management practices and e!!ectively carried out. 

2.2 To safeguard the interest of the Ministry in all financial transactions 

relating to re~ue collection and expenditure and ensures availability 

of serrices necessary to support the administrative and operating 

!unctions of the Ministry. 

2.J To ensure that there is in operation effectiw and efticient system ot 

internal checks to prevent traud and other forms of malpractices in 

matters relating to financial transactions and administration. 

2.4 '?o project the good image of the Ministry and Goftrnment both within 

and outside the country by disseminating information on Goftrnment 

policies, acti ri ties and procedures. Prorides a source of feedback 

information on aowrn~ent's actions and policies. 

2.; 'l'o monitor press publicit1 and public opinion concerning the actirities 

of the Ministry, assess their impact on policies and programmes, and 

evolves strategies and machinery tor explaining, promoting and maintaining 

public understanding and goodwill. 
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2.6 'l'o introduce to the public new ideas relevant to the !unctions or the 

Ministry from all over the world to im~rove ~rformance in the sector. 

2.1 In the link between Government and State Owned ~terprises. 

3. RSSPCNSIBILI'!'IES 

~.1 Develops financial policies and ~rocedures for plannin.g and control!in~ 

the administration of the Ministry consistent with the policies, rules 

and regulations of the Treaaury. 

3.2 Ensures the timely presentation and consolidation o! budgets for the 

actiYi.ties of the Ministry. 

3.3 !:stablishes and maintains adquate records to aid the preparation and 

presentation of financial reports of the Ministry. 

3.~ ~stablishes and maintains comprehensive system desi~ned to ensure that 

monies received are supported by certified source documents; and all 

expe~diture incurr~d are supported by appropriate and duly authorised 

documents. 

3.5 !)esigns and maintains a system intended to monitor and evaluate progress 

of programmes and projects with the Yi.ew to eliminate waste, unearth 

irregularities in the award of contract and generally prevents fraud 

and other forms of malpractices. 

3.6 Prepares reYi.ews schemes of service and undertakes job classification 

and description for the Ministry. 

3.7 Appraises personal and sectional performance including merit award 

system. MakeB reco•endations !or the award of prizes and national a.wards. 

3.8 Maintains emplo:re& discipline and fosters labour/managerr.ent relations 

(CDR-T!!C a~fairs etc.) 

3.9 Initiates and implements productivity improvement schemes in the Ministry. • 

3.10 Prepares at the beginning o! each financial year stat! lists with 

corres7'0!1ding emoluments o! all perscnnel of the Ministry. 

3.11 Manages transport and other co~n serTices including procurement and 

stores administration. 

3.12 Coordinates the relations of Government with State OWned ?nterprir.es. 
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i.. ACTIVI'!'IES 

... 1 Acts on behalf of the PRDC Secretary and the PRDC Under Secretary on 

all matters of general administration. 

4.2 Takes action vith the aill to impro~ the e!ficience or the Ministry by 

studyi~ and implementing modern management methods and equi!Jllent • 

4.3 Arranges group and individual training for all administrative staff. 

4.4 Appoints and dismisses staff in accordance vith established authority. 

4.5 Prepares briefing new-comers 011 objectives and tunctions of t!ie Ministry. 

4.6 Fosters public relations and issues press releases. 

4.7 Caordinatm relations o! Go..ernment vith State Owned Enterprises. 

5. A~~!'!'! 

5.1 Supervises all staff of General Administ!'"ation and Inf'ol'r:!ation 

5.2 Is the administrative superrisor of all sta!f of the Ministry. 

5.3 Appraises the Directors of General Administration at least annually~ 

6. QUALIFICA'l'ION 

J'irst University Degree in Public Administration eventually Lav or Business 

Administration. '!'en years of experience in senior positions o! Government 

e!'tsential • 
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JOB mscnFTION 

Ro. 7.1 

1.1 Po6ition Title: Director, Administration, Organization and Management, 
Media, Personnel, Training and Library 

1.2 limaediate Supervisor: Chief Director, General Adl.iniatration and 
Information 

1.3 Illllnediate Subordinates: 

i. Assistant Director, Organization and Management, Media, 
Information, Library and Records 

ii. Assistant Director, Personnel, Recruit.eat and Training 

1.4 Aaaociates: All Directors of the Ministry 

2. OB.m:'tIVE OF POSITICN 

2.1 '?o ensure introduction and utilizati,,n of modern organization and 11&11age-

ment methods With the ai.?11 to improve the efficiency of the daily work 

of the Ministry. 

2.2 To rationalize the !low of information and action within the Ministry. 

2.3 To study and implement automation and mechanization for repetious work. 

2.4 To identify bottlenecks or under.or not-used human capacities. 

2.5 '?o keep close contact with the media and to draft press releases and, 

on request, speeches, statementg and addresses for the top management 

of the fo!inistry. 

2.6 'l'o carry responsibility for an orderly maintained libr&r1 and records 

system. 

2.? To ensu.·a that personnel policies in the Ministry related to emploJlllent, 

personnel records, training, wages and salaries are tra."'lslated into 

e~fective management practices. 

2.8 ~o enS".ire the interest of the Ministry in the availability of all 

ser~ces necessary to sup~ort the administrative and operational 

!unctions of the Ministry. 



• 
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2.9 'ft) dewlop "Uld •intains efficient system for announcement of vacancies 

and sele.:•itl>I..:. of new emploJlllent. 

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

3. RSSPCNSIBILIT~S 

3.1 The Director as a per.nanent duty will study th<! flow of ~ork wi 'thin 

the Ministry and will recomend organizational and management adaptiona 

as to "ecessities. 

3.2 He will identify bottlenecks and reeot11end remedies, including transfer 

of staff. 

