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ADMINISTRATIVE DIVISION

ANNUAL REPORT FOR THE YEAR 2015
Mission Statement

To assist the Ministry in the promotion and support of the development of agriculture in Guyana by providing internal administrative and logistic support services to the Ministry’s Head Office and by supervising and coordinating the provision of such services to the other Departments/Agencies of the Ministry.

Functions of the Division

The Administrative Division provides administrative support to the various Departments/Divisions and to agriculture-related agencies.
Specifically, the Division is responsible for:-

· Overseeing and ensuring that the Central Registry provides an effective and efficient system of filing, recording, speedy retrieval of data and dispatching all correspondence.

· Ensuring that the Ministry’s facilities, buildings and assets are secure through close monitoring of the contracted security services.

· Monitoring the procurement and distribution of stationary, office furniture and equipment.

· Coordinating activities as they relate to the service and maintenance of the Ministry’s vehicles, their deployment and usage.

· Coordinating the rehabilitation of the repairs to buildings and maintenance of the compound of the Ministry.
· Monitoring the maintenance of all other equipment and ensuring proper utility services.

· Ensuring that general housekeeping is satisfactorily carried out.

Staffing and Structure
The division was headed by the Principal Assistant Secretary (General) and consists of the following three (3) support units:-

i. General Administrative Support

ii. Clerical and Office Support; and

iii. Ancillary and Field Support

(i)  General Administrative Support
The Principal Assistant Secretary (General), Assistant Secretary (General), Storekeeper, Stores Clerk and the Expeditor complemented the operations of the major aspects of the Division.

(ii) Clerical and Office Support
This unit was directly supervised by Ms. G. Gumbs, Senior Registry Supervisor and Ms. S. Blackman, Registry Supervisor respectively.  Ms. V. Harding continued to perform as Confidential Secretary to the Permanent Secretary.  Typist Clerks, Ms. S. Branford, Ms. S. Ifill, Ms. S. John, Ms. D. Ramdyhan, Ms. A Greene, Ms. S. Emanuel continued to perform duties in the Registry, while Ms. J. Green functioned as Confidential Secretary to the Head, PCMU.   Messrs. K. Pompey, D. Richards, and L. Gibson functioned in the capacity of Office Assistants.

(iii) Ancillary and Field Support
This unit complements the responsibilities of the Division and was consists of Ms. A. Merriman-Chung, Ms. S. Lowe, Ms. M. Gilbert, Ms. Y. Greene, Ms. D. McLean, Ms. V. Henry, Ms. J. Greene and Ms. D. Motiram.  Messrs. D. Neal and M. Walters, Gardener and Handyman respectively were also attached to the section.
 Staff Movements

The Administrative Section had experienced a decline, increase and upward mobility of human resources during the early and latter parts of the year due to the following:-
· Ms. Joylyn Nestor-Burrowes, promoted 2015.
· Ms. Sharon Fareed and Ms. Gail Gumbs-Charles acted in higher capacities with effect from November, 2015.

· Ms. Samantha Hytimiah, employed during the month of August, 2015

· Gregory Mentore was dismissed during the month of February, 2015   

The performance of the staff was fair and working conditions improved.    
The following table indicates the staffing positions of the Division:-
	Positions


	Number of Position
	Position Filled
	Position Vacant

	
	
	
	

	Principal Assistant Secretary (G)
	1
	-
	*1

	Assistant Secretary (G)
	1
	1
	-

	Senior Registry Supervisor
	1
	1
	-

	Registry Supervisor
	1
	1
	-

	Confidential Secretaries
	4
	3
	1

	Typist Clerks 
	10
	6
	4

	Storekeeper
	1
	1
	-

	Supply Expeditor
	1
	1
	-

	Stores Clerk
	1
	1
	-

	Duplicator Operator
	1
	-
	1

	Senior Office Assistant
	1
	-
	1

	Office Assistants
	5
	4
	1

	Handyman
	1
	1
	-

	Cleaner
	7
	7
	-

	Carpenter 11 & 111
	2
	-
	2

	Driver
	2
	2
	-

	Gardener
	4
	1
	3

	Total Positions
	44
	30
	14


*Position became vacant latter part of the year. 
MAIN FEATURE OF THE 2015 WORK PROGRAMME

Some of the highlights of the Division were as follows:-

a)
Routine maintenance work on electricity, carpentry and plumbing systems.
b)
Relocation of extensions to the PABX Telephone Switchboard System.
c)
Construction of concrete floor in the Receipt and Payment Section of the Central Accounting Unit.
d)
Rehabilitation of Voucher Room and Record Centre.
e)
Extension of Parking Lot (Phase 11)
f)
Phase 6 - Construction of concrete Retaining Wall (Revetment).
g)
Rehabilitation of Driveway and Shed in the Ministry’s compound.
h)
Repairs and painting of exterior wall, roof and ceiling of Annex Building. 
i)
Ceiling of Voucher Room and Record Centre.

