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I must point out, however, that these processes labour under several
handicaps, the most serious being, the inadequacy of cur current manpower
planning efforts teo quantify in specific terms (i.e, cccupaticnal skills)
the manpower neaeds of the future. Without these numbers, training plans
and manpower budgsts are develcped with significant shortcomings. Othar |
problems are related to the manpower budgeting process itself and during the
workshop discussions on this topic, the axchange of your ideas on how these
problems may be cvercome, should be an important activity.

This training worksheop is an opportunc time to examine the total manpower
planning picturc in the Beotswana public Saprvica. In addition to reviewing
existing exercises in the planning process,; workshop participants will be
trained to use a standard method of quantifying future public services manpower
needs, which is actually the essential first step in the total manpower
planning process.

As you are aware, economic planning controls the level of manpower growth
through the financial ceilings of national development plan 6. I am told
that using the manpower ceilings derived from NDP € to project manpower
requirements suffers from two failings: cne, they indicate cnly the manpower
needs arising from grewth permitted under the plan; and two, they identify
most occupatiocnal skill needs in the brcacdest terms, i.e. Group "A™ ox
Group "B" Posts.

Tn the first instance, the total manpower needs for the public service
is greatly understated, because the growth figure does not teke into account
manpower necds arising from rerlacement of *terminated workers and expatriates,
and the filling of vacant posts. The difference is dramatically apparent
when one compares the following: estimated manpower needs arising from NDP 6
growth during thereminder of the plan pericd is about 6,000 workers. On the
other hand, estimated manpower just tc meet replacement needs is about
11,000 workers. For those pecple responsible for developing training plans
or recruitment strategies these are crucial numbers, There is a considerable
difference between planning for the intake ¢f 6,000 new workers and the intake
of 17,000 new workers over the next few years.

Similarly, knowing the occupational skill ccmposition of the anticipated
new workers can have a tremendous impact on tha kinds of training programmes
that should ke developed and the numbers of people whe will be required to
£ill them. Currently, preiections of skillnoceds by Group "A" or Group gy
designations are nct helpful to training planners or training institutions’
which are trying to identify the number anc kinds of training programmes
that will meet the development neceds of the country and the manpower needs
of the Ministries and Departments.

Unfortunately, this latter problem is keing only partially addressad
by this workshop. The lack of a comprehensive occupaticnal classification
system for the public service precludes making projections at detailed
occupational levels. However, projecticns are made by scale, which is an
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improvement over the Group “R" and *B" designations. I am tcld that at 2
later date, public service posts will be classified under the international
standard classificatien of cccupaticns (ISCO) developed under the auspices of
the Tnternaticnal Labour Office in Geneva. At that time, ISCO codes will
replace scale designations in the manpower model develcoped for the public
sexrvice.

This model, which I just mentioned, is just cne of the tocls developed by
the Brectorate of Public Service Management to assist Ministries and bepartments
in their efforts to use manpower more effeciently. In addition te day-to~day
personnel activities such as recruitment, training, and personnel relations,
the Directorate is also heavily invelved in organization and methods reviews
and job analysis and evaluation. F£l11 these activities are compcnents cf the
overall ceffort tc use public service manpower more effectively and
efficiently.

T am told that the manpower model establishes a standard procedure whereby
agencies of govermment can compute their manpower nzeds over a pericd of
years designated by the plan or any cther predctermined time pericd. The modsl
can also be adjusted to take into account changes in econcomic planning.

The mcdel should have a great impact on Ministrial anc Departmental planning
in the immediate futur.. &s noted, there are dramatic differences between
manpower planninc on the basis of grewth alone znd planning which takes into
account replacement needs. It is estimated that in scme ministries, replacement
needs are morc than five times greater than manpower needs arising from growth
alone. Such figqures cmphasize the need for manpower planning.

I neted earlier that quantifying future manpower needs is the first essential
step in the process of manpcwer planning. Identifying the numbers is not the
end product of manpower planning. The numbers arc the starting point for
deliberations by those developing training plans, by these considering recruitment
strategies, by thcse concerned with identifying institutional training slets, and
perhaps, even mcre importantly, by the managers, whe hiave the respensibilities
te implement the programmes formulated through the political procesg. Just as
managers must operate within the quidelines of a financial budgest so must they
operate within the manpower ceilings imposed by the plan. The manpower data
will assist managers in doing a better jcb of operating within the ceilings.
They will be able to consider a number of alternatives to just increasing the
nurmbers of workers to fulfill their programme responsibilities -- such things
as ways te increase productivity, reallocaticn of staff, and promotion of
technolegical inovations.

Additeonally; the current cxerciscs we have to achieve the optimum

utilization of manpcwer -- such as manpowexr budgeting and allocation -- will
benefit frocm the complete manpower planning process. 1In fact they are part and
parcel of the process. They are pieces of the big picture of how we recruit,

develop, train, and use manpower in the public service.
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As T noted at the outset, people are ocur greatest natural rescurce. How we

use this resource will determine how well the country and its citizens are
best served by the public servicec.

We look forward to the results cof this workshop with great anticipation.
Ministry should come away from this workshop armed with & new tocl and new
fdeas on how to maximize its available manpower. Manpower planning will make
a very impertant contribution to the optimum utilization of our public service
human resources. '

I thank you.
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Statement by Dr. Toga McIntosh on behalf of the Executive Secretary of the
Fconomic Commissicn for Africa at the cpening cof the Workshop

Mr. Chairman,
Henourable Minister, :
Distinguished Participants, Ladies and Gentlemen.

I bring you greetings. and best wishes for the success of this impertant
Workshop on behalf of the Executive Secretary of the United Nations
Econcmic Commission for Africa. We are indeed happy and grateful tc be a
part of this event and to be oppcrtuned to benefit from the warm hospitality cof
the pecples and Government of Botswane.