:;.3 He will update when neceaaary the organizational chart of the Ministry. 

3.4~ He will test automation and mechanization equi!Jlllent and will comment 

on their ueefulness. 

3.5 ~ill conduct manpower studies in order to secure a just distribution 

of work. 

3.6 He will screen and approw job descriptions and will publish thttm 

for recruitment. 

3.7 1'he Director vill screen candidates and vill submit thetttto the supervisor 

concerne~ for co1111ents. 

J.8 He will handle the appointment procedUJ!e. 

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

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

refresher courses for existing stsff. 

4. AC'l'!VITn:S 

4.1 To guide and control the staff of two Assistant Di1,ctors. 

4.2 To improve the flow of information and work within the Ministry. 

4.3 'l'o test new office equipment before it may be procured • 

4.4 To secure that all written, oral or visual important inf.,r,nation re,.;:, 

the work of the Min1 stry or Ghanaian industry come to the knowledge o: 

the top managem6nt. 

4.; To issue ~ress releasee, cleared by hie Chief Director. 
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4.6 To complete the library with required literature. 

4.7 'l'o conduct interrlevs v!.th candidates, to be laid down in interview 

reports. 

4.8 To check curriculum Titae on their ...alidity. 

4.9 To maintain seniority list for promotion. 

5. AU'l'BORIT! 

5.1 May request ~ information on staff and their workload from any 

office of the Ministry. 

5.2 Has access to all correspondence of the Ministry. 

5.3 Will appoint or dimiss all staff below Assistant Director. 

5.4 Appraises at least annually his immediate subordinates in accordance 

with laid down policies and regulationa. 

6. QUALIFICAr!ON 

• 

Fi"9st University degree in Business administration, eventually law or 

social sciences, postgraduate courses in organization, Manage!'::ent and/or 

personnel administration welcome. A miniJIUll of ten years experience in 

Go'99nunent positions or industry necessary • 

• 

• 



• 
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JOB DESCRIPrION 

No. ?.1.1 

1. ~lJC'l'llRE 

1.1 Position 'l'itle: Assistant Director, Organization and Manage:nent, 
Library and ~cords • 

1.2 Immediate supervisor: Director, Administration !!ersonnel Training-, 
Media and Library 

1.3 Immediate Subordinates: ~il 

1.4 Associates: 

i. All Directors and Assistant Directors of the Ministry 
ii. Sta~! of the Chil Serrice 

iii. All officers in similar posit~ ~ other Ministries or 
Depart!!lents 

iv. Staff' of Ghana Institute of Management; and Public Adminis~ration 

2. O.B.P....cTIVE OF FOSITICN 

2.1 To ensure introduction of modern organization and proper management 
\. 

methods with the aim to improve the efficiency of Ministry. 

2.2 To rationalize the tlov of information and a~tion. 

2.3 To be responsible !or recommendations on distribution of work. 

2.4 To elaborate Job Descriptions and draft them. 

3. ~SPONSI~ILIT!'!S 

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

3.2 Identifies bottlenecks. 

3.3 Identi!iee unused or under-utilized human resources and leads them to 

better economic use. 

3.4 Studies and recol!llllends the use ot machanized or electronic office 

equipment and appropriate management methods in the interest of balanced 

use of person~el • 

3.5 Updates when necessary the organi~tional chart of the Ministry while 

making suggestions !or better distribution of work, !unctions and •ta!r. 

3.6 Conducts manpower su~Yeys in order to secure a just distribution ot 

workload among the staff. 
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3.1 In cooperation with Personnel Administration and the Chief Director 

and the person conce~ed, dratt job descriptions before they rill be 

channeled to recruitment. 

3.8 Ad-rises on their rationality before nev man&ge::'lent methods rill be 

implemented or new office e~uipment vill be procured. 

3.9 Studies, initiates and implements procluctiYity improvement schemes 

in the Ministry. 

3.10 Secures appropriate treatment ot confidential correspondence and other 

confidential matters. 

3.11 Contributes organizational and management adYice to studies and meaaures 

ot the Directors for Research, Policy, Planning Monitoring Pl"Ogramming, 

and Operations of the DiYision of Industry. 

3.12 On request conducto organizational and ~anagement studies in pe.rastatal 

and private industries, it SU?ported by the Division of Industry. 

3.13 Studies and rec011111endlsystem for filing and system for th-. Central Registry. 

IJ. gt!ALU'ICATIC!'TS 

First Unhersity Degree in i!usiness Adrainistratio!'l, eventually Lav, postgr"lduate 

training in Organization and Management. A minimum of rive years experience 

in Gonrnment positions in s:=.milar fields or equ1valent in industry. 

• 



• 

• 

• 

• 
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JOB DESCRIPTION 

Ho. 7.1.2 

1.1 Position Title: Assistant Director, Personnel .Administration, 
Recruitment and Training 

1.2 Immediate Supervisor: Director, General Administration, 
Personnel, Training, Media, 
Library, Records 

1. 3 Immediate Subordinates: Nil 

1.4 Associates: 

i. Of'fice of' the Head of the Civil Se!"vice 
ii. Assistant Director. Organization and Manager. 

2. OBJECTIVE POSITION 

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

2.2 To prepare vacancy announcements which rill be made known to the 

public. 

2.3 To handle incoming applications as to laid down regulations for 

employment. 

2.4 To monitor annual appraisal of staff' performance. 

2.5 To prepare disciplinary and dismissR.l action. 

2.6 To prepare issusnce of employment contracts. 

3. 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 refl~cting all vacancies, 

availability cf funds, vacanct announcements, candidates. 

3.4 He prep&:"es employment ~ontracts to be signed by th~ authorized 

officer. 
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3.5 He vill. prepare a Staff Register. 

