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Introduction

This paper looks at how the statistical office in Malawi has dealt with the task of capacity building in human resources through the establishment of a comprehensive training program for all its staff members. It shows how the office has been able to attract the support of external donors through the establishment of five–yearly strategic plans from which detailed training programs have been drawn. The paper concludes by calling on Governments in the developing world to follow up their recognition of the importance of statistics, not just in words but in deed, through an increase in resources, especially for training, to statistical offices. 

The Malawi National Statistical Office (NSO) is a government department under the Office of the President and Cabinet (OPC). Its operations are governed by the Statistics Act of 1967. Up until 1996 the NSO operated a Statistical Common Service (SCS) throughout government. It was therefore involved in organizing and coordinating the training of officers not only at the NSO headquarters, but within the entire statistical common service. Training for the period 1997 to mid 2002 has been confined to officers of the NSO alone. However, beginning July 2002 the government has re-introduced the Common Services including the SCS. The NSO has now again assumed its role of being responsible for training of the statistical cadre in the entire government system.

Government recognizes the important role that statistics play in providing information to both the public and private sectors for formulating, monitoring and evaluation of policies and programs and general decision-making. This fact is acknowledged in the Government’s Poverty Reduction Strategy Paper (MPRSP)
 which was launched in April 2002.  The role of NSO is clearly spelt out in the Monitoring and Evaluation Section of the paper. In addition to carrying out surveys the NSO is expected to be a one-stop centre with a comprehensive databank that is linked to users and other producers of data. 

However for the NSO to be able to discharge its duties in a timely and professional manner and to be able to take on board the additional functions that are being thrust upon it by the MPRS process it needs well trained people at all levels. Despite acknowledging its importance, the Government has not been able to provide the NSO with enough resources for its operations including training. This has forced the NSO to rely not only on Government, but to build partnerships with other donors. However, the NSO realized early on that it is easier for donors to appreciate its training needs and consider its training request if this is done as part of the overall strategic plan of the office. Up until then there was no coherent training plan throughout Government. Training then was being coordinated by the Department of Personnel Management and Training in the Office of the President and Cabinet for all Government employees and it was on a first come first served basis. The NSO therefore embarked on strategic planning in the mid 1990s in order to address these shortcomings.

Strategic Planning and Training

The First Strategic Plan

The Strategic Plan of the NSO represents the long-term development plan of the office. The first strategic plan for the office came into being in 1996
. It covered the period 1996 to 2000. The Plan laid out the mission statement, key operating principles and manpower development planning strategy, to mention but a few of the key areas. For purposes of this paper it is the manpower development planning strategy that is of importance. Once the Plan was put into place the Department for International Development of the British Government (DFID) agreed to enter into a five year project covering the strengthening of the statistical system in Malawi including enhancing the training program of the NSO, beginning 1999 through 2003.

Within the manpower development strategy there were guiding principles on recruitment, minimum educational level for entry into the statistical service and career progression. The NSO felt it was important in any training program to provide for upward mobility for those that had attained higher educational qualifications.

The Strategic Plan therefore laid out NSO’s career paths and the proposed training to move onto the next grade. This is illustrated in Table 1 below:

Table 1: Career Paths and Proposed Training

	Grade
	Minimum Qualification
	Proposed Training
	Next Grade for Promotion

	Statistical Clerk
	Malawi School Certificate (with pass in maths)
	Basic Statistics
	Senior Statistical Clerk

	Senior Statistical Clerk
	Statistical Clerk with 4 years experience
	Specialized


	Executive Officer

	Executive Officer
	Senior Statistical Clerk with 4 years experience
	Diploma
	Senior Executive Officer

	Senior Executive Officer
	Executive Officer with Diploma and 3 years experience
	Diploma
	Chief Executive Officer

	Chief Executive Officer
	Senior Executive Officer with 3 years experience
	Diploma


	Senior Statistician (P8)

	Statistician (PO)


	Bachelor’s Degree
	Post Graduate Diploma
	Senior Statistician (P8)

	Senior Statistician (P8)
	Post Graduate Diploma
	Masters Degree
	Principal Statistician (P7)

	Principal Statistician (P7)
	Masters Degree with 4 years experience at P8
	Management Course
	Assistant Commissioner (P5)

	Assistant Commissioner (P5)
	Management Course and 4 years experience at P7
	Higher Management Course
	Deputy Commissioner (P3)


Although Table 1 above lays out the required training by grade there was no formal permanent body to assess the need for training for different levels of staff, to implement, coordinate and oversee the training program. All this work was supposedly done by an ad-hoc committee comprising the Commissioner and one or two other officers. This led to calls within the office for a more formal and permanent body that would carry out this work in a consultative and more transparent manner. These problems were addressed in the formulation of the second strategic plan.