As we begin 2 week cof work and learning, I would like to highlight a
few points which, in our view, cculd have mejor significance for the .
preocess of human rescurces planning, ¢evelopment and utilization in
Botswana.

You may recall that almost a year ago, african Governments collectively
resclved tc pursue o systematic Economic Recovery Programme beginning 1986
through 198%. Accerdingly, appropriate commitments were made and the necessary
resources identified and pledged in pursuit of this cbjective in what is now
called APPER (Africa Priority Programme for Econcmic Recovery}. The
International Community was equally sensitized to Africa's desire for a self-
reliant and self-sustaining development process during the special United
Nations General Assembly session convened, at Africa's request, mid last year.

This major development does not only demané new forms cf development co-
operation among nations and international institutions, but also calls for new
sets of Gevelopment strategies and programmes. Among the requirements of this
new thrust is that develcopment efforts should now be focused on maximizing the
productive use of African human rescurces, and should expiicitly take into
account the human dimensiocnal aspects to econcmic recovery and development.

My. Chairman, vermit me tc add two brief foctnotes just to drive
the peint home.

First, the extent to which any Mfrican nation, including Botswana, is able
to formulate and implement the required policics, strategies and programmes |
would depend substantially upcn the development and operation of an effective
human rescurces management machinery comprehnsive in form and structure
to incorporate, in an integrated manncr, human resources planning, development
and utilization sub-systems. This challenge is even oreater for the Botswana
Government if one considers the rapidly expanding economy; 2 growing populatidh
demand for education, training ané employment; and the need to raise productivity
and efficiency.
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Secondly, development, in its applied sense, means pecople and hence
development policies, programmcs and strategies should add to, and not
subtract from, existing levals of societal welfare. Again, the challenge
hinges on the develcpment of institutional capacities that would ensure
effective and wider human participation in the production, distribution and
consumption of basic goods and sexrvices.

Let me punctuate these two footnctes by cxpressing cur satisfaction
in the progress the Government has made so far in determining the nature of
this challenge. Steps will now have to be intensified to determine and
formulate the form and structure of a comprehensive human rescurces management
system to complete the cycle. It is from this perspective that we in the ECR,
see the importance of this Naticnal Training Workshop on Public Service
Manpower Planning and Allocation, and pledge our willingness for future
collaboration to the extent possible.

Again, on hehalf of the Executive Seccretary, I wish the Workshop a
great success.

Thank you.
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DAILY TIME TABLE AND PROGRAMMF SCHEDULE

Day 1 (Monday. 23 March)

8:00 - 8:30
8:30 - 9:15
2:15 -~ 10:15

10:15 - 10:3C

10:30 - 12:30

12:30 = 14:00
14:00-15:15

15:15-15:30
15:30 - 16:30

Day 2

{Tuesday,

Registration and informal meeting of participants.

workshep introduction, background organization of
work and distribution of documents (Workshop
Ce-ordinator) .

Official Opening of Workshop
- Statement by the Covernment of Botswana
- Statement by ECA

Coffee Break

The nature and scope of human resources management fox
development:implications for manpower planning in
Botswana (ECA).

Lunch Break

De%ﬁﬁg%?ants of departmental manpower ceilings under NDP6

Coffee Break

Manpower allocation and budgeting process in the public
service:issucs and problems (DPSM/Manpower Division).

March)

8:30 - 10:15

10:15

10:30

12:30

14:00

15:15

15:30

10:30

12:30

14:70

15:15

15:30

16:30

Discussion continue on manpower allocation and budgeting
process in the public service: issues and problems.

Coffee Break

O&} practices and the Manpower Budgeting process {DPSM/
Organisation and Methods) .

Lunch Break

The objective and importance of job evaluation
in Manpowor Budgeting and Planning DPSM/Job Evaluaticn).

Ccffee Break

Discussion continue on jcb evaluation and O&M practices
within the process.
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Day 3 (Wednesday, 25 March)

8:30 - 10:15

10:15 -~ 10:30
10:30 - 12:30
12:30 =~ 14:;00
14:00 - 15:15
15:15 - 15:30
15:30 - 16:30

Day 4 (Thursday, 26 March)

All day

Day 5 (Friday 27 March)

8:30 - 10:15

10:15 - 10:30
10:30 - 12:= 12:30
12:30 ~ 14:30
14:00 - 15:15
15:15 - 15:30
15:30 - 16:30

- 4D =

Procedures and guidelines for submissicn of
manpower budget requests (DPSM/Manpower
Division}

Coffec Break

Preparaticn of Ministerial manpower plans
within the manpower planning and budgeting
process (DPSH/Manpower Division)

Lunch Break

Preparaticn cf Ministerial manpower plans within
the manpower planning and budgeting process

Coffee Break

Preparaticn of Ministerial manpower plans within
the manpower planning and budgeting process

viorking session to prepare individual Ministry's
4-year manpower requirements and suggestions

for improving the effectiveness of the

Manpower planning and budgeting process.

Review and c¢iscussicn of issues and problems
encountered curing the working group session
(participants) .

Coffer Break

Revicw of public service training cc-ordination,
policies and prospects in Botswana (DPSM/
Training Division)

Lunch Break
Manpower Planning and budgeting:implications

for the management cf training in Botswana
(DPSM/Training Division).

Ccffee Break
Manpower planning and budgeting:implications

for the manacgoment of training in Botswana
(DPS)/Training Division).
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Day & (Monday,30 March)
hll day Frece for participants to attend matters

arising in their respective offices, and
for the preparation of the werkshop report.

bay 7 (Tuesday, 3l March)

8:00 ~ 10:00 tdopticn of workshop repcrt (participants)
10:90 - 10:20 Coffee Break

10:20 -~ 12:30 Adoption of workshop report (participants)
12:30 - 14:00 Lunch Break

14:00 - 15:30 Clesing Ceremonies

- presentation of workshop report to
Government (Participants)

- Statement by the Government of Botswana
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FORM ME 2
Botswana Covernment
Financial Year 1988/8¢ DEPLOYMENT OF FILLED AND VACANT POSTE
(AS OF 1 APRIL 1987)

e e e AEXCASE _Include SHADOW POSTS)
Ministry Head No. Prepared By: Date
Department Part MNo. hpproved By: Date:
Division

e A Tt 1“““'“""'””"“1 ““““““

| : ! I i Recruitment !