J.6 He vill. establish, during the last quarter, for the following 

year annual leave list. 

3.7 Processes, employments and appointments. 

4. QUALIFICATION 

Degree of the Ghana Institute of Management and Public Administration 

or equivalent. 

• 

• 



• 

• 

• 

• 
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No. 7.2 

1.1 Positio:i T:.tle: Director, !!udget, ?ina:ice anci State Ci-:meci .3:iter.:-risas 
Coordinat:.cn 

1.2 Ill:l!diate Supervisor: =hief .Jirector of General ~<ililinistration acd Informatioll 

1.; I_.diate Subordinates: 

i. .lssistant Director, Budget and :r-=nance of the ;-.inistry of r.:.::iance 
ii. and 3conomic ? lanri ng 
ii. .J.11 Directors of the Ministry 

2. OBJ3CT!V3 OF POS:?IC~ 

2.1 ?o initiate, receive and compile estimates of the budgat for tbs following 

fiscal year. 

2.2 To coordinate and consolidate budgetarJ proposals as to guidelines and 

established priorities. 

2.3 To initiate submission of the ,t;ropose~ budget to tte ~·:inistr;r of F!.:::iance 

aDd. 3conomic Planning. 

2.4 To .Participate in the negotiations of the i:>roposed budget wita the tiinistry 

of Finance and ~conom.ic ? l.anning. 

2. 5 To implement the new Dwi6et. 

2.6 To ensure the observance of financial policies a?ld procedures for correct 

and. economic utilizet~on of approved funds. 

2.7 To maintain ad.equate records to aid the preparation and submission of 

i'inanc:;.al reports of the IUnistry. 

2.a !o ensure that rev~nues received are supported oy cer~if ied source docw:ients. 

2.9 To enQu~e the elimination of wasta, unearth irregularitias and. other cial-

;ractices on awar~ of contracts • 

3. 1 leceives from the i·1inistl'j· of ?inance and Zconomic Planning giJidelines and 

?riorities for the ~reparation ot bud~et estimates for the comini fiscal year. 

3.2 Invites from a:, ·_.nits of the ;r.::.niatry ;>ro;osals for the new bud&et and 
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3.3 Cvori~:ia~es and ne5-otiates proposals •it~ ~~e )irectors co~cer!!ed 3s tc b"~.:.~-=-

lines and priorities. 

J.4 ;o::solidates the ;ropose~ budget for further processing by the ~h:.ef J:..r~c:o:-, 

;a::.a::1l .:.Wii.inist:atio:i and !nfor.iliit.:.on. • 

• 

:;.6 ~llocatas ap...,roveci funds of the bu.de.et to the Rirectors co;.:cer::ed. 

). 7 ;:;!lSUr.::s ;ro;e.:. disbursements in acc.,,."\l.ance vit!l established. f.:.~cia: r...;.les 

and regulations. 

).8 ~nsures ap;licatio~ of tenders in accorci~uce with r?g-~latiocs. 

3.9 xaintains system desi&-ned to ensure that funds received ere accoupanied by 

certfied source docw::ents; and all ~;enditures incu:red are sup;or:e;i -.y 

.af;ropriata ~nd duly authorized docucents. 
I 

).10 ivoids acy ~ossioilit7 for fraud or other me.lpract.:.ces. 

:;.11 .-iill be ava:.!.able for !Ul)' other task within !:is ccm;ete:::.ce eI!tr.istei! to c:.::: 

by tile Chief .Jirector, General Administratio.: aci :nfol"l!lation. 

4.1 N"ill be apart from his su&>ervisors tbe sole ?a:-:so::: for eud&eta!"J and 

fi::iancial o~erat.:.ons. 

4.2 ~eads the financial resources of the Kinistry to most acc~o~c and af!icignt 

ut::. liza ti on. 

4.} Wil~ secure the channeliJJg of all fina.r.cial resource~ tJ the l'i6ht tieraon. 

5.1 :s at.0thorizeci to receive reveau.es !or act.::.vitias o! the .·~iniatry. • 

5.2 Is authori~as tQ a~~rove ex;enditures. 

5.; ~;prciees at least annually his i111111ediate suboraina.tes in accordance ~ith 

laid ~own policies uDi regulationa. 

5.4 Co::ae~t on all action concern.;..~ his staff before implementati~n. 

5.; :r authori.z..:d. b;t the .;hie! Jirector, he uJ d.e:i.eg(;l.ta certain !unctions o! 



• 
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fi.nanc:.al m.e.nr-6a:Dent to the l.ssis.:ant Jirector of Bu~--et ;lnci, ?:.r:allce. 

~irst university dec;ree in Public ~chlin.istration. Eusiness ~dainistration or 

eq, ..... ivalent. ;~t leas;; ten years of e.::perience ::.n similar ;;overment serv:.c~ • 
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J09 ~)~!?':CN 

No. 7.2.1 

1.1 Position Title: Assistant Director, 3ud.~et, ~i~a~ce and 1ceounts 

1.2 !!:!mediate Supervisor: :>irector, 3ucge:, "!;'i!H'~ce and State Cwned Enterprises 

1. 3 I~diate Subordinates: !lil 

1.4 Associates: 1\11 Assistant Directors o! the Ministry 

2. O'BJ'!J.!'~I~S 

2.1 To assist the Director in preparation o~ Bud.;;ets. 

2.2 To screen and compile proposed estimates ~or the :SUd~et ~roposal. 

?.~ A..~ !ar as authorized by the 'irector, to act on his be~~l~ o~ ~11 

!inancial matters. 

2.4 'l'o keep accounts in accordance with established ~~oc~dures. 