The Second Strategic Plan

The second strategic plan for the NSO covers the period 2002-2006. The Plan was formulated to put right the mistakes of the first Plan. In addition to setting forth the mission, core values, strategic and operational strategies, Goal Four recognizes that the number of graduate and professionally trained staff is relatively small compared to the tasks that the office has to perform and it highlights the “realization of staff potential through the formulation of a staff training program that meets the career development needs of all cadres and grades"
. It also stresses the need to put in place “mechanisms to develop and maintain highly motivated staff working to their full potential and ensuring adequate “investment in training based on assessments of training needs. This may include on-the-job training, use of books and other study aids, training courses, and attachments and study tours to similar well-performing organizations"
.

The Plan called for the formation of technical committees including a technical committee on training which shall make final decisions on training issues as well as ensuring that equitable training programs are developed and implemented. Within the agreed training plans, the personnel of the NSO would be required to develop and agree personal development plans with their supervisors. The Training Committee now comprises Heads of Divisions of the NSO and is chaired by the Commissioner. It meets quarterly every year, initially to agree on a training program and thereafter to assess progress in implementation of the program. The day to day work of the Committee is now handled by a full time Training Officer. 

From 1999 to 2000 the work of the Training Officer was done on part time basis by the Senior Personnel Officer. However during the first quarter of 2001 a full time Training Officer was appointed from the statistician’s cadre.

Training Needs Analysis Survey and Training Framework

The Training Committee recommended the conduct of a Training Needs Survey covering all members of staff in order to build up their demographic profiles. The survey would also provide a valuable database that would be reviewed and updated each time the Training Committee met. 

The survey was carried out from March to July 1999 using two questionnaires that were distributed to all established staff of the NSO (i.e. excluding industrial class workers such as drivers and temporary workers
. Its aims were twofold: 

· to identify staff characteristics and

· to analyze and assess the training needs of the NSO to assist in the development of the training plan.

Response to the survey was good. Staff details were obtained from almost all of the 250 staff members identified giving a response rate of 89 percent. The first of the two questionnaires collected information on age, length of time in the NSO, qualifications and existing skills. The second questionnaire was designed to capture more detailed information about training needs in terms of individual perceptions of the skills and competencies required to do their job and which they felt were important and/or difficult.

Analysis of Training Needs and Skill Areas

(a) Activities considered important and difficult
The analysis of the results showed that self-management and personal effectiveness were considered important and difficult across all levels, but particularly at executive and senior levels. Activities identified by many were thinking and planning ahead, coping with deadlines, time management and adapting to meet changing needs. The statistician cadre identified the first two presumably reflecting their focus in statistical work of collecting, processing and publishing data in a timely fashion. Those in the support grades highlighted coping with changing needs and working in a team.

Managing and supervising others was identified as important and difficult primarily by senior and executive grades across all cadres. The most stress was put on staff motivation and also on on-the-job training and coaching, personnel matters especially for the administrative cadre and assessing staff development and training needs.

Training needs in paperwork and general administration were identified mainly by the executive level and by the administration and secretarial cadres. Senior, executive and clerical levels identified the need for improved skills in statistical activities and data handling.  It is no surprise that these needs were confined to all statistical cadres (clerks, sub-professionals and professionals) and in some cases to computing support staff. All activities were seen to be important and difficult with more emphasis being put on design and implementation of surveys, design and preparation of questionnaires, sampling design and preparation of tables, data analysis, and database design. 

The cartographic cadre and demographers from the Demography Division identified cartographic design and presentation of maps as training needs. This reflects the need to use maps in conducting a census and also to present census results using mapping techniques.

Most respondents found the use of computer hardware and software to be important and difficult. Further analysis in this area showed that about 43 percent of the respondents have difficulty using database software and they regard it to be important for their work. The pattern is similar for all levels and cadres, except the support grades. Specific activities highlighted by the analysis include word processing, spreadsheet work, use of windows and DOS and communications software. For the statistician cadres use of statistical analysis software such as SPSS, GIS and graphics are also included.

