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GLOSSARY OF ABBREVIATIONS AND ACRONYMS 

GoSL   –  Government of Sierra Leone 

HRMO   -  Human Resource Management Office  
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MDAs   - Ministries, Departments and Agencies 

MFR  - Management and Functional Reviews 

MTA  - Ministry of Transport and Aviation  

MTEF   - Medium Term Expenditure Framework 

NASSIT - National Social Security and Insurance Trust 

NCP  -  National Commission for Privatization   

PS  - Permanent Secretary  

PSRU  - Public Sector Reform Unit  

RMT  - Records Management Team 

SL   - Sierra Leone 

SLAA  - Sierra Leone Airports Authority 

SLCAA  - Sierra Leone Civil Aviation Authority 

SLMA  - Sierra Leone Maritime Administration 

SLRTA  - Sierra Leone Roads Safety Authority 

SLRTC  - Sierra Leone Road Transport Corporation  
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EXECUTIVE SUMMARY 

As part of the ongoing public sector reform agenda of the Government of Sierra Leone, the 

Road Transport Corporation (SLRTC) requested for a Management and Functional Review 

(MFR) from the Public Sector Reform Unit (PSRU) through a correspondence dated 1st 

November 2018. This MFR was conducted by PSRU with the complimentary support of the 

Human Resource Management Office (HRMO), as part of a broader commitment of the 

leadership of SLRTC to help strengthen its management and operational function in line with 

the New Direction Agenda.  

In essence, the decision of the new leadership of SLRTC has been to produce an MFR report 

with recommendations that will help to set a clear roadmap, with the ultimate goal to re-position 

the Corporation as the most efficient and effective public transport service entity in Sierra 

Leone. In line with the above, this report therefore presents the summary of the findings and 

recommendations with options deduced from the overall diagnostic assessment to address 

institutional challenges and enhance the administrative function of SLRTC; and to also 

particularly address the human resource deficiencies of the Corporation.  

This report has also made descriptive references to the broader context of the past institutional 

challenges with respect to the legal framework guiding its operations, as well as the current 

situation pointing at issues and concern to justify the need for this review. This broaden scope 

of the review has ultimately helped to determine its integrated contribution as the most 

dependable Corporation of the transport sector of the country. With this strategic focus, PSRU 

has been able to provide SLRTC with options such as the change in nomenclature of the 

leadership from ‘General Manager’ to ‘Executive Director’, if implemented will help to remove 

barriers and creating functions that will make the Corporation fit for purpose in years ahead.  

PSRU was able to examine the relevance, effectiveness, efficiency and critical policy directive, 

as well as the Corporation’s ability to fully leverage partnerships. These approaches were 

discussed during the preliminary consultative meeting held with the leadership and Divisional 

Heads of SLRTC on the 1st November 2018, during which willingness with critical 

consciousness to administrative and functional transformation was expressed. This has 

generally helped to deepen understanding of the administrative and operational functions of 



 

5 | P a g e  
 

SLRTC, at the same time analyzed its structure and constituent departments. PSRU was also 

particularly able to review key administrative processes and procedures, as well as work 

schedules. 

Some of the key problems revealed during the review were mostly related to the lack of 

effective human resource management system caused by unclear organizational structure. The 

Review Team has proffered recommendations to address these shortcomings and improve on 

the effective and efficient performance of the Corporation.    

 Summary of Findings 

 The MFR revealed that the Corporation’s Act of 1964 and its provisions do not address 

the emerging challenges of the Transport Sector; 

 

 The Review Team revealed that the Human Resource section does not have the 

appropriate tool and expertise to track and monitor staff progressive service within the 

Corporation; 

 

 The Review Team noted that the Corporation does not have a records office or a 

professional records management officer; 

 

 It also emerged that the Corporation lack of a centralized system with disaggregated 

staff data and years of service, can create room for data manipulation; 

 

 The Review Team noted that the method of ticket sale and face to face cash transaction 

pose a lot of risk to proper financial control and management of the Corporation; 

 

 It also emerged that Corporation lacks institutional memory. As a result, the Review 

Team could only rely on the recollections of the Finance Manager and Human 

Resource Officer and other long term service staff to get information; 

