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1.0. INTRODUCTION
The Government of Ghana launched the National Public Sector Reform
Strategy (NPSRS) 2018-2023 in August 2018. The goal of the NPSRS (20182023) is to enhance public service delivery to the citizenry and the private
sector. It seeks, among other things, to reverse the decline in institutional
quality and management effectiveness of Ghana’s public sector.
The PSRRP is an initiative of the Government of Ghana that partially supports
the implementation of the NPSRS (2018-2023). The project aims to help
thirteen (13) selected Ministries, Departments, and Agencies (MDAs) improve
efficiency and accountability in the delivery of key public services to citizens
and firms1. This will be achieved by strengthening the service culture among
the employees of these entities and reforming the current structures, systems,
processes and internal management functions of the entities to provide more
accessible, modernized and timely services.
The PSRRP is implemented through the defunct Office of the Senior Minister
now the Office of the Senior Presidential Advisor under the Office of the
President (OSPA-OoP) and supported by a US$35 million credit and technical
assistance from the International Development Association (IDA – hereafter,
“the World Bank”). Details of the project can be found in the Project Appraisal
Document (PAD) and in the Project Operational Manual (POM).
The project was restructured in October, 2021 to focus on strengthening the
Project Development Objective, Modify the Disbursement Linked Indicators,
improve performance and respond to its changing Circumstances.
This Terms of Reference (ToR) is to guide a consultant to build capacity of
Management Analyst from the Management Services Department (MSD) in
Systems and Procedures and related reviews.
2.0. BACKGROUND
The Office of the Head of the Civil Service (OHCS) is an implementing entity of
Component one: Strengthening Organizational Performance of the PSRRP.
1 These are four agencies (Driver and Vehicle Licensing Authority, Passport Office, Environmental Protection Agency, and Births and Deaths Registry); their four
respective parent ministries (Transport, Foreign Affairs and Regional Integration, Environment, Science and Technology and Innovation; and Local Government and
Rural Development); the Office of the Head of Civil Service; Public Services Commission; the Commission on Human Rights and Administrative Justice; the
National Information Technology Agency; and the Office of the Senior Presidential Advisor under the Office of the President.
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The Management Services Department (MSD) is the technical wing of the Office
of the Head of the Civil Service responsible for providing management and
organizational development services for the Ministries, Departments and
Agencies. The Department develops and maintains sound systems, procedures
and records to ensure public service effectiveness, efficiency and productivity,
and liaising with ministries, departments and other agencies in all aspects of
public service performance and improvement.
The new wave of public service management and development requires a
radical redesign of core business processes to achieve improvements in
productivity, cycle times and quality. This requires adequate capacity building
in business process reviews and business re-engineering; and other specialized
training for management analysts to provide the necessary improvements in
the Civil Service.
There has been a gap in the capacity of Management Analysts perform these
necessary functions and has thus become imperative for the capacity of staff to
be improved in systems and procedures and related reviews.
The MSD currently has a staff strength of management analysts of thirty-seven
(37) in the following categories:
No.

Grade

No at post

1.

Ag. Executive Secretary

1

2.

Chief Management Analyst

1

3.

Principal Management Analyst

4.

Senior Management Analyst

5

5.

Management Analyst

5

6.

Assistant Management Analyst
TOTAL

10

15
37

3.0. PROJECT OBJECTIVES
The objective of the project is to build the capacity (competency-based training)
of Management Services Department (MSD) staff to provide the necessary
support to Ministries and Departments to undertake systems and procedures
reviews to enhance service delivery of MDAs/MMDAs
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4.0. DETAILED TASKS TO BE UNDERTAKEN
4.1. SCOPE OF ASSIGNMENT
The scope of the assignment is to develop capacity of MSD staff in Systems,
Procedures, and related reviews.
4.2.

SPECIFIC TASKS

The specific tasks are to:


Conduct a training needs assessment and develop a training schedule for
the various categories of staff



Train staff of MSD in work study, work measurement, automation of
service/processes, E-Processes, Business process reviews and reengineering and other services



Develop an operational manual for the conduct of Work-study, Work
measurement, Automation of service/processes, E-Processes, Business
Re-Engineering and other Services.