(b) Importance of Various Skills

Analyses of the results of the survey used two main classifications of staff, level and cadre. Level is directly related to the grade of a staff member, whereas cadre is based on a functional breakdown which combines division/section with job tasks. The Training Committee chose these classifications on the understanding that they best represented likely groups for training programs. Table 2 below table summarizes the main levels and cadres finding a particular skill important:

Table 2: Skills by Cadre

	Skill
	Level of Cadre

	Drafting and writing skills
	Executive and senior level

	Statistical skills
	All statistical cadres

	Money and Accounting skills
	Accounts cadre, economic statisticians reflecting the need to being able to interpret business accounts for statistical purposes

	Interviewing people
	Administrators, statistical clerks and sub-professional statisticians (possibly reflecting two distinct activities; for administrators the need to interview job applicants, and for statistical staff the need to interview survey respondents)

	Keyboard skills
	All levels except support staff

	Managing people
	All staff in senior and executive levels, the administrative cadre

	Government procedures
	All staff in senior and executive levels the administrative cadre, accounts cadre, printers and secretarial cadre

	Presentation skills
	All staff in senior and executive levels, administrative cadre and printers

	Computer skills
	All levels except support staff


The table puts computing skills at the top of the list as the most important skill in the NSO. Numerical and statistical skills, keyboard skills and interviewing people are all ranked highly by a substantial number of the respondents.

Training Program for Staff of the NSO

The Training Committee used the above analysis to develop a Training Program for all cadres of the NSO. The initial Training Program was for the period September 1999 to June 2000. The updated version of the Program, which is for the period 2002-2003, is appended as Appendix 1 below. The Program is subject to review periodically in line with the academic year, timing of particular training programs and availability of resources. This arrangement has worked very well over the years. In the program different types of training have been identified as explained below:

· Induction Training: This training is conducted twice per annum in - house or at the Staff Development Institute and is meant to develop basic skills especially for statistical clerks. 

· Certificate / Diploma Training: This course which is mainly for junior level staff is meant for those who have undergone the induction course. It has traditionally been held at the Eastern Africa Statistical Training Centre in Tanzania. The Certificate leads to incremental credit in salary while the attainment of a Diploma leads to a straight promotion to the next grade provided there are vacant posts (see 3.4 below for more details on this course). Arrangements have also been made with the Universities of Southampton and Eat Anglia in the United Kingdom for those with a distinction at Diploma to go straight to a two–year Masters Degree course. 

· Degree and Postgraduate Training: These courses lead to entry into the professional statistician’s cadre. These courses have traditionally been held abroad.
· Specialized Training through Short Courses: These courses are of short duration very often not more than six months in duration and are held both locally and abroad. They are mainly meant to improve skills. The local courses are mainly in management/administration for senior level officers and are usually held at the Malawi Institute of Management. For junior and middle level officers short courses are held both locally and abroad covering subjects like sampling, index numbers, national accounts to mention but a few.

Institutional Arrangements for the Certificate / Diploma Course

(a) The Eastern Africa Statistical Training Centre: The Certificate / Diploma courses have been run at the Eastern Africa Statistical Training Centre (EASTC) since 1965 and several NSO statistical clerks have gone through the corridors of EASTC over the years. Since 1997 twenty one statistical clerks have been trained to Certificate level and eleven to Diploma level (see Appendix 2).

The Certificate syllabus takes students up to the level of the Royal Statistical Society (RSS) Higher Certificate, from which successful candidates are granted exemption. In order to take the Diploma students must have passed the Certificate or an equivalent course; EASTC sets an entrance examination in the hope of equalizing standards.                                           

Prior to the start of the project with DFID NSO officers used to be sponsored by the European Union through the European Development Fund.

(b) The University of Malawi Certificate Course: Realizing that it could not train as many junior level cadre as it would like at EASTC owing to foreign costs being more expensive than local costs the NSO decided early in 2000 to explore the possibility of conducting the Certificate course within the country. The NSO asked DFID to commission a visit by a fellow of the RSS to assist in the process. The Report of the RSS found the establishment of the course feasible and recommended that it follows the RSS Ordinary Certificate syllabus  provided that
:

· The course is run at the NSO after appropriately equipping a training room and enhancing the library provision that had been established 18 months prior to the visit.

· A course leader, course committee and teaching team is established to manage and monitor the quality of the course

· The teaching team comprises staff from departments at Chancellor College, a constituent college of the University of Malawi, including the Head of Mathematics, selected NSO staff and the DFID Statistics Adviser to the NSO.

· A document is created that describes the aims, objectives and learning outcomes of the course, and how it will be managed.