Approved | ; ! i Yo. of | Action:DPSM |

Estab- ! . i i 1 : | Reference IFor Use B
. 1 ! 3 p 3 4 k \ Y
Lishment H Title of Post ' Grade E Giggiiﬁg;c E ;2Zizt i Date & No. | DPSM
(1) ! 2) ] 3 i ‘ t 6 i 7
———————— e
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] ' . ! 1 i
! 1 i H ! 1
] ! ! 1 1 !
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t # ! 1 i ]
: t T ' H ]
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i t H 1 { ]
t i 1 i
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' ] ! ! i i
E i ] ~ SEE EXPLANATORY KOTES - !
| | | |
Cistribution: 1. DPSM Summary:Group A Group B
2. Mini ¥ F
Minlstry o rbe Shadow Other
3. Ministry Concerned
4. Department Concerned
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Botswana Government

FORM MB 3

PROPOSED FORFETTURES

Financial Year 1988/89

SHADOW_POSTS)

{Please_Include_
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PROPOSED TRAINING Form MB 4B
Ministry Head No. rrepared BY: Date:
Department Part Ho. hpproved By: Date : .
%%$thfor crad Pud¥ or JUSt%fi' Fo; Use
Course |Coursg B > «rafe Institution | cation ngM
Trainea Field of Begins| Ends Teng a P ot in fOF
Training Mo/Yr| Mo/yy ToTe os Botswana Training
(1) (2) (3) (4) (5) (6} (7 (8) (9}
- SEE EXPLANATORY NOTES -
Distribution:1l. DPSM Summary: Group A | Group B

2. Ministry of FDP
3. Ministry Concerned

Shadow

Other
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APPLICATION FOR MEW POSTS

(Please Include SHADOW POSTS)

Ministry ‘Head No. Prepared by: Date:

Department Part No. Approved by: Date:

Title of Wew Post Grace| Group|MNo.of Poss;b}e

. Recruit- | For Use By
Posts Brief ] DPSM
Poouested Jucstification gizt

W (2) 3! (4) {5) &Y (7
i
!
|
|
i
|
[
i
!
?
]
|
i
i
|
'

“ietribution: 1. DPSM

2. Ministrv of FDP CUMMATY * Craiis L Crotin R
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) Form MB 5B

Botswana Government
Financial Year 1988/89 DEVELOPMENT PROJECTS:MANPOWER NEEDS 1988/89 - 1990/91
Ministr

Y Head No. Prepared By: _ Date.
Department Part Nc. hpproved By: Date:
Project Title of Post Gradel Field of Number of New Personnel Needed
Number Study or |1988/89 1989/90)1990/91 For Use By DPSM

Experience
(1)

{2) (3) (4) (3 {6) (7) (8)

Distribution:1. DPSM
2. Ministry of FDP

o T Y L o B T )
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EXPLANATORY NOTES FOR COMPLETING THE
MANFOWER BUDGETING FORMS

1) Ministries/Departments are expected to complete the following seven form and
submit them to the DPSM:

Form MB 1

Form MB 2

Form MB 3

Form MB 4a

Form MB 4b

Form MB 5a

Form MB 5b

- Proposed Overall Establishment

- Deployment of Filled and Vacant Posts
- Forfeited Posts

- Staff on Training

- Proposed Training

- New Pcsts

- Posts related to Development Projects

2. Time allowed for the preparation of these forms is about 4 weeks.

3. Form MB 6, Justification for the Creation of New Posts, is not required to be
completed during this stage.

Detailed Explanation

Form MB 1

Form MB 2

Summary of proposed establishment: For groups see notes under MB 2.

You are required to declare all vacant posts as of the date on which
you are completing the form. The vacancy situation should be the
difference between the number in post and the establishment as detailed
in the Establishment Register. B2ll vacant posts, including those of
adviser/expert and project posts, are to be declared on this form. Note
that this form should identify posts for each Divisicn separately. For
the column, Geographic Location, enter village or work station in which
post is located, e.qg. Francistown, Letlhakane, etc.

The following notes apply to MB 2, 3 and 5:

a) Approved establishment ~ as shown under the 1987/88 column of the
Establishment Register.

b} Title of post as reflected in the Establishment Register.
c) Number of Vacant posts = establishment minus officers in posts.
d) Grade = salary scale.

¢) Groups :

A = All superscale;GA.l,2,3;all Professional;
T.1,2,3;77.1,2,3; and advisers and experts.
B = GA.4,5,6; T.4,5; TI1.4,5; S.1,2,3,4.
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Other = Police, Security Guards, Freventivemen, Prisons,
Game Warden Cadres, {(generally grouped as ('P'), Nurses (N},
and Teachers (T). '

Shadow = post in any group used to facilitate leocalization.

f) Recruitment action — Please quote the Ministryv's reference,
Directeorate of Personnel vacancy file reference and date of
correspondence, and if pcssible state the stage of recruitment
as known by the Ministry Department {e.g., Fr. Sekgoma
already offered appointment).

Form MB 3 Please give details of posts tc be forfeited and reasons {e.g.,
function transferred to another Ministry, change of priority, (etc.)}.

Form MB 4a Please give details of staff on training, including pre-allocation
trainees (e.g., Nurses and agricultural trainees).

N
2)

3)

4)

5)

6)
7)
8}

9)

Trainee = name of the traince
Present grade = grade of trainee prior to training

Whether trainee being paid a training allowance is held -
against an established post cr not

Field of training (e.g., Agriculture, Accountanéy, etc.)