3.1 Drafts instruction for submission or budgetary estir.iates ad1resses to all 

Chief Directors o! Industry, Science and Technology and the Chief 

~irector of General Administration and Infol'l"!ation. 

3.2 Screens received proposals on their conformity with guide.lines and priorities 

received from the Ministry o! Finance and Planning as well as ?riorities 

of the Ministry. 

3.3 Compiles all ~ropoaals as approved by the Chief Director, ~eneral Administra­

tion and Information to one docu.~ent to be submitted to the Ministry o! 

~!nance and Plannin~ for consideration. 

'Z.4 Pre'"ares financial trl'!n~action and atlr-roves t?':.er.i , . .,ithin his authorit~r. 

Is in charge of all accounts. 

3.6 Kee~s the books in proper and u~·to-date order. 

"• '"ALI?!t::AT!(".•f 

Degree/Certifieate o! intermediate level in aecountancy. Minimwn o! three years 

ex-perience in aecountancv. 

• 

• 



• 
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No. 7.2.2 

1. STRUC'l"JP.E 

1.1 Position Title: Assistant 'irector, Coordi.~ation ot State Owned ::::nter~rises 

1.2 I!!llllediate Supervisor: J:!.reebr, Sud.-::et, ?ir:a.nce and Goorc:!.?:?aticn -::! -~ta!:e 
Cwned '!'.:nterprises. 

1.3 Immediate Subordinates: Nil 

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

2. OBJECTIV:: CF POSITION 

2.1 To monitor the perf~~ance of State Owned Enterprises. 

2.2 Prepare monthly report covering: 

i. 
ii. 

iii. 
iv. 
v. 

vi. 
vii. 

viii. 

raw material supply 
items under production 
quantity of production 
sales locall~ end exports 
personnel movement 
unused capacities, if any 
reasons !or unused capacities 
any other specific problems 

2.3 To accept and channel requests !or techn~al~assistance. 

2.4 To channel re~uests !or economic or technical studies. 

3. ~SPO~SIBILI'!'IES 

3.1 Monitors the per~or.nance of State Owned ~terprises by reviewing quarterly 

and annual company reports. 

3.2 Studies State Cwned ~terprises :Performance and pre!'Sres monthly reports 

o! factual nature to PMDC Secretary through the Director with appropriate 

comment and recommendations • 

Yor technical assistance to State Owned ~nterprises, dra!ts or screens job 

descriptions in cooperation with the factory sta~r and submits the request 

to the Director of Programming, Monitoring and ~valuation for action. 

3.4 Reviews terms of re!erence !or subcontracting arrangements and other major 

!inancial transactions of the compan]es. 
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3.5 Programmes technical assistance avail3ble to the Ministry of Industries, 

Science and Technology to benefit S.0.3.s in t~eir rehabilitation an.cl/or 

restructuring. 

Acce~ts and screens requests for econoMic and technical studi~s for 

submission to the Chief Director, I:idustry. 

4. SUALI?!CA'l'!ON 

Bachelor der-·ree in economics or engineering or equivalent. A minimum of five 

years e~rience in Government or industry. 

• 

... 

• 



.. 
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JOB IESCRIPl'ION 

No. ?.3 

1. ST!mC'l'ORE 

1.1 Position 'l'itle: ::irector, General SerTi.ces, Building Management, 
~aintenance, Typing Pools, Transportation 

1.2 Imaediate SuperTi.sor: Chief Director, Administration and Information 

1.3 I!!11119diate Subordinates: 

i. Assistant Director, General Serrices and Typing Pools 
ii. Assistant Director, Building ~anagement, Maintenance, 

Purchasing and Storage 

1.4 Associates: 

i. All Directors of the Ministry 
ii. Director Budget of the ~inistry or Finance and Planning 

2. O~CTI~ 

2.1 To plan, provide and secure all administrative servicer .. t'l the 

Ministry and its star~. 

2.2 To secure the physical in!rastructure of the Min. ·s building, 

including access ways, parking lots, courtyar~ and 

2.3 'ro secure a clean building. 

2.4 To plan and assign office space with the approval of the Chief Director 

of General Administration and Information. 

2.5 To furnish offices and eecure proper treatment. 

2.6 To assign office equip!!;ent to personnel having the necessary training 

for their proper utilization. 

2.? To e.:1tablish a servicing pro~amme for office equi'Plllef•t~ 

2.8 To establish a system !or equipment control in ot'der to avoid theft. 

2~9 To initiate and conduct purchasin~ within established rules and regulations • 

2.10 To secure sa!ety. 

2.11 To secure proper messenger services. 

2.12 To operate the Central Registry. 

2.13 To be responeible for re~istration of incoming and outgoing mail and 

to dispatch mail. 
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2.1i. To maintain ~roper and secure storage. 

2.15 To secure tr&!lsporation, 

3.1 Directs the !"...ov of' general ser'rices to all units of the Ministr~. 

3.2 Secu:-es sa~et~.r o~ the building, its records and personnel. 

3.3 Allocates indiridual secretarial serri.ces and establishes, operates and 

controls tY}ting pools. 

}.i. In cooperation vith the Director of Administration, Personnel, Training, 

Media and Library be responsible for tbe operation of the Central Registry. 

3.5 Secures proper handling of incoming and outgoing mail. 

3.6 Famishes offices and secures care!ul utilization of furniture. 

3.1 Introduces system to secure furniture and equipment against theft. 

3.8 Conducts purchasing within the established budget and obser-tes 

established !"Ules and re.s;ulations on purc~asing. 

3.9 Secures stora~e. 

3.10 '9e responsible ~or transportation, control of drivers, their log books, 

serri.cing and maintenance and repair of vehicles. 

4. ACTIVI'!'HS 

k.1 · Will supervise, advise and direct all general administrative staff. 