 

 The Team also noted that the Corporation has made several contractual arrangements 

with different companies, donors, consultants and service providers, but does not have 
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a staff with legal background to provide professional legal advice, and interpretations of 

the numerous agreements signed; 

 

 It was observed that most of the administrative staff do not have a conducive working 

environment; 

 

 It was observed that the Corporation does not have communications and marketing 

strategy; 

 

 It emerged that the Corporation generate revenue through the sale of bus ticket and 

rental, rents from warehouses, and also fees obtained from technical training provided 

to the public; 

 

 The Review observed that the authority of the Internal Auditor in enforcing financial 

control measure is weak. The review exercise noted that the Corporation has not been 

audited since 2015. This explains the reason for the inconsistent flow of revenue, which 

could be attributed to the lack of an audit exercise for the last three (3) years. 

Summary of Recommendations 

 The primary recommendation is for SLRTC to put mechanisms in place for a 

comprehensive review of the outdated Parliamentary Act No.17 of 1964, which will 

eventually lead to the restructuring and transformation of the Corporation. This will help 

to transform the Corporation to a well-functioning public transport entity in Sierra Leone; 

 

 We recommend for the development for a logical and professional organizational 

structure with technical positions that focus on strategic development and monitoring;  

 

 We recommend for the Corporation to engage an external partner to develop innovative 

ideas for tracking cash payment for services provided; 

 

 We recommend for the adoption of a Directorate-led structure to ensure an effective 

operational and administrative system. Therefore, we are recommending a new 

management structure by changing the nomenclature of the Head of the Corporation 



 

7 | P a g e  
 

from a ‘General Manager’ to an ‘Executive Director’, with four (4) Directorates to 

support the Executive Director; 

 

 If the recommended new structure is accepted by the Corporation, we recommend for 

Corporation to engage HRMO to help design job descriptions for the new positions 

created on the proposed organogram (as shown in annex 1); 

 

 We recommend that the position of the Corporate Secretary should have legal 

background (at least an LLB), to collaborate closely with the Law Officer’s 

Department/Attorney General’s Office in matters related to legal affairs on behalf of the 

Corporation; 

 

 We are recommending for the Corporation to address the shortage of modern work 

equipment and well-trained staff. This call for new technologies and a purposeful human 

capacity drive. This will also require a continued dedication to coordination and 

collaboration with other Ministries, Departments and Agencies (MDAs), particularly so 

with the Ministry of Transport and Aviation; 

 

 We recommend that the Corporation develop a comprehensive Training Policy and Plan 

to reflect the current and future needs of a relevant and effective transport service 

entity; this should be reflected in the Annual budget of the Corporation; 

 

 We recommend that the Corporation solicit the expertise of HRMO to conduct a 

thorough staff audit and assessment for a better placement within the Corporation. 

 

 We recommend that the Corporation establish records management unit, in order to 

have a centralized records management system within the Corporation; 

  

 We recommend that the Corporation create the enabling and conducive working 

environment to enhance staff performance; 
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 We recommend that Corporation adopt robust financial control measures, by 

introducing an automated financial software that track all revenue generated by the 

Corporation on real time basis. 
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1.0 INTRODUCTION  

The Public Sector Reform Unit (PSRU) provides leadership, co-ordination and strategic 

guidance in the design, implementation and monitoring of Public Sector Reform initiatives. Its 

Mission is to facilitate the creation of a lean, performance-oriented, highly motivated, modern 

and efficient Public Service that delivers high quality services to the people of Sierra Leone in a 

timely and cost-effective manner.  

PSRU undertakes Management and Functional Reviews (MFRs) as an entry point to identify 

capacity, systems and process challenges affecting the performance of MDAs. The key 

objective of the MFRs is to ensure that systems and organizational structures are aligned with 

the National Development agenda. Since its inception, PSRU has undertaken MFRs for all 

MDAs, which can be viewed at www.psru.gov.sl.   

The Public Sector Reform Unit (PSRU) commenced the MFR on the 1st of November 2018. 