CdurSe,beéan = month and year {e.g., June, 1985 should read
6/85) ‘

Course.ends'= month and year, as above
Post for which.being trained = self-explanatory
Grade = sélary scale

State whether abroad or give the name of the institution in
Botswana (e.g., BAC, NHI).

Note: Requirements for 1988/89 will then be deﬁeloped after consideration has
been given tos

1}
2)

3)

Vacancies

Trainees

Forfeitures
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Proposed Training

1)

2)

3)

- d4Y

5)
6)
7)

8)

9)

NOTE:

Name .of officer earmarked for training
e.d. M.A. (Development Economics)

e.dg. August 1988

e.q. Sepﬁ. 1989

Title of post e.g. Economist

.Self—explanatory

2.g. Williams College, U.S.A.

Justification can include one of the following:

{a) Training is needed in order to £ill a post which has
remained vacant for some time, or which is firmly
anticipated to become vacant, where entry to that post
requires certain skills.

{b) & need to £ill a post which has just bkeen created, and
which has not existed before, or which will be created,

corresponding tc the Departmentis Development Plan.
(Spec1fy Projoect) .

(c) A need tc localise a post
{(4) To upgrade on the job performance - no new post.
Self-explanatory

In filling column (8), the letters a), b), <), or 4)

can be used as substitutes for the written justification.

1)
2)

3)

a)

' 5)

6)

’Gfoup

Title of new post as proposed by requesting Department

Grade = salary scale

sce note 6 under Form MB 3
Number of posts requested = self-explanatory
Brief justification (e.g.'expansion of services, etc.)

Possible recruitment scurce (i.e., you are requested to
suggest the source of recruitment).
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Form MB 5b In indicating ycur requirements for posts related to development
projects please include both project posts and posts that will
fall under the recurrent budget cnce the project comes on stream,
It is important that requirements be projected through 1890/91 as
this information will form part of the basis for the manpower
targets in NDP VI. Details of develcopment project posts required
for 1988/89 should be included on Form MB 5a, giving the additional
information requested on that form,
1) Precject number as shown either in NDP V or the Project
Memorandum
2) Title of post - self-explanatory
3) Grade = salary scale
4) Field of study or experience - you may use the broad categories
given in Appendix B, showing anticipated new supply of manpower
for 1588/59, or you may be more specific (e.g., civil engineering
instead of engineering, or sociology instead of social science.,
etc.)
5} Financial yéars through 1920/91 - self-explanatcry
Form ME 6 1) The purpose of this fcrm is to obtain correct and complete

data in order to make an objective assessment of the NEED
for a new post.

2) A form should be completed for EACH new post reguested,

3) Part B.2. Attach crganisaticn chart showing the location
of the new post in the structure.

4) Part B.4. List major duties and responsibilities of the new
post and quantify the expected work load and frequency
under each major area.

5) Part B.6. Pessibilities of more productive deployment of the
existing staff should be closely examined in consultation with
the 0 & M Unit of the Directorate of Public Service Management.

6) Part B.ll. Forecast specific logistical suppcrt requiremants
{office space, equipment and aids, housing, transport, etc.)
which must be available to make effective use of the new post
requested.
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MANPOWER PLAN OF THE DIRECTORATE OF PUBLIC SERVICE MANAGEMENT
1986,/87 -1990/91

I. Introduction

The Directorate of Public Service Management has the responsibility for
ensuring the effective and efficient utilization of human resources in the
Public Service. As the "Feople Manager"”, DPSM is concerned with the full
range of personnel activities such as recruitment, terms of service, jocb
evaluation, organizational review, training, and manpower planning.
Government's capacity to provide Botswana and its people with the services
to ensure socio-economic development and justice is dependent on the ability
of DPSM to produce manpower of appropriate gquality and in sufficient
quantities. Similarily, DPSM performance is dependent con the skills and
number of people it employs to fulfill its important responsibilities.

This manpower plan has been developed to identify the manpower
required for the DPSM to carry out effectively its role of managing the
Public Service. It is an indicative plan because of limitations in data
which preclude absolute accuracy. Nevertheless, it shculd provide reasonable
guidelines that will contribute to better utilization of manpower within
the Directorate. Hopefully, accuracy will improve as data sources are
upgraded, which is one of the tasks being wundertaken by the Manpower
Planning Budgeting and Research Division (MPBRD).

The role of manpower planning is to identify current and future
manpower needs so that optimum deployment of people is achieved. The
objective is to make Managers aware of personnel shortages and requirements
so that their recruitment and training programmes are relevant to fulfill
these needs. A manpower plan is not an action document. It is a guide from
which managers can act.

NOTE: This analysis of DPSM manpower resources was conducted prior to
implementation of the DPSM reorganization in November 1986. Thus, some of the
information such as vacancy may be outdated. Furthermore, it does not
include BIAC, which is a recent addition to the Directorate.

II. DPSM Manpower and the Public Service; A MACRO ~ANALYSIS

It should be noted at the outset that the DPSM is responsible for
providing personnel services to a Public Service cstablishment that has
increased rapidly over the past 7 years. The increase in the number of
clients served has been accompanied by an increase in the kinds of services
provided, such as organization and methods review, job evaluation, and
manpower planning.

Between Financial Years 1979/80 and 1986/87, the number of established
pesitions in the Public Service (including teacher and Industrial Calss
posts) grew by 65 percent -- from 24,721 to 40,694. This represents an
average per annum growth rate of 7.4 percent. During the same period, the



Annex IV - 5o -
Page 2

DPSM establishment rose 37.7 percent —- from 61 to B4 posts —-—- an average per
annum rate of 5.4% percent. Comparisons of growth in

the permanent and pensionable establishments by scale and grade show similar
disparities. BAs seen in Appendix Table 1, DPSM superscale, professional, and
secretarial scales growth lagged markedly behind corresponding scales for all
Ministries. (See also Appendix Takle 2.)