4.2 Will plan and take measures to improve the flow of infor:nation and 

material within the Ministry. 

5. A!Tf!!O~I'l"f' 

5.1 '?he Director will be the superTisor or all ~eneral services staff. 

5.2 Ke will at least annually appraise his eta!!. 

5., Will comment on any ;iersonnel action be!ore implementation. 

6. 2UALIP'ICA'!ICN 

Degree of the ~hana Institute of Management and Public Administration or 

equivalent. Jl.minimwn of five yea!"a of J'l'•Ctical experience in similar positions 

in Government. 

• 

• 

• 
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1.1 Position 'l'itle: Assistant Director, General Services, Typing Pools. 
T:-:tns:;ortati::m 

1.2 Imm'!diate Supe?Tisor; Director, General Services, Build.in~ i<!°!'Ula.gement, 
Maintenance, Typin~ Pools 

1.3 Immediate Subordinates: All administrative staff assigned to him. 

1.i. Associates: All Assistant Directors of the Ministry. 

2.1 To plan, proride and secu..""8 all general serri.ces to the Ministry and its 

staff for pro~r discharge of their duties. 

2.2 To bear responsibility for sa!ety. 

2.3 To secure proper and sufficient typing services. 

2.4 '1'o make available secretarial serri.ces to meetings etc. 

2.5 '1'o plan and ?n&ke available o!ficial transportation. 

3. RSSPONSIBILITT<;S 

3.1 Plans and directs the nov of general services to all units uf the Ministr:!. 

3.2 Studies and recommends safety measures. 

3.3 Allocates typing aerrtces and supervises ty!'ing pools. 

3.4 Be reawnsible for the organization and •intenance of the central registry 

and a system for easy identification and location of documentation, 

letters, m91!1oranda etc. 

3.5 Registers incomiag •n~ outgoing mail • 

3.6 Secures proper messenger services. 

3.7 Plans and allocate~ tran8]:10rtation and controls drivers loJ books • 

3.8 Any other duties aasi"1ed by the h!s Director. 

Degree of the Ghana Inst:l tute of Management and Public Administration or 

•~uiYBlent. At lea~t three years of practical experience in similar function• 

in GoTernment or bu8in•••• 
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1. MidJCfORB 

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

1.2 Imediate Superriaor: :>irector, General Serri.ces, Bllilding Management, 
Maintenance, Typing Pools 

1.3 1-diate Subordinates: All administratite staff assigned to him 

1... Asaociates: All Aeaietant Directors of tu Ministr,' 

2. OB.JmTIVB or FOSI~IO!t 

2.1 '1'o eecure the Jlh78ical inf'Natracture of the building, including access t. 

va~s, parking lota etc. 

2.2 To plan and allocate office apace with the •!11:'- .-,.al of his Director. 

2.3 To f'urnis!l offices. 

2.4 To assign office equipment to personne:. 

2 • .5 To secure proper handling o! equi~nt. 

:?.6 To establish a register of equipment in order tc avoid theft. 

2.7 '!'o be responsible !or the Central Registry. 

2.8 To initiating purcbaeing within the established Badget. 

2.9 To be responsible for proper and •fe storage. 

3.1 Will eecun proper managnnt of the building of the Mini~ and its 

preei••• toil.eta etc. 

,.2 Dincta cleaning •nicea. 

,.3 Vill )t1an aad allocate office apace, tunitve, office •quipM1lt ad other 

dericea. 

3.i. Will nppl1 the statfoaarr. 

'·' Will eatabl18h a COllJ)lete Ngiater of all the funlitve azad equipment 

belongin~ to tbe lf:laiatrr. 

'·' Will tunaiah each office with a complete liat of the f'uniture and equiiment 

to be attachod to a ri•ibl.e place next to the ntnnoe door. 

• 

,, 

• 
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3. 7 !las to ~"f°rol the list regularl;r and ad hoc. 

,.8 Initiate~ purchasing in accordance vi.th established rules ant'! regul1tt:!.ons. 

'·9 Keeps and eecures storage ot equipment, including stationary. 

3.10 Any other duties assigned by the :>irector • 

... QU~CL~S 

Degree of the a-. Institute of P.allagellent and P\ablic Administration or 

equhalent. At least three ,ears of practical e~rience in similar :'unctions 

in Go..erment or business • 
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I BmJBBidT WOOiUAiiI 5'Dli&iidTS Alm Il6.1:U"ICATmi OF 
Rill A-~QIMiill."TS IOR IiiQJliiSiT STAW 

1. Established. Posts: 

1.1 Division oi Lldustry 

(a} Gllef Al:i.rector l 

• 
(i>) Of ricers at warious le~els 28 

Toea1.~ 

1.2 DiT...siga~_~i~ceawiTeci1no~y 

Ac:t.ini; Chiei Director l 
Coo loc rruu tAe Council for 
Scie..&ce and Iudllst.rial &?esearch) 

1.3 

~~~ acti 1'6 Chiei IiiJ.•eci:.or 1 
?rc!essiona1 Sta!! 16 

~~~ Inter'...al AuJit.or (un loa;i from auditor er.rice) 1 
&ccounte1A"lts (on loa:i fro.u .ri.CCGC&!t.a;.t.s ~~t.) 4 

(e~ Cle.L-ical 8DU T"JPi 06 ~\,a!! Zl 
(t ~or'j(ars (5 .posts are-.n~::en) 35 

Total 84 

~Total 114 

2. ~ed. Posts !or ne;,; structure en prc.!essional leTel: 

2.1 Division ot' Indust.i-.1 

m 
Chi.et Director 1 
Dire etc, rs 5 
Assistant Directors 17 

Total 23 
2.2 Division ot Science and Tectmo~g,r 

!:! Chief Director 1 
Directors 2 
Assistant DiI"P,ctors 

, .. 
Total 7 

2.3 Divisicx& of Administration and Information • 

m 
Chi.et Director 1 
Directors .3 
Assistant Directors 6 

.;. Tota:I 10 

Grand Total 40 



• 
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J. The bld6etarJ implications were di.scl!Ssed. witi.1 the Acting Chief Directors 

ot ~iy, ot Science and Tecilnology and General Administration and 

Intormatio.11. 

