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STAFFING OF THE INSTITUTE

I. . Introduction

- It might apoear nresumptuous to start th1nk1ng about staffing the ”orth
African Institute for Management, Eduuat1on and Trainine when neither 1ts '
structures as such have as yet been worked out nor its werk rrograme. ,
established. Neverthe]ess, once the ECA Conference of Finisters endorses the
dec|a1on to estab11sh the InstTtute and 1ts headquarters 1s chosen act1on w111
some of tne Suafl compruana the core peraonne} of the Institute, 1he staff1nu
required will have to be viewed from the standpoint of the Institute's range .
of operations, structures and work programme. Consequently, it will he '
possible to make an accurate assessment of the Institute's immediate and. future

‘manpower only when. the prel‘minary technical studies have been carried out and.
“the work programme and curriculum prepared. To this end, it is planned to. have

the Director and some other members of the core staff participate in some.
background studies in consultations with the host Government and institutions.
and in the p]annan of courses and programmes. These activities are expected
to take one. year, beginning 1 January 1980 and ending 3} December 13980, The
tentat1ve work programme and programme hudget estab11shnd for. the Inst1tute _
take theae aeneral’ cons1derat1ons and needs’ 1nto account _

The purpose of this paper is therefore first to indicate what initial
staff the Institute will require in 1980 and 1981 with their functions and
qualifications and second to suqgest a plan for recruiting that staff.. :It is
hoped that the job descriptions outlined will make it easier to identify

‘competent candidatis- “or the nosts approved by the Governing Council.

II. ‘Cdre'stéff‘

In the report on mission responsible for conducting preliminary studies
on the possibility of setting up subreaional schools for higher education in
management in Africa it is recommended that the education prov1ded by such
establishments. should meet the education and. training requirements of member .
States and should include management courses in aor1cu1ture, 1ndustry, finance,
international trade, insurance, transport, planning, project research, the
duties of consuitants and teacher training.
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In view of that recommendaticn, it is intended to share these courses out
among five substantive departments, hereby. the Departments of:

(1) Agricultural Frairesrian;

v

(2) Financial ¥anagement;

(3) Business Administration (Public and Private);

(4) Human Resource Manacement (Fersonnel, Public Relations);
(5) Commercial Tzchniaues or Marketing,

Each of these departments out tne Division of Administration and the
Office of the Director will be staffes by qualiified instructers and other
specialists. There wili certainly not be enouch resources available to the
Institute at the beginning to establish and equin all these departments at
the same time; it will therefore be necessary to start gradually by estab11sh1nq
three or four in 1981, each of which-will comprise a Head of Department and
one or two senior “instructors. An acuounttnq section and an administration
section will be absolutely necessary once the Institute has to manage its
finances and personnel. Staff will also need to be recruited for secretarial
and office work as well as for general services. Finally. a limited number -
of interpreters:and’ translators will be required when the“Institute begins to
offer: tra1n1na coursas. ; R P '

A1 to]d theréiore, the sta‘f requ1rements for 1981 are one- d1rect0r, six
1eads of departmenu, three or four administrative and accounting officers.’ Some
fifteen support and general:service employees. - It is . expected -that such
additional staff-as.source persons, technical advisers and consulting experts
will be provided the programme support that the Instiiute hopes to obtain from
internationalt organizations involved in -mapagement education and training in
Africa, and” from veqional co-oneraiion agencies as ECA, CAFRAD, DAATY and
0AU. "More e :ensive vecriitinent wil’ follow when the Institute's training - and
research programmes nove Hien Jiodwn up refioouing the number, type and level
of the courses to be provided.

I11. QUBTth of °taff

Partiyxpants in "1e prsmt rcuo meﬂt1na held in 1un1s from 2 to 4 Anr1l ]97Qj
agreed ¢n a guotz system for apnlica tion i3 the recruitment of raticnals from
member States. Consequentiy, appointments will be made on the basis of the
qualifications of African cendidates. However, in order to take maximum-
advantage of the know-hcw available world-wide and to ensure the greatest

1/ Report of the Expert Groun “eet:m;on prooosed qubrea1ona1 uraduate
school of manaqement fo“ North Afr1ca (PAW“/HFN/ 79) ¥ :
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- possible diversity in the disciplines of teachina staff, Africans should not
have a monopoly. It follows that the bulk of the techn1ca1, speciatist and:
administrative staff should be composed of motivated Africans, who identify
with the objectives and mission of the Institute. The staff recruitment
policy of the Institute therefore allows for the encagement of non~African
instructors and experts on short-term contracts who skould preferably come
from other deve10n1ng regions of the world.