Another way of locking at the growth gzp between the DPSM establishment
and that of the tctal Public Service is tc compare the staffing ratios cver
time. In 1975/80, the Directcrate had 61 established positions compared to
16,096 permanent and pensionable positions for Central Government (including
teachers), yielding a staffing ratio of 11268 e staffing ratioc presently
stands at 1:280

The increase in work lead per staff member is even more dramatic when
one takes into account the expanded functions of the Directorate. If one
subtracts the 25 positions allocated¢ for OsM, JE, and MPBU from the current
establishment of £4 posts, the staffing ratio jumps to 1:413. The ratios are
even larger if one excludes positions such as registry, commen services, and
clerical, which do not provide direct services to the government agencies.
Thus, the burden of providing basic personnel services has increasec markedly
relative tc the number of staff available to perform them.  Additionally, a 13
percent vacancy rate adds to the alrcady heavy burden borne oy the staff. and
obviously must hinder DPSH cffectiveness in providing services tc government
agencies and society as a wheole.

while it appears that one sclution to improved DPSHM performance would
be an increase in establishment. one must bear in mind the restrlction placed
upon the Directorate by the KDP ¢ manpower ceiling. DPSM has no growth during
the remainder of the plan. In a later section, we will discus alternative
solutions. But first, a leok at the staff in some detail.

III. A Profile of DPSM Staff in September, 1986

In Septcmber, 1986, there were 73 permanent aznd pensionable employees
in the Directcrate of Personnel. As seen in Appendix Table 3,53 percent were
in Group & posts, and 47 percent were in Group B posts. The distribution of
staff by sex was 52 percent males and 48 percent females. The mean average
age was 31.8 years. Eight persons,; all in Group 2 posts, are eligible to
retire (voluntarily) within the next 5 years. Two perscns in Superscale grades
and two in GA.l posts will be requirel tc retire within 6-10 years.

The current picture shows a relatively young, stable staff, at least for
the next 5 years. Possibilities of losing senior staff (GA.2 and above)
through retirement appear remote at this time.
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Iv. The DPSM Establishment: A MICRO ANALYSIS

In September, 1986, the Directorate of Fublic Service Management had an
establishment of 84 posts, which included 2 advisory/experts, and 2 shadow
posts. Eleven of the posts were vacant.

The breakdown of the posts by scale was as follows:

TABLE A: DPSM STAFF DISTRIBUTION BY SCALE .,
SEPTEMBER, 1986

ESTABLISHMENT VACANCY INPOST

SUPER SCALE 6 - 6 N
LDMINISTRATIVE 59 (+2) 10 51 !
& &
PROFESSTONAL 2 - 2
SECRETARIAL 13 - 13
ADV./EXPERT _ 2 1 1
TOTAL 82 (+2) 11 71(+2)

The 1990/91 ceiling for the Directorate is 82 (+2 shadow posts}, thus the
Directorate has no new growth remaining during NDP 6. However, to meet
replacement, and localization needs, and to £ill vacant posts, the Directorate
must plan to train or recruit 29 new staff over the next 4 years, as seen in the
following tables

TABLE B: DEPSM MANPOWER REPLACEMENT
REQUIREMENT TCO 1990/91

GROWTH VACANCY LOCALIZATION  WASTAGE TOTAL
SUPER SCALE 0 - - 3 3
ADMINISTRATIVE| O 7 0 11§ 18
PROFESSIONAL 0 ~ - 1 1
SECRETARIAL o - - 4 4
ADV/EXPERTS 0 1. 1 1
TOTAL 0 ) 1 20 29 =

The pace at which these replacements should take place is suggested in the
following tables constructed for each scale,
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TABLE C: DPSM MANPOWER REQUIREMENTS BY

SCALE, 1986/87 - 1990/91

SUPER SCALE 198G/87 Lag7/88[1988/89 1985,/00 [1990/91 | total need
CEILING 6 é 3 ¢ 6 0
VACEANCY c 0 0 0 O 0
EXPATRIATE 1 0 0 0 0 0
TASTAGE 10.8 PERCENT 1 0 1 0 1 3
: ¥
TOTLL 3
i [ ]
ADMINISTRATIVE
CEILING 59 (+2Y 59{+2) 5%(+1) 59(+1) 59 o
VACANCY 10 3 6 3 3 7
EXPATRIATE 0 O 0 0 0 0
WALSTAGE 4.5 PERCENT 2 2 2 2 2 11
TOTAL 18
PROFESSTONAL
CEILING 2 z 3 2 2 2
VACANCY 0 0 0 ) 0 0
E¥PATRIATE a 0 0 0 0 C
WRSTRGE 16.7 PERCENT 0 e 0 0 1 1.
TOTAL P T
SECRETARIES
SFILING 13 12 13 13 13 0
VACAMNCY 0 0 0 0 1 e
EXPATRIATE 0 0 0 0 0 0
VASTRAGE 6.1 PERCENT 1 1 o 1 1 4
TOTAL 4

2 WS i e
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EXPATRIATES
CEILING : 2 2 2 2 2 0
VACANCY 1 G 1 0 O 1
FXPATRIATE 1 0] Q 0 0 1
WASTAGE 11.7 PERCENT 0 0 9] 1l 0 1
TOTAL 3
DPSM TOTAL
CEILING 53(+2) 33(+2} 83 (+1) 83(+1) 83 0
VACANCY 11 8 6 4 A 7
EXPATRIATE 2 0 1 1 0 2
WASTAGE 4 3 3 4 G 20
2%

DPSM  qorAL C

In this paper, the current svstem of identifying posts by scale is an improvement
over the "Group” system, i.e. Group A, Group B, etc. However, it is inadeguate for
developing training programmes for specific skills. This is particularly true for the
Administrative category, which covers a broad spectrur of activities., In the near
future, all pcsts in the Public Service will be assigned codes based on the
International Standard Classification of Occupations (ISCO).