· The teaching team receives, prior to the start of the delivery of the course, a two-week intensive training period delivered by teachers experienced in statistical education

· The course is delivered to the NSO statistical clerks on one day per week, starting October 2000, for a total of  22 weeks, up to the date of the RSS examinations in May 2001 and that

· After the first teaching period of October to December 2000, the course is subject to review from the RSS.

The recommendations of the RSS were implemented and the first course commenced as agreed in October 2000. However owing to disturbances at the NSO it was decided to hold the course in a formal school environment: at the Chancellor College. The students would be examined at two levels: The Malawi Certificate in Statistical Skills and the RSS Ordinary Certificate. A review of the course for the period October 2000 to April 2001 was done with the involvement of the RSS.

Review of the Training Program

The review of the Training Program recommended on the whole that the NSO continues to conduct training of its staff at all levels through a comprehensive program. However it specifically had the following recommendations for the in-service Certificate Course for junior level cadres:

· That the course continues to be built around the RSS Ordinary Certificate Course, with an additional assessment for the Malawi Certificate in Statistical Skills

· That the RSS accreditation and external examination of the Malawi Certificate is discontinued. Instead the EASTC should be invited to participate in a new syllabus design to ensure that the Malawi Certificate acts as a preparatory qualification for the EASTC Certificate.

· That the course is taught over two full time sessions, one before Christmas and one after Christmas, for up to 25 students, if possible. As before students should be selected on the basis of an entrance test.

· That the course replaces the Staff Development Institute Basic Skills Course.

· That the development of an in-service training institute within NSO be deferred for the time being as the economic climate is not favorable and instead Chancellor College should be asked to make a proposal along the lines suggested above.  

Evaluation and Conclusion

Strenghts: Since its establishment the Training Committee has worked rather well, particularly the fact that it comprises heads of Divisions, and it has played a very important role in improving the quality of human resources at the NSO. The Committee is highly regarded by members of staff since it has demonstrated a high degree of neutrality and transparency in its decision-making processes. It has developed and continually updates the Training Plan in line with the available resources. The NSO now has sizeable numbers of well trained people especially for the lower level cadres. The Committee has also played a very commendable role in forging links with local institutions like the Staff Development Institute and University of Malawi. It has also gone further to enhance the links already existing with regional organizations like the EASTC and the British RSS.

Weaknesses: However the success that has been achieved so far is not without problems. The main problem is the sustainability of the Training Program given that the bulk of the resources that have kept the program running have so far come from external donors. NSO will however continue to address this problem through the continuation of strategic planning, advocacy and playing an active role in the MPRS process. A second major weak area is the lack of a well-defined program, within the overall training program for the middle management and technical levels. However plans are afoot now to address this through the “statistician cadre” training program. Another problem is the poaching of trained personnel by other institutions though of late this has not been a serious problem. NSO will deal with this problem through implementation of the recommendations of  the “Public Sector Reform Initiative” which calls for a semi-autonomous status for the NSO. It is high time that the Government commits adequate resources to the statistical field particularly in the area of training and also considering the fact that the data requirements for monitoring and evaluating the Malawi Poverty Reduction Strategies and the re-introduction of the Statistical Common Service place a heavy burden on the meager resources currently available to the NSO.
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APPENDIX I

THE TRAINING PROGRAMMES FOR NATIONAL STATISTICS STAFF 2002/3

	Target Group
	Competence Area
	Objectives
	Programmes
	Number in the 

Target group

	COs (External Trade)
	Overview External Trade Statistics (EXTR01)
	Developing statistical Skills
	Basic skill
	14

	
	Overview of form 12 (EXTR011)
	Developing Statistical skill
	Basic skill
	14

	
	RSS (Maths, Statistics & Economics)
	Preparation for further studies
	RSS Course
	14

	
	Asycuda (ASYC) & Excel (EXC01)
	Computer skill
	Computer course (NCIT)
	14

	
	Internet (INT) & Network (NWK)
	Dissemination 
	Computer course (NCIT)
	14

	COs (Agricultural Statistics)
	Overview (Agricultural Statistics) (AGRST)
	Developing Statistical skill
	Basic skill
	10

	
	RSS (Maths, Statistics & Economics)
	Preparation for further studies
	RSS Course
	10

	
	Excel (EXC01), SPSS (SPSS01) & Word 9MSW01)
	Computer skill
	NCIT& CC Computer courses
	10