Not only should instructors share the nh11osonhy of the Institute and
be totally committed to it, they must alsc be thoroughly versed in subJects
and be as highly cualified as nossible in their fields and demonstrate an
aptitude for teaching. Only those of the hiahest intelligence and competence
. will qualify for the staff of the. Institute. They must be conversant with
problems relating to development manacement and must have had experiencc in
 the application of technical know-how in enterpr1ses and other production and
services sections. Appropriate practical experience in a working situation
should constitute one of the important required muto’ for appointment to the
- teaching- staff of the Institute. Instructors are expected to possess the
knowledge and special technicues needed to "communicate" and must know how
to use their skills and knowledge to solve problems relating to development
management and production. S

~IV.. Career development

~ In carrying out its training and research programmes, the Institute will
recruit both seasoned and’ less experienced instructors, all of whom will be
. expected to develop quotas proficiency as they teach, that is- to say, junior
and intermediate instructors are to broaden their horizon and increase their
knowledge of their fields of interest while the more experienced officers and
the managerial staff will be required to keep abreast of new developments in.
their fields and be on the look-out for new ideas and techn1ques wh1ch
m1qht strengthen their curricula. :

Consequently it is 1rpertant for the InstTtute to work out a career
development pclicy and prooramme right from the out s FelTowships which
might be provided by co-operating agencies and those’ offered by the Institute
should be used in the effort to advance the staff in their field and to
teach them new management techn1ques : ; o

V. ARecruntment schedule . . . , LR Tt

In the hope that before the end of June 1980 a final decision will have
been taken on the matter of the location of the Institute and the financial
support needed to operate 1t smoothly will have been obtained from the external
sources to be approached. It is intended ‘to adopt the following schedu]e
in recruiting the initial staff of the Institute:

4.1 - Advertisement of vacancies - HMay 1980 - February 1981

4,2 - Review and establishment - Auaust 1980 - June 1981
of list of candidates
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4}3g,* 'Meet1ng of: select1on and appo1ntments
. committee.

‘“:Recru1tment and’ apno1ntment of -
cand1dates ' ¥

_—' Sentember 1980

September 1960 -

-  HarcH‘1981

Apr11 1981

In view of the foregoing, tﬁe proposed recru1tment schedule could be

set aut as fol]ows

N Strenqth'
(a) Staff of the.. Inst1tute .
'.1;{(E)V¢D1rector S A

Peputy Director = . . . .1 . -
{11);‘Heads of Department 3or4
(]11)§”Adm1n1strat1ve ﬂss1stant 03

(iv)

{v) Bilingual Secretary/
Administrative Assistant ]

- Other. clerical staff 51

Language staff 4

(vi)
vii)
{b) PrOJect personneT - other -
Sources of financing 1/

(i) Chief Technical Adviser 1

(i)

Consu1tants or a firm of
consultants for prel1m1nary

. .studies _ 3or4
(iii) Teachers - Lecturers ord
{iv) Short-term consultants 2tod

“Recruitment

_beried

',.‘May}duiy_1980":
. March-Hay 1981

May-Jg1y:T989

May-July 1980
March-May 1981 -

May-July 1980

. . September-

- : ... December 1980
Servjce"staff CATRTRY ST ‘
R h T "-"”‘f’VFDecember I980_

September-

. Parch-June 1980

February June 1980

Apoyst-
December 1980

March- =

I_September 1980

—p——

1] To be negotxated w1th the co-operat1nq oraan1zat1ons and

agencies concerned.

Entr&fon'dhty

,‘-SéptemberH1980
. July 1981

_ 'Septqmter:?QBO
. September 1980

- July 1981

*.September 1980

February 1981
i Februqﬁyj1981

July 1980

JuTy 1930 Q

January 1981

- October/
- December 1981

& ]
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As the main co-ordinator of the support activities involved in the
establishment and development of the Institute and as the executina agency
should UNDP, UNESCO other international organizations contribute to the
project, ECA will be responsible for initiatina racruitient action as
outlined in the above schedule. Consequently, the Secretariat will work out
recruitment and more detailed and precise elements in the apnointment action
and ensure that the schedule is observed. It is needless to emphasize the
point that action at this stage will be strictly limited to the initial posts
approved by the Governina Council,

VI. Proposals for the recruitment of permanent staff for the neriod 1981-1384

Annex I contains proposals for the recruitment of permanent staff for the
period 1981-1984,

As specified in the note, these prorosals are only indicative and can be
modified in substance and number in accordance with the real needs of the
Institute.