For this exercise, ISCO codes were applied to the current staffing pattern in
DESM, with the resulting distribution.
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BY ISCO CODES, 1986
SCALE TITLE ISCO CODE  ISCO TITLE CEILING INPOST
SUPER SCALE 202 GOVERNMENT ADMINISTRATION 2 2
SUPER SCALE 215 PERSONNEL MANAGER 6 6
ADMINISTRATIVE 194 PERSONNEL & OCC. SPECTALIST
PROFESSTONAL 10l PFRSONNEL & OCC. SPECIALIST® 1% 1
PROFESSIONAL 090 ECONOMIST 2 2
ADMINISTRATIVE 084 STATISTICAL TECHNICIAN 1 1
ADMINISTRATIVE 393 PERSONNEL CLERK 2 2
ADMINISTRATIVE 399 STATISTICEL CLERK 5 3
ADMINISTRATIVE 395 FILE CLERK 7 7
INDUSTRIAL CLASS 370 MESSENGER 6 6
ADMINISTRATIVE 331 BOOK.KEEPER/CASH IER 2 2
SECRETARY 321 SECRETRRY /TYPIST 13 13
ADMINISTRATIVE 300 CLERICAL SUPERVISOR 2 2
INDUSTRIAL CLASS 552 OFFICE CLEANER 6 6
ADVISOR 090 ECONOMIST | 1 1
ADVISOR 194 PERSONNEL & OCC. SPECIALIST 5 4
TOTAL 104 90

* Although classified as profesional is held against an admin. post

Note that the numbers in this tabulation do not agree with those in the other tables.

This table includes Industrial Class Workers, supernumerary posts, and recent changes in
the DPSM establishment, e.g. one ‘A’ post was exchanged for three 'B' posts. All

posts are included to give a complete picture of the establishment as described with
ISCO codes.

Unfortunately, none of the histcorical infermation is available in ISCO codes; nor
are wastage rates available for industrial class workers and supernumerary posts.
Therefore, it is not possible to compile replacement needs using these categories.
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The conversion table, however, shows that nearly 70% of the Administrative posts
convert to Personnel and Occupabional Specialist (Code 194) thus the Directorate
can assume that 13 (70%2) of the 18 Administrative manpower needs (see Table C)
should be for employees with skills in personnel work. (Hardly surprising glven
the nature of tne work in DPSM.) Note, however, that 30% (or 5) of Administrative
posts convert to jobs in the Clerical categery.

The DPSM is plarming to initlate computerization in ail its Divisions anc
Units. This means that many people will need to be conversant with the operations
of computers on a practical level. Action officers wlll not need to be computer
technicians but they will need to know how to retrieve and, in some cases,
analyze data. For them, computers will be another tool, like a calculator, which
will aid their performance. Secretaries will transfer marmal (or electric)
typewriting skills to word processors. These and other activities will require
training but the end result will be the same output with increased preductivity
and 1mproved performarnce.

The new occupational activity will be among computer-related functions such
as data entry and retrieval. It is for these functions that most future recruitmert

and training of clerical staff should be geared.

The DPSM Manpower model envislons that four secretaries will be replaced
during the next 5 years. As noted, tvping skills should be augmented with experience
on a worq processor, and some acquaintance with data entry and retrieval.

The model envisions one replacement for the two professlonals. Currently thov
are in post as econcrmists in the Manpower Planning, Budgeting and Research Division.
Thus, the new professional should be an economist with manpower planning skills,
preferrably related to developing countries. People wilth these skills are not
readily available from the current supply. Perhaps a promising candldate can be
identified now for appropriate training which will qualify him/her the post in
i to b years.

The next category of posts 1s for Advisorv/Experts. It may be unrealistic to
assume that the need for thls category of workers will campletely disappear over the
next 5 years. Therec are a number of large projects that may regulre continued use
of advisory/experts. Such projects include the huge organization and methods review
of the entire Public Service, the massive job evaluatlon effort, and the extensive
revison and computerization of the record keeping system. Additionally, it 1is
anticipated that these activities will bring about revisions in overall DPSM operatiors
designed to Increase productlvity and improve performance. Thus, the use of Advisory/
Experts should be carefully examined to determine the need for them through the
reminder of NDP6E.

A further note about this category of workers: Table 2 and U show a ceiling of
2 Advisory/Experts in DPSM, Table D shows € such workers. The difference is accounted
for by superrumerary posts, which are peculiar to the DPSM.

Last, but not least, we come to the Superscale grades, which may require 3
replacements over the next 5 years. The normal route to these posts is threugh
progression from lower scales. DPSM management needs to 1ldentify and prepare
pramising candidates for these important positions, which are responsible fer making
and implementing pclicy.
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VI. SUGGESTIONS FOR MEETING MANPOWER NEEDS

The
services

Directorate has no growth remaining under NDPG, yet the demands upon its
and the need tc fulfill its responsibilities must be met if the Public

Service as a whole is tc functicn properly. 1In the following section, suggestions
are offered which the Directorate leadership and managers should examine as possiblc
solutions to overcome the apparent problem of manpower shcrtages. The sclection of
the appropriate solution(s) is left to the indivicdual manager, as he/she is the most

knowledge

A.
B.

P&P ESTAE

able person to make that determination.

Fill vacancies
Plan training programmes to ensure that qualified people will be
available to fill anticipated vacancies at hicher leyel positions.
Examine Division responsibilitics to determine priorities.
Allocate staff to ensure that priority responsibilities are met.
1f shortfalls exist, consider alternatives:

1. Re-allocation of staff within the Division on a long term

or short-term basiss

2. Borrow staff from ancther Division on a shert-texrm basis.
Look for ways tc increase productivity by:

1. Using word processcrs and computers tc reduce time in typing
letters and forms, and time spent in looking up information
and implementing personnel actions;

2. Setting up standards of ocutput pexr individual officer through
desk audits to ascertain current and potential levels;

3. Seekindg ways tc improve employees morals, €.9. improving the
physical working environment:

4, Encouraging employees to upgrade their skills, and hence their
potential for promotion, through training during or after
working hours;

5, providing rewards for increased productivity.