	New recruits (COs)
	Induction courses (Civil service procedures (IND01)
	Familiarization with civil service procedure & regulations
	SDI Course
	-



	Accounts (COs)
	Accounting Induction course (IND02)
	Basic Accounting & Management skills
	SDI Course
	10

	
	Excel (EXCO2)
	Computer skill
	Computer courses
	10

	Pricing (COs)
	Overview Pricing (PRC)
	Developing Statistical Skill
	Basic Courses
	15

	
	Excel (EXC02)
	NCIT
	
	13

	Human Resources (COs)
	Induction (Human Resources)(IND03)

Industrial Relations (IR01)

Record Management (RD)
	Basic Management Skills
	SDI COURSE
	4

	Executive Level
	Human Resources Management (HRM)
	Management skills
	HRM103 (MIM) Course
	1

	All Human Resources Personnel
	Advanced Word (MSW02)
	Computer Skill
	NCIT Course
	6

	
	Excel (EXC01)


	        “
	NCIT
	6

	
	Access (ACESS01)


	       “
	NCIT
	6

	
	Transport Fleet Management (TFM01)


	Management Skill
	General Man (MIM) Course
	6

	Administration
	Communication (CO01)

Strategic Planning (SP01)

Performance Management (PM01)


	Team Development
	Executive Management Skill course
	3

	
	Human Resources Policy (HRP)
	Management
	
	3

	
	Administration (Post Graduate) (MBS)


	Development
	External
	1

	
	Spreadsheet (EXC01)


	Computer skill
	CC Course
	1

	
	Database Management (ACESS02) 


	          “
	CC Courses
	1

	
	Budgeting & Planning (BP)
	Management
	Financial Planning & Control (MIM)
	2

	Computer (CoO)
	Introduction to Information System (INFOS01)


	to develop skill needed

to provide system support
	NCIT
	4

	
	Database Management (ACESS03)


	Same as above
	NCIT
	4

	
	Data Communication (DCO01)


	Same as above
	NCIT
	4

	
	Windows NT LAN Management (NT LAN mgt)


	Same as above
	NCIT
	4

	
	Internet & Electronics Publishing
	
	External
	2

	Cartography
	Digitized Mapping (GIS)


	Computer Skill
	External
	4

	
	Diploma in Cartography
	Development
	External


	4

	Secretarial
	
	
	External
	2

	
	General Secretarial Skill (GSS)
	Basic Skill
	The Polytechnic
	2

	
	Record Management (RD)
	Management
	The Polytechnic
	2

	
	Reception Skill (RS)
	Customer Care
	MIM
	2

	
	Advanced Word (MSW01)
	Computer Skill 
	NCIT
	7

	
	Excel (EXC01)
	       “
	NCIT
	7

	
	Access (ACES01)
	       “
	NCIT
	7

	PBX Operators
	Switching Board Maintenance (SBM)
	
	Multi-country TC
	3

	Security Staff
	
	
	
	

	Drivers
	Defensive Driving (DD)
	
	Arranged at our own convenience
	13

	Messengers
	Messengerial Skill (MS)


	Messengerial skill
	SDI


	5

	
	Induction (Messengerial work) (IMW) 


	                “
	SDI
	5

	AES (& index of Industrial Production) COs 
	Elements of Accounting

Overview of Industrial Statistics
	Developing a statistical skill
	SDI
	3

	
	Advanced Excel (EXC01)

Word (MSW01)

SPSS (SPS01)
	Computer Skills
	NCIT
	3

	
	RSS (Maths, Economics & Statistics)
	Further Studies
	NCIT
	3

	National Accounts COs
	Systems of National Accounts
	Developing a statistical skill
	SDI
	1

	
	Advanced Excel (ExC01)

SPSS

PX-Make & PX-Axis (PX)
	Computer skills & Data Banking
	NCIT
	1

	
	RSS (Maths, Statistics & Economics)
	Further Studies
	RSS Ordinary Certificate
	1

	Balance of Payments COs
	Balance of Payments
	
	
	2

	
	RSS (Maths, Statistics & Economics)
	Further Studies
	RSS Ordinary Certificate
	1

	
	Excel (EXC01)
	Computer
	
	2

	BIR (& Tourism) COs
	Advanced Access (ACES02)
	Computer Skill 
	NCIT
	8

	
	Excel (EXEC01) 
	      “          “
	
	

	
	RSS (Maths, Statistics & Economics)


	      “          “
	RSS Ordinary Certificate
	6

	Transport COs
	Same as BIR
	
	
	