VII. Job description

Summary job descriptions of the first recruits are contained in Annex II.

T
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NORTH AFRICAN HIGHER INSTITUTE FOR MANAGEMENMT EDUCATION AND TRATMING

Proposals for the recruitment of permanent staff for the period 1330-1984
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Staff . A ENELIE R ges 2 |
Category . |EZIEE| Tl 28T ESET S E |G
S IEERLEEB2ZISSE F |8
Director 1 1 ; _J
Deputy Director 1 1, J
]
Heads of Department 1 1 1 1 1 1 6 . .
Teachers/Lecturers 2 2 2 2 2 10 |
Administrative staff 3 3
Language staff '
{Interpreters/Translators) 4
Accountants 3 3
Head of Administration ]
SUB-TOTAL 2 12 13. 13 3 3 3 29
Secretary Administrative
Assistant and technical
assistants ] ] i 1 i ] 1 i
Secretaries and Tvpists ? k] 1 ] ] 1 ] 10
Office clerks and assistant 5 5
accountants
Messenners, drivers and
cleaners 16 i1 1 1 1 1 15
SUB-TOTAL 3 19 13 3 3 3 3 kY
GRAND TOTAL 15 {31 16 6 6 6 6 66

NOTE:  These proposals are merely indicative and are to be changed in
both substance and numher according to the real needs of the
Institute.
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POST DESCRIPTIGHS

General infcrmation on the Institute

The Morth African Institute for Management Education and. Tra1n1nq 1s a
post-secondary autonomous intergovernmental instituion. The idea of creat1ng
it was adopted at Tunis in April 1579 on the understanding that' itiwill serve
all member States in the subregion. Its mainiobjective is to promote manage-
ment education and trainira in North Africa and to adant programmes and -
techniques to the socio-economic conditions of the subregicn. It will provide
post- secondary courses in subjects that do not overlap with national training
programmes in manacement; train educators, lecturers, research workers and
monograph writers in its fieid of competence and devise and distribute
training.equipment and teaching methods for management education adapted to
nat1ona1, subreg10na1 and regional conditions. It will.endeavour to provide
management courses in Arabic and to co-ordinate management tra1n1ng programmes
in Arabic and Arabic terminology relating to management and used in various
countries.. It-is therefore expected that the Institute will be capable of
innovation in its programmes and- provide a: common point of reference: for. other
management tra1n1nq institutions. It-should make every effort to combine
theory with practice in its proorammes. There are plans for the Institute
to establish and foster inter-agency -co- operatIOn in management educatlon at
the subreg1ona1, req1ona1 and 1nter regional Jevels. .

The Institute will enJoy 1nternat1ona] status and 1ts operat1ons w111 be
financed in part through contributions from member States. Construction of the
Institute will start from the drawing board. However, the Institite will
probably be able to make full use, on a temporary bas1s of the facilities
of an ex1sting establishment while gradually ‘acquiring its own ‘buildings,
machinery and equipment. It is expected that the Institute will be ab]e to
start the tra11 runs of its short courses by the- second ha1f of 1981

S1nce 1t is an 1nternovernmenta1 institution, its f1nanc1nq, contro] and
management ‘wit1 devolve princinally on member States. However, . co-operation
with sevaral bilateral and ‘multilateral agencies and 1nst1tut1ons 'will be
negociated aetiveTy Wwith a v1ew to securTna substant1a1 f1nanc1a? support for
the programmes s ,

- The! Inst1tute w11] be under the contro] ‘and author1ty of a Govern1nq
Counc1] and' an“Academic Board. The D1rector will be the administrative”
and academic: head of the Institute; iie, he will be résponsible for the
1mp1ementat1on of the proqrammes approved by the Govern1na Counc11 N



PAMM/MAN/NA . 6/79 E

Annexe 11
Page 2
I. Post title: Director
Level: L.8 :
Duration: 4 years on first airo1r weﬂt
 Annual salary: - US$30,000 (provisional)
v :Agplicat1on S ‘~;. _.“" g
. Deadline: - 31 May 1980
~ Duty. sta+ion?1',_ 7o be determined”
. Entry on duty . September 1980 , .-
'Funct1ons S S

o Overa11 respons1b111ty “for proqkamm1nq and deve]op1nq the work of
" the Institute, managing its funds, staff recriftment and development,’
paldtions between the Institute and the authorities of the host country,'
“ghsuring the services of a. secretariat for the Govern1ng Council: and ‘
~"alllits subs1d1ary bodies development of consuttdncy services. and”
" “reseéarch programmes; mobilization of financial resources: for carry1ng
at the activities on the wdrk programme of the Institutes prepardtion off
“anpual reports and budgets; any other administrative and manaqement o
functions ensuring the effective performance of the Institute and :
contributing to the pursuant of its objectives and the- 1mp1ementat1on of
. ithe programmes approved by the Governing Council. _