j)
Conversion of ‘manual sliding’ gates to ‘motorised sliding gates’ at the Regent Street and Vlissengen Road entrances. 

j)
Building of concrete drain in compound.  

k)
Installation of extractor fans and repairs to cupboards in the Recreational Facility canteen.
l)
Installation of Tree Planting Sign in compound.
m)
Installation of electrical outlets and servicing of security lamps.
n)
Repairs and servicing of air conditioning units.
o)
Repairs and general servicing of vehicles and office equipment.  
p)
Cleaning of carpet and installation of carpet protector.
q)
Rebuilding and reprogramming of computers.
r)
Eradication of termites in buildings and compound.
s)
Cleaning of carpet
t)
Raising of two (2) sewerage outlets in compound

FINANCIAL ANALYSIS

Below, please see an analysis or summary which reflects the department’s budget, releases and actual expenditure for the following Line Items:-

	 Line Item Number
	2015 Actual Expenditure
	2015 Approved
Budget
	Budget
Request

	6223
	3,409,616
	3,500,000
	3,500,000

	6231
	7,600,000
	7,600,000
	7,600,000

	6242
	9,908,393
	10,000,000
	10,000,000

	6243
	1,659,000
	1,659,000
	1,659,000

	6255
	10,318,848
	11,500,000
	11,500,000

	6264
	5,200,000
	5,200,000
	5,200,000

	6271
	5,800,000
	4,700,000
	4,700,000

	6272
	17,090,000
	18,190,000
	18,190,000

	6273
	2,500,000
	2,500,000
	2,500,000

	6281
	23,263,793
	16,054,000
	15,160,000

	6282
	4,062,263
	4,070,000
	4,070,000

	6283
	4,525,000
	4,525,000
	4,525,000


SUMMARY OF PROGRAMME/ACTIVITIES - 2015
	N

O.
No.
	Programme/Activity
	Target Set  
	Target Achieved
	Analysis of Success or Failure

	1.
	Cleaning of offices and compound.
	100%
	100%
	Adequate supply of janitorial and cleaning supplies.  Contracted services provided upon request.

	2.
	General maintenance of buildings and compound in the areas of plumbing, electricity and carpentry.
	100%
	100%
	Major works contracted out while minor works carried out by staff members.

	3.
	Ensuring adequate security services of officers, buildings,  compound and vehicles
	100%
	100%
	Payment to Security services.  Latter part of the year payment was delayed due to insufficient funds. 

	4.
	Arranged disposal of garbage on a contractual basis.
	100%
	100%
	Garbage removed thrice weekly by contractual arrangement. 

	5.
	Preparation of Capital and Current Estimates for General Administration.
	100%
	100%
	Worked extra hours to meet deadline.

	6.
	Serviced and repaired office machinery and equipment.
	100%
	80%
	Prompt responses by contractors.  Spare parts were not always readily available.  Inadequate funds.

	7.
	Maintenance of vehicles.
	100%
	100%
	Efficient system was put in place for the supply of fuel and lubricant.  Vehicles serviced and repaired as the need arose.

	8.
	Arranged payment of utilities:

  -  Electricity Supply

  -  Water Supply
  -  Telephone Service 

	100%

	100%
	Prompt payment was made for services.

	9.
	Typing, filing, receiving and despatching of mail both internally and externally by the Registry Department. 

	100%
	100%
	Services were delivered efficient and effectively.

	10.
	Mobilisation of staff to attend official functions/activities in and out of the Ministry’s environs.

	As required
	100%
	Adequate transportation provided for staff movement.

	11.
	Preparation of Contracts for contractual services provided.

	As required
	100%
	Prompt preparation and processing of documents to effect payment.

	12.
	Weeding and Cleaning of compound on a contractual arrangement.
	Monthly
	100%
	Prompt preparation and processing of documents to effect payment. 

	13.
	Procurement of assets and other resources. 
	As required
	80%
	Insufficient funds.


Generally, the Administrative Unit is very important to the Ministry.  Therefore, it can be considered as the nerve center of the Ministry/Administration and is essential for the accomplishment of targets/goals set out by the other departments.  However, again it should be noted that with the acquisition of the full complement of human and other resources, the Unit would be able to perform at all times efficient and effectively.  
Memorandum
From:
Deputy Permanent Secretary (Administration)
To:

Permanent Secretary

Date:

February 24, 2016
Subject:
Re: Submission of Annual Reports 2015
-----------------------------------------------------------------------------
The subject at caption refers.

Attached, please see the Administrative Department’s Annual Report for the year 2015.
With best regards.
Joylyn Nestor-Burrowes
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