J.1 The Di.vision or Inciustey will 'i:>e rest.ro.ctured and strea.st.hened. to new 

ob,Jectives and reSi><>Ilsi:>ilitias •i1'h the aim or improving its effectiveness 

?rograi:ae. 

(a) The Division wi.4 i·a..,.YirG ne<i ,e)<ists oi t.Je leve1 ot D~ .. cn-s for 

l.. 

ii. 
iii. 
iv. 
v. 

Plaoofo61 liesearc::.i a=-.0 ?oli~,,; Ana.l.ysis 
5tatist..ics GliC Lsta Processing 
Pro~amin6, iionitf.lr .LiJ6 ar.d. ~valua.ti.c.M 
Ham&factur:ing Cperatious ~Support; 
St>ecicals ?roj~s 

uL·ac\:.c.i's 
ASS:i.st.~•·t ui.1·~1,f.,...,j,·:; 

Total 

'i'otal 

"1'anci Total 

1 
1 
1 
1 
1 

2 

i 

11 
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J. Required. office space 

The Mini.str-,r ot Industries, Science and Tecimology- is located 

on a Government complex next Liberia .Doad, Accra, occupying a 

tai.rml,y mod.em four stories bd 1 ding which needs onl,y some 

ext.emal paint work. The b1i J ding has 1512 square meters office 
• 

space divided into 72 offices, each by 21 square meters in size. 

The offices have windows on both sides. The office space for the 

restructu.-ed 11.ini.str-J will ~uire the .rollowing di.stri~tion er 

rooms: Ho. ot roows 

(a) The PD"DC-Secretar.1, the ?i'DC Under-Secretar-.r, tile Cili.et 
Di.rectors aad their pai's.:r~lal and secretarial. ct.arr preaentl;; 
occupy 12 

( il) The Le0tl Cou."'1Sel 

( c) The Internal ;\iiG"'i -::.or 

( d) Direc-'"ors 

(e) iLssistGC&t Directo: .. z (t;..;o in one; l"Oom) 

(f) !i~l: 

(g) DA?IT 

(h) UJUrCI yroject~ ;e::l"S.;;.li;lSl and ~,;,uiplilent 

(i) Consultants illeet.~ .t'OOiJ 

(j) Co.i'lfere.1ce rooaU .3rd flvor 

(k) Staff' wal.Lai .. e and Coi~erao.ce l""O""° Z~ !locr 

(1) ACCCU.'li:.a.1.i:.S 

(m) Cor.ipu·C.er 

(nj ae~3tr; 

(o) ?;pin,; i'ools 

1 

1 

10 

13 

4 

4 

3 

l 

.., 

2 

2 

2 

6 

2 

2 

• 

• 
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Hayjng regard to the restructuring proposals t~e major 

impediments to proper functioning of the Ministry will be: 

The present telephone s-.;st.em 
The transporl S-.fstem 
The mission libraey 

l. An expanded. and overhauled. telephone system should make 

possible calls within the Ministry from the top management 

to assistant Director level, as well as calls to othc:n- Ministries, 

departaent.s and age:icies, calls within the city and long dista:lce 

calls. It MOU1d lead to greater et'f'icienC".f and improved. 

information and action. It saves time, correspondence and 

transportation expenses. 

RecOCDendation: 

(d) 

six telephone l.i.-ies (addition of' lines) 
a switc®oard correspondiJJg to six lines 
.30 functional extension tele,?hones, including one for the 
receptipnist and the car pool 
two additional direct lines on;; for the Pl.'00-Secretary 
and one f'or the PBDC U~cretary 

2. The }tinistr.f bas at its disposal preserltly live cars, aged 

betileeo:i •••••• and •••••• llldgetar,f provision should be made 

.for their rehabilitation. Stat! at ae~onal Offices have 

(c} 

?ive additional cars would iJe re~uired !or tile Ministry 
Three of tilaD silould be pooled !or travel o! the assistant 
Di:ectors and asscciate o!!icers 
Tiia ilie~Mtll6er se~"Vice si:.ould je ec1uip,r.i8d with two wotor 
bic;rcles • 



cc;3t,. 

(a} 
'· \ \.lJ 

(c/ 

(d) 
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A li.JI-az-ia.i :hloi.i.lci be ap.iJOillt.ed as sco!'"i as pcssi~e 
Cue ro.:...i ~v'11.d iJe made available en.tire],,- for th~ 
lii.lrar,, w.;iti• sit.ti.ug facility anO. a ~time liilrarian. 
The stai:""i" siu:ruld -::,e requ.est;ed to pro..;>0se t.iie purchase 
oi lii:.~ature esseatitl for ~eir 1;ork 
The r-"~str.1 s~10ulci sujscri~ t~e ac;,uisitio.:l of 
nec3ssary prc£essional ~eriodicals. 

... 

• 

• 



' 

• 

• 
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MINISTRY OF INDUSTRIES. SCIENCE & TECHNOLOGY 

TIMETABLE FOR: 
Developing the Reorganization Structure & Capability 
of the Ministry of Industries, Science & Technology 

under U-:e Project 6HA/8E/001 

Development of Pre-jct Output 1.1.2 of Project Workplan 

: MAY : ~TUN : -JlJL : AUG : SEP : OCT : NOV i DEC : 
Weeks 

Majer actic·ns ~Act' y 11234: 1234: 1234 l 1234 ! 1234: 1234: 1284: 1234 '. 