Epnendix Table 1

LISEMENTS BY SCALE, FOR ALL MINISTRILS AND DSPH - 1977/78 & 1986/87

ESTABLISHEMENT % CHANGE 1977/78 - 1986/37

LY. MINISTRIES DPEM ALL MIN. DPSM

Scale

1977/78  1986/87 1977 /78 1986,/87

Total Sca

le 15163 24350 57 24 60.6 47 .4

Super Sca

le 144 221 £ G 53.5 20.0

Administr

ation 2840 4007 4z .59 36.3 40.5

professic

nal 464 1050 = 2 12¢.3 -

Secretary

409 675 10 13 65.0 30.0

Adv./Exp.

- 36 - 2 - —

Shadow

Z 157 - 2 - -

NOTES: 1)
s

Includes scales note shown, €.9. Police ané Nurses
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Appendix Table 2

PSP ESTABLISHMENTS BY GROUP, FOR ALL MINISTRIES AND DPSM - 1979/80 & 1986/87

ESTABLISHMENT % CHANGE 1979/80~1986/387
ALL MIKISTRIES DPSM ALL MIN. DPSHM
Group 1972/80 1986/87 1979/80 1986/87
Total Group 16096 24350 6l 84 51.3 37.7
.\ 2497 3851 32 44 54.2 37.5
B/C 3906 5603 29 38 43.4 31.0
Shadow - 157 -- 2 — _

MOTES: 1) Includes groups not shown, e.g. Police and Nurses

Appendix Table 3; Permanent Staff in the Directorate of Public Service
Management, by Group and Grade, September, 1986

GROUPR ' GROUP B
TOTAL i
STAFF TOTAL SUPER GAal GAZ GA3 PR TOTAL| GA4-6| SEC.
IN POST A SCALE
IN POST 73 39 1) 6 11 13 3 34 21 13
MALES {number) 38 27 5 A 6 S 3 11 11 -
FEMALES v 35 12 1 2 5 4 - 23 10 13




1. Ceiling:
entered in the appropriate boxes.
manpower need arising from growth alone.
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EXPLANATION OF CALCULATIONS

Annex Vv

will need to train or recruit 5 new professional workers tc meet growth
targets for the remainder ¢f the plan period.
than or equal to the ceiling in 19P6/87, the need for professional workers
would be zero.

If the ceiling in 1990/°21 is less

The 1986/87 and 1990/°91 ceilings for professional employees arc
The difference between the two is the
In this example, Department “X*

Note that the growth increase in professional workers is apporticned over the

time period, i.e. one each year,
of NDP 6.
For example, it may take 2 years
the post, it may be necessary to plan
1986/87 and 1987/68, 2 in 1988/89 and

it.

2. Expatriates:
expatriates will be emploved in 1290/91.

As noted earlier, we are making the assumption that zerc number of
This shcould be modified by the

Department’s realistic assessment of its rate of lecalization.
the example noted above, five cf the professional employees are expatriates,
thus the total manpower needs arising from replacing these expatriates is 5.

The rate of localization is indicated by the declininc number of expatriates in

successive years.

This is done to conform to the growth pattern

However, a Department may vary from this gchedule if the need warrants
of training kefore a local can guaiify for
the staff additicns as follows:
1989/90, and in 1990/91.

zero in

1986/87 87/88 38/89 89,/90 90/91 Total
Expatriates 5 al 3 2 0 5
Locals 0 1 1 1 2 5
Needs

. cies:
’ ¥352?9?. The numbe¥ in 1986

The example shoy§7three vacant

less the n

25 in  fobBict”

¢cfesgional ia
1is the tota

dre in
number

of professicnals that neec to be hired to fill these anticipated vacant posts.
that the chart shows one vacancy in 1990/91.

rate nosited as a goal for the Public Service. . : »
highly cesireable and if the Department feels that this can be achieved then the

figure in 1990/91 should be zero.

Mote

This represents the 5 percent vacancy

of course, a zero vacancy rate is

1986/87 l 87/88 88/89 89,/20 g0/91 Total
Ceiling 20 21 22 24 25 5
Inpost 17 19 20 23 24
Vacancies 3 2 2 1 1 2
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Wastage: The wastage tigure represents the average rate at which emplcyees
have left the professional cadre in Department “¥" gver the past & years. The
calculation, by scale, is the number of people who left *he Public Service in a
year divided by the number cf people in post in March cf that financial year.
This rate is applied to the number of employees "inpost” in each year. (Inpost=
Ceiling minus Vacancies). In the example, the Wastage row would be compiled as
follows=+

1986/97 19837/88 19£R/89 1989/9C 1950/91 Total Needs
Ceiling 20 21 22 2é 25
Inpost 17 19 20 23 24
Vacancies 3 2 2 1 1
Wastage at a
10% Rate 1.7 1.9 2.0 2.3 2.4 10.3
(2) {2) {2} (2) (2) (10)

NOTE: Figure in bracket is number derived after rounding

E.

Unlike the previous components, the figures in the Wastage row are added because
on the average, each year tuis nuubcr of people is expected to leave the
professional cadre in Department nyn Tt ig very important that these replacement
needs are factored intc vour calculations because as seen in the example,
replacement needs make up a significant proportiocn of a Department's total
Manpower requirements.

Limitations of the Data

The Payroll Record: The computer payrcll reccrd suffers from the limitations
of delays in new data entry, and lack of vigorous updating procedures.

Ceilings: The ceilings used in this manpower plan arc those developed for NDP6
starting in 1985/86. Since then, ceilings for many Departments have changed due
to realignments of Departments, changes in eccnomic priorities, or the development
of new projects. In order tc make the plan relevant to the changing situatiocn,
Departments should take into account shifts in their ceilings.