From inception, the review team set the necessary plan in place to address the challenges 

discussed during the consultative meeting with the leadership and staff of SLRTC. Most 

significant of all was the need to develop a modern structure and accompany by qualified staff 

component; review the legal and regulatory instrument (1964 Parliamentary Act); examine 

human resource development and career planning; as well as the development of effective data 

management systems.  

Addressing these challenges will require support from the Public Sector Reform Unit (PSRU), 

Human Resource Management Office (HRMO) Ministry Transport and Aviation (MTA), and the 

Ministry of Justice. Some of the recommendations and alternative options can be implemented 

immediately, while others, particularly those with financial implications, may be addressed over 

time. 

Although this report is in response to the request of the General Manager of SLRTC, the Public 

Sector Reform Unit takes full responsibility for the views and recommendations proffered 

herein.  

http://www.psru.gov.sl/
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1.1 METHODOLOGY  

During the initial meetings with the General Manager and Senior Management Staff, it was 

agreed that the main method of collecting data would be through comprehensive structured 

interviews with top management, and desk review of relevant documents. Since the 

Corporation has a relatively large staff strength, distribution of questionnaires according to 

administrative cadre was considered appropriate for this review.    

The methodology of consultative approach was also adopted to ensure (i) buy-in and (ii) active 

participation of all senior managers in the Corporation. The scope of work and the methodology 

of the review were discussed and presented by the PSRU Team during the initial meeting, and 

copies of the Questionnaire were made available afterwards to all Heads of Department/ Units 

and junior staff.  

The Finance Manager was appointed as the Review Team’s Focal Point in the Corporation in 

matters relating to the MFR. Series of meetings were held and individual and departmental 

interviews were conducted to ascertain the role and the internal workings of the Corporation, 

which has helped to inform recommendations. Discussions were also held with external 

partners and stakeholders. The Team reviewed documents and reports provided by the 

Corporation relating to the current structure, including the Staff List and organogram. The 

literature review extended to strategic plan and financial procedures.  

As the key operations are conducted from Headquarters in Freetown, the team was able to 

glean information about the Corporation, including the sales agents at the regional offices, at 

Headquarters. Additional information about the regional operations was retrieved from the 

Strategic Plan, which contain contributions from each region.    

All attempts have been made to represent the views expressed during the interviews and from 

the Questionnaires as accurately as possible. On submission of the draft Report, it is the 

responsibility of the General Manager to ensure that all units review the Report and submit 

clarifications and comments to the PSRU in a timely manner.  



 

11 | P a g e  
 

This review can extend to submission of alternative theories, ideas, structures, etc. Upon 

receipt of these comments, the PSRU will hold general and bilateral meetings with officials of 

the Corporation. Once a general consensus is reached, the Final Report will be issued.  

1.2    SCOPE AND LIMITATION 

In line with the request by the leadership SLRTC, this MFR is limited to a specific diagnostic 

assessment with critical attention directed to identifying challenges and proffering concrete 

recommendations to strengthen the core functions and its administrative efficiency of the 

Corporation. In doing so, the review team was able to focus on the following areas: 

 The Mandate, role, responsibilities and functions of the SLRTC.  

 Organizational structure and staffing of the institution to determine whether or not they 

reflect the current functions and responsibilities of the institution. 

 The Unit’s Administrative procedures, processes, facilities and reporting relationships to 

determine efficiency and effectiveness in delivering on its Mandate and Mission and its 

relations with other institutions.   

2.0   BACKGROUND 

Sierra Leone Road Transport Corporation (SLRTC) is a Government owned agency, 

established to provide effective and efficient passenger transport services. It is being 

supervised by the Ministry of Transport and Aviation. It has the legal mandate to provide and 

regulate passenger transport services throughout the country. It was established by Act No. 17 

of 1964 to replace the defunct Railway service to provide efficient and effective transport 

services throughout the country at affordable cost. This is being done in part under a system of 

controlled tariffs by the Government of Sierra Leone. 

At the time of its establishment, very little was done to ensure that the Corporation had an 

effective structure and systems in place. Although several work have been accomplished to 

enhance the functions of the Corporation, yet little progress was achieved to position the 

Corporation as an institution capable to provide efficient and effective transport services to the 

people of Sierra Leone.  
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To fulfil its mandate, the Corporation provides road transport services in the capital city, 

Freetown, intercity service between Freetown and the fourteen (16) Districts as well as to 

neighboring city of Conakry in Guinea. During the early days of its creation, the Corporation 

received substantial Government support in the form of operating buses and subsidies for 

running costs, but continued to be plagued with challenges resulting from competition with the 

private sector. 