	Publications (COs)
	RSS (Maths, Statistics & Economics)
	Further studies
	RSS Ordinary Certificate
	20

	
	Excel (EXC01)
	Computer Skills
	
	14

	
	Ms Word (MSW01)
	        “
	
	5

	
	Ms Publisher (MSP)
	Publishing Skills
	Own arrangement
	5

	
	PX-make & PX-axis (PX)
	Data banking
	
	14

	Library Staff
	Record Management (RD)
	
	SDI
	3

	
	Customer care (CU)
	
	SDI
	3

	
	Electronics publishing (EP)
	
	External
	2

	Printers (Technicians)
	Costing & Estimating (CE)
	
	The Polytechnic
	3

	
	Binding (BN)
	
	
	

	
	Light Maintenance of heavy-duty Printer
	
	Arrangement with a heavy printing professional Co.
	3

	Professional Staff (POs and above
	Elements of accounting

Overview of Industrial Statistics Surveys
	Developing a statistical skill
	To be arranged between NSO and the Consultants
	10

	
	Advanced Excel (EXC04)

Word (MSW04)

SPSS (SPS04)
	Computer Skills

            “

            ‘
	To be arranged between NSO and the Consultants 
	4

	
	Balance of Payment
	Developing a statistical skill
	To be arranged between NSO and the Consultants
	10

	
	Systems of National Accounts
	Developing a statistical skill
	To be arranged between NSO and the Consultants
	10

	
	Advanced Excel (EXC01) SPSS

PX-Make &PX-Axis (PX)
	Computer Skills & Data Banking
	To be arranged between NSO and the Consultants
	4

	
	Sampling Techniques
	Developing a statistical skill
	External
	3

	
	Index Construction
	Developing a statistical skill
	External
	10

	
	Labour Statistics
	Developing a statistical skill
	External
	3

	
	Communicating statistics
	Developing a statistical
	External
	2

	
	Management Course
	Developing a sound management principles to help officer in discharging day to day duties
	
	10

	Training Officers
	Management Training Programmes
	To help training officers in planning training programmes
	
	2

	
	Trainers of Trainers
	To help training Officers in delivering effective training sessions
	
	2

	Professional Staff
	Project Management 
	To help (Professional Accountants) and Survey Managers to come to terms with accounts management involved in donor funding projects
	
	10

	
	Post-graduate courses in Statistics, Demography and Economics
	Further Studies
	External
	7


	Number of Staff trained from 1996 to 2002
	
	
	

	Type of course
	1996
	1997
	1998
	1999
	2000
	2001
	2002
	Total

	EASTC (Cert.)
	2
	2
	2
	10
	2
	3
	-
	21

	EASTC (Diploma.)
	-
	2
	2
	2
	3
	2
	-
	11

	RSS (Cert.)
	-
	-
	-
	-
	-
	15
	20
	35

	Basic Statistics course
	-
	-
	-
	25
	25
	23
	-
	73

	 
	 
	 
	 
	 
	 
	 
	 
	

	Postgraduate course
	-
	-
	-
	2
	4
	3
	2
	11

	 
	 
	 
	 
	 
	 
	 
	 
	

	Human Resources Develop.
	 
	 
	 
	 
	 
	 
	 
	

	Human Resources Develop. (Advanced Diploma) 
	 
	 
	 
	 
	 
	 
	 
	

	(Advanced Diploma.)
	-
	-
	-
	-
	-
	-
	1
	1

	Clerical officer induction
	-
	-
	-
	-
	-
	-
	1
	1

	 
	 
	 
	 
	 
	 
	 
	 
	

	Induction for accounts clerks
	-
	-
	-
	-
	-
	-
	2
	2

	 
	 
	 
	 
	 
	 
	 
	 
	

	Performance management
	 
	 
	 
	 
	 
	 
	 
	

	for Government & Parastatal ( RSA)
	 
	 
	 
	 
	 
	 
	 
	

	Networking (RSA)
	-
	-
	-
	-
	4
	-
	-
	4

	Management info system
	 
	 
	 
	 
	 
	 
	 
	

	(Tanzania)
	-
	-
	-
	1
	-
	-
	-
	1

	Stores management
	-
	-
	-
	-
	1
	-
	1
	2

	Computer training
	 
	 
	 
	35
	55
	20
	-
	110

	Communicating statistics effectively
	-
	-
	-
	-
	
	34
	-
	34

	TOTAL
	2
	4
	4
	75
	94
	100
	27
	306
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