'Oua11f1cat1ons

H1gher .degree w1th honours and spec1a11zat1on in the- sc1ence and
technoloqy of management ‘business finance, chartered acgeuntancy,-.
trade-and technical training and-educationaawarded by reputable
aducational institutions: a minimum of between 10 and 15 years work
experience in technical educat1on programme development and the training
-of managers; should have-demonstrated ability-to. manage scholarships
and. teaching fellowships in; post- ~-secondary educational institution;.

o schoe1 also have thorough-going professional. experience including. .
experience in the training of technological manpower in developing
countrics; should possess an outstanding capac1ty for leadership and
the ab1]1ty to manage men and:materyrials-in an educational institution;
must: be-commited to the objectives and ph1losophy of the. Inst1tute
and be prepared to work for the achxevemont of 1ts aoals. o

Lanquaoe sk1Tlsﬁ‘ | Profic1ency in an]1sh French or Arab1c w1th

2 good working knowledoe of the other two languages.
Applications to Morth African Institute for Management Training
be addressed to: c/o Economic Commission for Africa

P.0. Box 3001
Addis Ababa
ETHIOPIA
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Post title: Head of Department (senior lecturer ch1ef technical
- instructor)
Four.posts.:
(a) Dzpartment oF Fxnancan Manaqument
(b) Department of Rusiness !Management
(c) Department of Manpower Development
(d) Department of Commercial Techniques or
Marketing
Level: e
Duration: 3 years on f{rst appointment
Annual salary: US524,000 (provisional)
Apnlication ... .. R .
Deadline: 31 May 1980
Duty station: To be determined
Entry on duty: - -September 1986
Functions: ( -‘ o :?

Under the direction and supervision of the D1rector, a head of
department will be responsible for the design, planning,. development
and effective implementation of the ‘training and research programmes
of his department; the prcparat1on of annual programmes and budgets;
staff development and supervision of students, evaluatinag staff performance
and proaramme relevance and the management of funds allocated to his
Department He will participate in teachina in his areas of specialization

" and 'conduct examinatiors and other tests. Finally; he:will undertake

".a11 other dut1es as may be- ordered by the D1rector to ensure-full and

" his department

-d— Qua11f1cat1ons

“Hiaher. deqrees with honours and spec1a11zat1on in engineering

'techno1ony or managemznt from a reputable educational institution as

relevant to the requlrements of the department for which application is
made; from 10 to 12 vears of velevant exnerience at lecast in .involving
teaching, research, consultancy and programme development and management
specific to the department under consideration; must be able‘to show that

~training, of technicians and_he has had experience in the technical

. instructors or in the development of curricula and education prograrmes

| fw‘have ‘proven. himself as an accomp]15hed ‘and dedicated treasurer able to

. lead and supervise staff; he should be convinced af the, 1mportance

3T;wf:~ob3ect1ves and Dh110$00h¥ of the Institutes.



Py D I

e won e e

. PARN/MAN/MA.6/79
Annéxe IT
. Page & -

Lanquace skills:.

" .Functions:

Froficiency in Enalish, French or:Arabic, with a aood workina -
knowledae of one of the other two lanauares.

Apnlications for be sent to:

North African Institute for Yanacement
Training
C/0 Economic Commission for Africa
P.0. Box 3001
. Addis Ababa

CETHIOPIA SR

ITI. Post title: Principal Administrative Officer - .