------------------i-----:----:----:-----------------------------i 
To implement 
Obje~tive 1.1.2 l :----:-

:Finalize Orga"iz Structure of: 
!MIST Craft & Discuss Rec'mendi 

------------------:-----:----:----~----:----i----~----:----!----; 
Appr new structure:!. 10 
Prep new b~dget :1.!l 
Appr ne•.r.1 buc9et : 1. 12 ' 

:----i 
--!-

---:--
Adver ne~ posts :1.13 
Rec/ Sc~een Ap~iicrl. 14 
Reassi£n MI~ steff:l.15 
Appoin & Placementrl. 16 
Alloc/ren offices :1.17 
Orientation/Traing;l.18 
~ellowship program:l. 19 
Purcl"'•ase Equipment: 1. 20 
Renovation of Libr:l.21 
Instal/Renovat Tel:l.22 

~----: 

cc PNOC Secretary 
Chief Technical Adviser 
Chief Director, Techrical 
Chief Director, Administration 
Chief Director, S&T 

ORE!MPLAN 
1/6/E;7 

---, 

---:--
:--

:----:----:----~ 

--:----:----:-
:---
: ---:----; 
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Annex I 

Ja _...r to id•tlf1 oltjeotlwa -4 re9P0naUdliti•• of preeent etatf 

et tile 111alatr7. to ewry""lJ a cptdlonain we d1.tri.'bated of the 

following fol'llata 

,. .... •••••••••••••••••••••••••••••••••••••••••••••••••••• ~ 11o ••••• 

2. Adlllinietratl'9 Tltl•• Range aud/or St•P.••••••••••••••••••••••••••••• 

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 
,. ~tioa Title ••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

'9 I iii.ate ~••••• .. ••••••• .. ••••••••••••••••••••••••••••••••• 

5. A1sneiat• .. •••••••••••••• ... ••••• .. •••••••••••••••••••••••••••••••••• 

6. Wo. of Per9Dlla 111M1er laper"li9l~ •••••••••••••••••••••••••••••••••••• 

7. J"..d~.aoation (Schnot.• Uniwreities and M!deft:ll!nt•••••••••••••••••••• 

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 
8. Since when in Oowrncent serwice••••••••••••••••••••••••••••••••••••• 

9. List all preriou ~,_at, regal'dless it private or••••••••••••••• 

pablic•••••••••••·•••••••••••••••••••••••••••••••••••••••••••••·••••• 
10. Since when in preeent Poaitf.on.e••••••••••••••••••••••••••••••••••••• 

11. Objecti.,. of Jll'811911t Po.ttioa.••••••••••••••••••••••••••••••••••••••• 
12. Reaponsibiliti••• bol. :oo..-ntion with otbere (Broken dovn in 

·~ tille per month de..,t•4 to tbe itlll.••••••••••••••••••••••••••• 

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 
,,_ Dail7 Worlcload 

Do Jn hn9 •et rio au~ r.:a• 

, ................................. 1o •••••••••••••••••••••••••••••••• 

DD JM haft \lol'k (a) at all ftm• , ............. Jro. ••••••••••••• 

(lt) "IC1J of 9- , ............................... 
<•> •otn.. , ............. lfoe ••••••••••••• 

<•> Le• t ... 50",;! , ............. "°·············· 
..... Aaf other nlewnt tatot.ation. •••••••••••••••••••••••••••••••••••••• 

1'e Cua int•-,. S.,.r+18Dr••••••••••••••••••••••••••••••••••••••••••••••• 

• 

' 



' 

; 
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Annex II 

S" IMMART""'"~n wno .. ··p·1 "'N _t_. , .. ~---~r-·""· -H 

Maneck's Mission May 2 tc July 9, 1987 

Deve!r:::p1n9 t.rre Reorganizat.ion St.uct.ure & C.:kpabi l i ty 
·:-•~he Ministry •::>f Industries, Scient:e .!: 

under t.he Project GHA/861001 

--------------------------------------------------------------

1987 
---------------.Jo....----~-~-----------~-----------------------

MAV: JlJNE' 

Weeks 
Major outp~tsiAct'y:1234:1234 

--------------------:----:---- --------------------------------
1. 

Organizati~n :1.10 
Stru=ture for:l.11 
Mi1,::.stry of 
Industries, 
Scienc: and 
T ec hnc. l •:ig·; 

: 1. 12 
: 1. 13 
: 1. 14 
• ! . !5 
: 1. 15 
: 1. 17 
'. l. 18 
' ! l '3 

I 
I 

:.9 
I .5' 
: .!'1 
I .v .-,_y :_sr_ 
: il 
' '> --i: 

y'. 
I . 

9' ---: 

Briefing CTA/CDT/CDA 
Elaborate Work plan 
Discussion with CDA 
Discussion with COT 
Prepare job description questionaire 
Obtain draft job description 
Discussion with TO S&T 
Draft j•:>b Description of Directors 
Draft. Oganogram, !nd Div; Admini. & S/T 
Discuss Draft. Organ with HS/COA/COT/TO 

--:2' 
tion ~ Speci-!2.13' 
f:cations for:2.14 
all pests 

,g 
:~ 
I 

Finalize job descriptions directors 
Fina! "!.ze job descriptions all staff, 
Meeting with HS/COA/COT/TO/PARDIC 
Draft Advert for cand'date recruit 

·-:. 
·J. : '3. 10 

Ider~ify :3.11 
Admi~i5tr~~iv:3.12' 
c onsequer• c es 
al""d ! •::rg 1 ss t ! c 
supp.:rr t 

:3. 13 
:3 14 
:3.15 
: :3 16 

' 
:_~ 

i-~ 
~ 
fl 
tg 

Draft report & Discussion HS/CDs 
Discuss Budget Implication CDs 
Discuss Space & other logistics 
Oiscu~s Adjustment Timetable 
Discuss Training requirements 
Discu5sion with UNOP PR/CTA 
~nd of Mission 

=================•====s==•=•==•==•=======•===••=====~========:=== 

cc PNDC Se~retary 
C~i~f Technical Adviser 
C!"r!<:f Direc'..·r, Technical 
Chi9f Oir~ctor, Administration 
C~1ef D1r~ctor, S&T 
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Annex III 

Y!C!D91 .lDDDUIM:e•at 

1. 