In addition to the core functions of providing transport services, the Corporation provides 

ancillary (non-core) services to the public such as repair of fuel injector pumps, repair of 

cylinder heads, engine blocks and crankshafts; and training of welders, mechanics and auto-

electricians. Extra revenue is also generated through advertisement on the buses. 

The above implies that restructuring of the Sierra Leone Road Transport Corporation is long 

overdue, considering the period it was last review by a committee that was set up by the 

Government in 2006 to restructure its system, process and operational function, with the tasks 

of clearing the backlog of liabilities and establishing a new management team. 

2.1   SPECIFIC FUNCTIONS AND MANDATE OF THE CORPORATION 

The functions of SLRTC are derived from its mandate, Vision and Mission statement. Specific 

function relating the Corporation includes: 

 Takeover, operate and maintain the public transport services of the Government for the 

conveyance of passengers and goods at affordable cost; 

 Service, maintain and repair the Corporation’s motor vehicles and at reasonable 

charges, all motor vehicles owned by or used by Government for commercial benefit; 

 

 To maintain and where necessary develop premises, workshops, depot and other 

installation as the Corporation may deem expedient to establish.  

2.2   VISION  

The Vision of the Sierra Leone Road Transport Corporation is to provide the best transportation 

system in Sierra Leone. 
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2.3   MISSION    

The Mission is to provide an efficient and affordable transport service to the Sierra Leonean 

populace to meet the Corporation’s socio-economic transportation needs.  

2.3.1 SITUATION ANALYSIS  

Key Issues and Concerns 

The Management and Functional Review has taken place after the Government Transitional 

Team’s (GTT) report 2018 was launched in the immediate aftermath of the political transition in 

Sierra Leone, with number of controversial findings about the SLRTC. This GTT report is 

embedded with recommendations to probe deeper in unravelling procurement deficiencies 

regarding the purchase of one hundred (100) buses. The report specifically pointed out that 

‘’the cost of the buses purchased from China and the social fare structure coupled by the 

inconsistent fuel support from the Government of Sierra Leone greatly hinder the operations of 

the Corporation.” i The report also noted that: “the US$12 million spent on the procurement of 

the one hundred buses from China could have been wisely spent to procure at least two 

hundred buses.”ii 

According to some of the interviews and documents reviewed, the Corporation is faced with 

enormous challenges that limit its capacity to accomplish more.  For instance, the poor state of 

roads, and the increasing traffic congestion continue to adversely affect its performance. It also 

emerged during the first meeting with the management of SLRTC that it current structure is 

inadequate and does not reflect the optimal performance complement needed to serve the 

people of Sierra Leone.  

It also emerged from discussion that the Corporation particularly lacks modern machines and 

training scheme for technical staff to provide the essential maintenance services to the 

Corporation’s buses. In fact, there have been several complaints recently regarding the 

mismanagement and poor maintenance of some of the one hundred buses. There are several 

evidences to also affirm the claim that some of the buses are not operational owing to the lack 

of the required mechanical expertise in Sierra Leone and necessary spear parts to effectively 
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put some of the buses in perfect running order. As result, some of the buses have been in 

derelict condition. 

It also emerged during interviews that, the Corporation lacks sustainable flow of revenue for the 

Corporation’s work, which is also posing serious threat to its sustainability. For an institution 

that generates its own revenue, the review result shows that the office spaces and works-yard 

lack essential tools and equipment for efficient and effective performance. All of these 

difficulties revealed during the MFR have reduced the outputs of the Corporation.    

Despite some degree of accomplishments including some major structural reforms that have 

taken place over the years, the Statutory Instrument (the 1964 Act No.17) has not been 

reviewed since it was adopted to reflect the emerging challenges of the Transport Sector, 

thereby rendering the Corporation or the provisions thereof, obsolete, and inadequate to 

provide the appropriate operating policy directives. Where regulations apply or should apply to 

the Corporation’s activities, they are in most cases lacking the require provision to address 

issues effecting the service delivery efficiency to the citizens of Sierra Leone.  