Level: L.4 _ _ o ;

Duration: 3 years on first apnointment

Annual salary Us$18,000 (»roviszional)

Application

-....Deadline - 31 lay 1980
‘Duty station: ~ To be determined- -

Raas

. Entry onfdutf:qxz V Séptémbef 1980

[

... .Under the over-alldirection and supervision of ‘the Director, the
;- Princinal. Administrative Officer will be responsible for staff recruitment
. "and personnel administration and for neneral services, ensuring the

efficient management of the Institute's financial and material resources;
responsible for the most effective use of the Institute's accommodation
and training facilities; he will share the responsibility for staff

... development and training and be wholly responsible for the provision of
... ‘conference, translation and interpretation facilities and for implementina
~ 'all other management resources as weli ensure the efficient operation of

. the Institute and the effective use of its resources. '

Qualifications: o R

Higher degrees with specialization in administration or manacement

¢

too from'a reputable university, including a post-graduste diplora in the
- administration of educational institutions; at:least 10 to 1Z'years
- relevant work experience in government or an educational. institution;

must be particularly skilled in the management of people and materials;
leadership qualities essential; proficiency in English, French or Arabic
with a good working knowledae of one of the other two lanquaces.
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Applications to be sent to

North Afr1can Inst1tute for” annnement o
Training L
€/0 - Economic Commissien for Africa;u;
P.C. Box 3DO1. .

Addis Ababa "~

ETHIOPIA
IV. Post title: Language staff ~ four posts: inteérpreters/translators
<

Level 1.3 R BT TR "'
Duration 3 years on first appointment
Annual sa]ary US$15 000 (prov1s1ona1)

1§ TR LT ; agail Tiaosan

s ‘Iay 1981 j*’?*’*’n'_i",?. ST

j B@tv §tat10n'q¥@;JT0 be- determinedts

]qw:‘Entgy on duty:_i J '“ﬁ";ﬁ -
Functions: SEErIS
spc ks Pann [iTrdnstation, interpretation.and editing. senvh@&& for the Institute
b rand 4t5¢sub9rdiary bodtesg ether “ad: hoc Tanquaqewsenvhces as instructed
fpotirant (g by ‘the Diregtor. er,hns representmt%ve cupiunn Anifsinnae

wm;QuaI1f1cattOﬁS

A very qood university dearee in 1anguage5'and profés§1onal training
as translator or interpreter or translator/1qterpreter thh appropriate
certification from a reputabie langudae - institute and & rec09n1t1on by
appropr1ate profess1onal .association; at least eight years profess1ona1
work experience as trans1at0r/1nterpreter, high proficiency in English
and French and. a gogd know]edqe of ArabIc or Spanish.

Applications to be sent fo

North Afritan’lnstitute for ‘ansrement
Training
c/0 Fconomic Commission for Africa
P.0. Box 3001
Addis Ababa
ETHIOPIA
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V. Post title: _ Accounting Off1cer S
Level: L2 .
Duration: ' 3 years on f1rst appo1ntment
Annual salary: us$12,000. (provisional)
Agplication 3 o

Deadline: 15 rzy 1980
“IDuty station: " 'To be determined - SRR

Entry on duty - September 1980 J R
Functions: e e

Under the over- al? direct1on of the D1rector and the
supervision of the Head of the Division of Adm1nxstrat10n, the Accounting
Officer will be responsible for maintaining the financial accounts of the
Institute custody of financialreéoris: preparing annual budgets;
payrolls; arranging banking transactions.and undertaking other activities
connected with the financial management and accounts of the Institute.

Qualifications:

. A good un1vers1ty deqree or apprqpr1ate profess1ona1 qualifications
+ in accountingi membership of a recognized profess1oha1'account1ng
association; accounting practice in govermmient, an educational institution
or 1nternationa1 organization of at Teast five years; proficiency in
English, French or Arab1c and a qood working knowledqe of one of the other
two lanquages. - ot : ¢

S Y B R R
P LIS IS IR R DR

7'~f;¥App11cat1ons should 'be_sent to:

North Afrtcan Inst1tute for ;‘:g; T
Peragement Training o SRR
C/O tconomic Commission for Afr1ca
P.0. Box 3001 B R
Addis Ababa - T
ETHIOPIA. .
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Post title: Bilingual Secretary/Administrative Assistant
Level: SS.9
Annual salary: US$6,000 (Provisional)

Application
Deadline: 31 tay 1980

Entry on duty: September 1980

Functions:

Mi1l serve as Secretary and Administrative Assistant to
the Director; responsible for office management, opens and
maintains office files; takes notes and prepares minutes of
meetings held by the Director and provides any other administrative
assistance and secretarial services as may be directed.

Qualifications:

Full secretarial training with advanced diploma in secretarial
practice and office management; a university education would be an
advantage; at least two years secretarial experience in government,
an educational institution or an international orcanization;
previous experience as administrative secretary in a responsible
position would be an advantage; proficiency in Enalish and
knowledae of other languages.

Applications to be addressed to:

North African Institute for Management
Training
C/0 Economic Commission for Africa
P.0. Box 3001
Addis Ababa
ETHIOPIA