2. 

'· 
4. 

5. 

• 

8. 

g. 

IUJaiatrr ot IDlluatriea, Scieace aDd Teclmology 

A.pplicatio1U1 are illYiteci troa suitable qualified 

Gheuiena tor tbl poata of: 

uaiataat Director, IDlluVial Sector plenniag 

Aaaiatut Director, lacroeccmaaic Plamaillg allll S7ft­

~aaiatam Director, Illllutrial PollCJ an4 hojecta Azlalyaia 

1.aaiataat uinctor, Statiatical Stutiea allll h'blicatiou 

A-1.atut Director, Suw7 allll Data Collecticm 

.U.iatad Di.rector, Data hoceuillg 

A.aaiatut Director• llacroecomai.c Progr••i ng allll Aid CooriiDation 

Aaaiatut Director, loDitori.Dg aJUl 3Yal1.1&tio11 

Qualiticatious 

(a) Degree in econoaica or bllaimaa adaiDiatration aDCl 'between tvo 

to ·tour 19ars experience in relnut poaitiona ill GOTU'Dllent or 

incluat17. 

\b) Ph.D. iD ecoaoaica or buai.Maa adai.Diatration aDCl om to two yeara 

experience. 

1 • Aaaiatut Director, 'feztilea, Ganent, l.eatblr aJUl J'ootvear ID4uatri•a 

2. .iaaiatut Director, Poo4 alMl i.cro I.mluatriea 

'· Aaaiatut Director, Woo4, Paper aDd PriDtinc Imuatriea 

4. 

5. 

J.aaiatant Director, Cmaicala, Plastics, lon-lletallica, limrala 
aD4 bbber lDduatriea 

.Aaaiatut ~inctor, lngimeri111, .laa•'bliJll, Metal, nectrical 
am Senice Illlulltriea 

'!ba .i.aaiatut j)inotora will be atnactllmecl b7 om or ibrH ~aaoci&te Ottioera 

(T•clmical) •bo baT• traiDiq aD4 ezperience in tillcla ti. !Hiatallt Director 

l 

, 



• 

• 
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~icationa: 

Decree in •ncineering aDll between tvo to four 19ara of exper:.ence in releTant 

~ai tions in GoTerment or industry. 

1. .lssistant Director, Industrial hoduction, Organizatio:i and C&Dage::;ent, 

IJ&riteting, P~tenance, Repair, Design and Training 

2. .laaistant Director, Coat-Benefit Studies, Caahflolr, Accountancy-, other 
financial matters &Di traininc. 

3. l.saistaat Director, Sall Scale IDlluatriea Coordination 

Qualificatioa: 

1 • Degree in ID4uatrial eDCineering with at least tour 19ars experience 
in ai•ilar posit!.ou 

2. ::>e&ree in econoaics or bllsiness ad•iuiatration with at least f'ou.r years 
•X¥erience in aiailar positions 

3. !>agree in industrial engineering or economics or bllsiness admi::iistratio::i 
with at least rokr years ex}erience in similar ;>0sitions 

1. Aseistant )irector, A?;ropriate Technology Jevelopme~t 

2. Assista:it Ji.rector, Tec!lnology Transfer, I.a'boratori.es and ?::-ainine; 

3. Assist&nt Jirector, Scie::ic~ a.aid ~echnology Cooperation; :nternational, 
Regio:ial anci Bi-lateral Cooperation 

4. Assistant Jirector, CocrdinatioA of !ndaatrial aesee.rch ?rojeC~$ 

~itication: 

Degree in eugimerinc with backe;roand in acie~ce and technology; milLllUm bet~een 

tvo to five years ex~erience in similar :roa~tiona. 

1. Assistant Director, Organization and Xanqement ot Government sector, 
LibrarJ an4 iecorda 

2. Asaiatut Director, PeraoDDel, Recruitment &D4 ?raining 

3. .laaiatut Director, Bwlpt, Public .locowitiuc aDd. SeC!'etariat 

4. .leaiatant Director, State Ovnecl Enterpri•• Coordination 

5. .laaiatant j>irector, General SerYicea am '?nine Poola 

6. .lHiatant Director, Bu.ilcliDC Jl&Daceaent, llainteuance, Purchaaiuc, 
Storqe an4 'rranaport 

~alitications 

l>epee in maimaa acllli11iatratio11, law ahana Iutitute ot Macagement an4 Public 

.lclaiDiatratio11 or equiTalent; minima ot tour 7eua experience 111 aWlar ;>aa!. tiona. 



.... ---------------------~-----~~~~----------~ 
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Deadline 

Salar7: 

··~·································································· 

legotiabla aa4 attractiYe 

Kocle of ~p~lication: 

fJP8cl applications mgiag three references and enclosing four co;.ies 

curric:ula-Titae and. copies of dipl~certiticates, addressed to tbl 

PIDC-Secretary, Ki.Dist17 ot Imluatriea, Science and 'fecbDoloS:J, P.u.Box t-:.39 

lccra. 

• 

( 