Though SLRTC has benefited from several donor funding particularly from the Islamic 

Development Bank (IDB), the Corporation is still faced with numerous financial challenges. 

However, the Corporation has several sources of income including transport service, fees for 

warehouse rental, fees obtained from the technical training provided, fees from advertisements 

etc. Despite the multiple source of revenue generation, it emerged from discussion with staff 

that the Corporation is even more constrained to improve conditions of service for staff. 

Similarly, the constant financial challenge and use of counterfeit spare-parts have continued to 

undermine the performance of the Corporation. 

2.3.2   COLLABORATION WITH KEY STAKEHOLDERS 

The Review Team conducted an assessment on the Corporation’s relationship with key 

stakeholders and institutions providing oversight functions to the operational management of 

the Corporation.    The most obvious relationships are those with its sister institutions namely 

the Sierra Leone Safety Authority (SLRSA) and the Sierra Leone Civil Aviation Authority 

(SLCAA).   
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These three institutions are commonly regarded as the three transport service institutions. The 

mandates of all these institutions directly involve, among other things, ensuring efficient and 

effective transport services for all Sierra Leoneans. The areas of convergence amongst the 

Ministry, Civil Aviation, Road Safety Authority and the Road Transport Corporation are even 

stronger, as the work of each directly affects that of the others.  

The Ministry of Transport and Aviation and the National Commission for Privatization have 

distinct oversight function over the Sierra Leone Road Transport Corporation. While the Ministry 

of Transport and Aviation provides oversight on policy development and implementation. The 

National Commission for Privatization on the other hand serves as “the decision-making body 

with regard to the divestiture and reform of public enterprises, which covers institutions like the 

Sierra Leone Transport Corporation. 

2.3.3   ORGANISATIONAL STRUCTURE OF THE CORPORATION 

The Sierra Leone Road Transport Corporation has a management structure with a chain of 

command. The organogram captures a Policy Making Board of Directors and a General 

Manager that handle the day to day management of the Corporation. 

Current Organogram of SLRTC: 

 Board of Directors 

 General Manager 

 Deputy General Manager 

 Corporate Secretary 

 Managers of different Units 

 Other staff 

Below is the current organogram of SLRTC 
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3.0  DIVISIONS WITHIN THE SIERRA LEONE ROAD TRANSPORT CORPORATION 
 

Currently, the Sierra Leone Road Transport Corporation has seven (7) divisions supporting the 

General Manager in the day to day operational management structure. They are as follows: 

 Human Resource 

 Finance 

 Administrative Systems 

 Procurement 

 Technical  

 Training 

 Operations 

3.1 HUMAN RESOURCE 

a) As Human Resource Manager, is directly responsible to the General Manager 
 

b) In control of all Staff and communicating the Corporation’s policies to all Staff. 

c) Recruitment, termination, redeployment, retirement, dismissal, warnings etc as may be 

approved by the General Manager. 

d) Assisting heads of Department in interviews assessments and evaluation of Staff. 

e) Maintaining contacts with Trade Unions and Ministry of Labour on matters affecting 

employment industrial relations and employment relations of the corporation. 

f) Maintaining adequate standards of Safety precautions First Aid, Medical etc. 

g) All other matters relating to the smooth operations of the Corporation. 

3.2   FINANCE 
 

a) As Finance Manager, is directly responsible to the General Manager. 
b) Planning and establishing Management information procedures to ensure that financial 

policy and account control are attained with the Corporation of senior and subordinate staff. 
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c) Ensuring that the application of the procedures/provides adequate data for the current 

control of operation and for the overall financial control at the level of the Board of 

Directors. 

d) Preparing the Annual Budget 

e) Submitting through the General Manager all Budget for the Board’s approval. 

f) Ensuring the prompt preparation of quarterly accounts to show current position in relation to 

budget preparing a brief accompanying review of major features 

g)  Ensuring the prompt preparation of Annual Account 

h)  g). Bringing to the General Manager’s attention major variances from budget, consulting 

with and advising him in regard to action for corrections 

i) Establishing and maintaining procedures for payment and record of wages and salaries, 

with approved deductions. 