Provide support to MSD / OHCS to pilot and document systems and
procedures and related reviews in ten (10) selected MDAs with the aim of
ensuring institutional alignment for improved service delivery.



Develop a Training Manual.
4.3.

DELIVERABLES

The key deliverables for the assignment as follows:


Inception report,



Operational Manual for the Development of Work study, Work
measurement, Automation of service/processes, E-Processes, Business
Re-Engineering and other Services,



Specific operational manuals for selected Ministries and Department,



Training Manual and Training Reports.

5.0. DURATION OF ASSIGNMENT AND REPORTING TIMELINES
It is estimated that the assignment shall be completed within Eighty (80)
working days. A summary of Deliverables, Timelines and Schedule of Payment
is as below:
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NO. Deliverables/Outputs
1.

Inception Report

2.

Training
and
operational manual

3.

Training
Implementation Plan

4.

Facilitate Training for
Management Analysts

5.

Training report

6.

Specific
operational
manuals for selected
Ministries
and
Departments

7.

Final
Operational
Manual on systems
and Procedures and
Final Project Report

Estimated Duration to
Review and
Complete
Approvals
Five (5) working days - from Chief
the signing of contract
Director,
OHCS
Ten (10) working days after Chief
approval of Inception Report
Director,
OHCS
Five
(5)
working
days Chief
approval
of
Training
/ Director,
Operational Manual
OHCS
Ten (10) working days after Chief
approval
of
Training Director,
Implementation plan
OHCS
Five (5) working days of Chief
facilitation of training
Director,
OHCS
Thirty-Five (35) working days Chief
after Training Report
Director,
OHCS

Schedule of
Payment
5% of agreed
contract sum

Ten (10) working days after Chief
approval
of
Specific Director,
operational
manuals
for OHCS
selected
Ministries and
Departments

30%
of
agreed
contract sum

10%
of
agreed
contract sum
5% of agreed
contract sum

25%
of
agreed
contract sum

25%
of
agreed
contract sum

6.0. KEY REQUIREMENTS OF CONSULTANTS
The firm/consultant should have prior experience
Development, Change, Strategic or Project Management.

in

Organizational

The firm should have a proven record of accomplishment of having successfully
conducted a similar exercise in a Civil / Public service Institutions. The
consultant should have experience in conducting Training in work-study,
process review and automation of systems and procedures.
The firm/consultant shall provide a team of experts with demonstrated
excellence
in
training,
facilitation,
drafting
high-quality
reports,
recommendations and working with policy makers and senior civil service staff
at short notice;
The following key personnel will be required:
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a) Lead Consultant/Team Lead should have a minimum qualification of a
Second Degree in Public Administration or related field with adequate
knowledge in Organizational Development with a minimum experience of
8 years work experience and at least fifteen (15) years’ experience in the
area of in Systems, Procedures, and related reviews especially in the
Public Sector.
b) The Team Members should have a minimum qualification of first degree
in Organisational Development, Human Resource Management or Public
Administration with a minimum work experience of eight (8) years and at
least 3 years’ experience in the area of strategic management.
Experience in the development of Operational/Operational manuals and
improvement in service delivery would be an advantage.
7.0. INSTITUTIONAL ARRANGEMENT
7.1. SUPERVISION:
The Chief Director, OHCS, will directly supervise the Consultant or any other
person appointed to act on his behalf.
7.2.

REPORTING:

In the course of this assignment, the Consultant will report to the Chief
Director, OHCS or any other person designated by him to act on his behalf.
She/he will provide an electronic version of all the required deliverables at the
agreed timelines. The reporting will be completed in a form and substance
acceptable to the OHCS.
7.3.

SCHEDULE:

The Consultant will discuss and finalize the schedule of work plan and
timelines as contained in this document with OHCS.
7.4.

STAKEHOLDER SUPPORT:

The clients (OHCS/MSD) will support the Consultant by providing relevant
information and documents to ensure ease of conducting the assignment.
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