Expatriates: payroll data on the number cf expatriates in the Botswana Public
Service suffer from the varying conditions of expatriate employment. For example,
some expatriates are fully funded by a donor agency even though they occupy an
established pcst. occupy special posts created just for a project. In
such situaticns, Departments sometimes neglect to enter these expatriates into
the payroll record because the expatriates will not be paid by the Botswana
Government. Attempts are being made to correct these deficiencies with the
cooperation of the Departments.
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For planning purpcses, Departments should use what they believe are the most
accurate data for this ecxercise. Expatriates holding advisor or expert posts
are not incleded in these calculatiors

Vacancies: Complaints are expressed about the accuracy of vacancy data,
particularly those citing vacancies by scale. Diffeorences between Departmental
records and payrcll records arise from several sources.

i} There is a time lag between the time a person is hired
and the time his/her name is entered into the computer record.

ii) when a person is en reduced pay due to being on extended training
that person is roclassified inte a spocial scale category. Thus,
while the person is still in the payrell record his/her original
scale will show cne less person in post although the ceiling for
the scale remains the same,

iii) As noted above, fully-funded expatriates zre often omitted from the
payroll receord even if they are cccupyving an established post. In
such cases, the post will show 2 vacancy.

Again, Departments shcould insert the numboer of vacanc1es which are available from
their records, if they feel thev are meore accurate.

wWastage: As neoted, wastans is determined hv the termination rates derived

‘from historical payroll records beginning in 1980/81. The data do not identify

the reason fcr leaving, i.e. retirement, discharge, or quits.

Departments should be aware that termination data do not identify inter-Ministerial
or interdepartmental transfers. Thus if an cmployee leaves one Department to join
another that move is nct recordnd as a termination.
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MINISTRY/DEPARTMENT NAME TITLE
1. Buditor Gen. 2. Mmolawa Senior Auditor
2. " " S. Thambipilla i hudit Training Officer
3. Agriculture B.E.A. Tafa Under Secretary
L Agriculturé D.0. Lentswe Principal admin. Officer
5. Geo. Survey T.P. Machacha
6. High Coﬁrt Stanley Hooper Asst. Reqg. & Master Training
7. " # S. Mpenya Principal Admin. Officer
8. MLGL A. Sjcherg Sr. Manpower Planner
9. MILGL T.G. Lecoge Under Secretary
10. Elec. Eng. P.V. Varghese A/Chief Engineer
11, Ext. Affairs A.M. Duke Counseler
12, Ext. Affairs D.D. Rabana Ext. Affairs Officer
13, Commerce G.M. MNthebolan Under Secretary
14. Commerce L.M. Ralefala Sr. Admin. Officer
15, MRWA G.M. Bascle Under -Secretary
16. MRWA N.Sekgoma Sr. ad. Off (Train Coord)
17. Unified Local Government
Service (ULCS) M., Sayed Ag. Principal Personnel Officer
18. Education K. Skelemani Under -Secretary
19, Education E.O. Odotei Principal Planning Officer
20, Education H.S. Mogami Principal Ed. Off. (Training)
21. Educaticn F.S. Bakwena Bursaries Secretary
22. Education P.T. Ramatsui Chief Ed. Officer (CDE)
23. UTS L.B. Ramatebele Dep/Director
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26.

27,

28,

29.

30.

31.

32.

33.
34.
35.

36.
37.

38.

Health

- Health

Home Aff.
Home Aff.

State Pres.

NEMIC/Rural
Works
Works

DPSM

DPSEM
Police
Police
Acc. Gen.

Financc

Elect. Dept.

C. Rachai

G. HMogapi
P.L.B. Yane
E.B. Baatshwana

A.M. Kwenane
A. Malikongwa
B.M. Tketlena
E. Kgakole

D. Montshioca
M.M. Oagile
M.D. Moloi

A.G. Ndlhovu

M.C. Montshiwa

M.P. Lerubisi

E. Kelaeng

68

Manrower Flanning Officer
Principal Admin. Officer

under Secretary
Principal Admin. Officer
Sr. Admin.‘Offiéé¥

Rural Represantative
Under Secretary

Princ. Admin. Officer

Isst. Man. Planning Officer

Sr. Man. Planning Officer
Asst. Cormmisioner (Admin.)
Sy. Staff Officer

Dep. Accountant General

Principal Admin. Officer

Electrical Engineer
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Resource Persons and Workshop Co-ordinators

Presenters

T.G. MCINTOSH, Economic Affairs Officer, ECA

D.

M.
L.

- The Nature and Scope of Human Resources Management for Develcpment
Tmplications for Manpower Planning in Botswana.

MOKGETHI, Chief Eccnomist, MFDP
-~ Determinants of Departmental Manpower Ceilings under NDPG.

OAGILE, Senior Manpower Planning Officer, DPSM

- Manpower Allocation and Budgeting Process in the Public Service:
Issues and Problems

~ Procedures ané Guidelines for Submission of Manpower Budget Requests
JOSHI, Crganization and Methods Advisor, DPSM
MAUCO, Principal Perscnnel Officer, Organization and Methods, DPSi

- O & M Practices and the Manpower Fudgeting Process.

DELANEY, Job Evaluation Advisox, DPSH

- The Objectives and Importance of Job Evaluation in the Manpower Buddeting and

Planning Processes.

ROOT, Manpower Planning and Budgeting Advisor, DPSM
MONTSHIOR, Assistant Manpower Planning Officer, DPSM
- Preparation of Ministerial Manpower Plans within the Process.

DOUSE, Training 2dvisor, DPSM i
MMUALEFE, Principal Personnel Officex, DPSM

- Review of Public Service Training Co-ordinator Policies and Prospect
- Manpower Planning and Budgeting: Implications for the Management of
Training in Botswana.

Workshop Coordinators

OAGILE
ROOT
MONTSHIOA
MCINTOSH

s in Botswana