3.3   ADMINISTRATIVE SYSTEMS 

a. To supervise and counter check the Ticket Sales Supervisor on the day to day operations 

of the Ticket Sales Office 

b. To issue queries on the instruction of the Operation Manager. 

c. To prepare all relevant documents for each disciplinary matter and forward same to the 

Disciplinary Committee/Human Resource Manager through the Operations Manager for 

further action. 

d. To counter check all documents and reports for necessary action. 

e. To ensure that all summaries on bus earnings/ticket stocks are prepared on time at the 

Ticket Sales Office. 

f. To submit statistical analysis of fuel supply on buses and ensure that the correct quantity of 

fuel are requested/supplied as approve by Management 

g. To ensure that the Ticket Sales Office submit detail summary of revenue generated on bus 

operations on daily basis. 

h. To ensure that all report relating to the target set on buses are fully analyzed and such 

reports submitted to Management through the Operations Manager 
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3.4   PROCUREMENT  
 

a. Ensuring prompt delivery of goods purchased. 
b. Maintaining all data and information regarding purchases of the Corporation 

c. Establishing and maintaining all vendors’ relationships and contracts. 

d. Maintaining inventory levels and securing new vendors for better quality inventory as well 

as better and reasonable prices 

e. Assumes full accountability and responsibility providing up to date appropriate cost 

structure for Management use. 

f. Must have excellent interpersonal, persuasive and negotiation skills as the role is to receive 

the best possible product at the best possible price. 

g. Responsible for all the goods and services that are purchased by the Corporation. 

h. Any other duties assigned to you by the General Manager. 

i. Ensuring prompt delivery of goods purchased. 

3.4.1   TECHNICAL 

a) Verify all defects, recommend and repair the defects perfectly. 

b) Check and assess works of all subordinates. 

c) Check maintenance section for correct schedules. 

d) Cooperate closely with the store section for all issues and utilization of dead stock and 

Spare Part needed for repairs and maintenance. 

e) Ensure the road worthiness of all vehicles/buses etc. before releasing the vehicle /buses to 

the Operation Department.  

f) Assist the Technical Manager in eliminating or controlling all forms of waste that is material, 

spare parts, tools supplies. 

g) Maintaining discipline of personnel under the Jurisdiction of the Technical Department. 

       Maintaining records and statistics for the Technical Department.                  

h) The labour performance and machine and equipment effectiveness. 
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i) The cost of maintaining the Corporation vehicles. 

j) The life durability of various makes and tyres. 

k) The averages fuel consumption of the vehicles. 

l) To ensure that the following records are submitted to the General  Manager daily 

 Number of vehicles for repair at the Workshop. 

 The need of any buses eg. Spares, Defect per bus(es) and    state remedial action etc. 

  Number of vehicles for repair at the workshop. 

 The need of any buses eg. spares defect per bus(es) and    state remedial action etc. 

   Any other duty (ies) that may be assigned to you by Management. 

3.4.2   TRAINING  

a. Maintaining all data and information regarding purchases of the Corporation 

b. Establishing and maintaining all vendors’ relationships and contracts. 

c. Maintaining inventory levels and securing new vendors for better quality inventory as 

well as better and reasonable prices 

d. Assumes full accountability and responsibility providing up to date appropriate cost 

structure for Management use. 

e. Must have excellent interpersonal, persuasive and negotiation skills as the role is to 

receive the best possible product at the best possible price. 

f. Responsible for all the goods and services that are purchased by the Corporation. 

Any other duties assigned to you by the General Manager. 

3.4.3   OPERATIONS 

a) to allow the Sierra Leone Road Transport Corporation to operate at optimum levels at all 

time 

b) to supervise all aspects of the Operations including planning and control of vehicle 

movements 

c) to process the completion and disbursement of drivers’ night allowance 
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d) to maintain adequate records on vehicle movement 

e) to ensure that all driver/operators are continuously sensitized on their duties, roles and 

responsibilities in delivery efficient service to the public and the SLRTC 

f) To update the General Manager regularly on the positions and progress of the 

Departments affairs and activities. 

g) To assist in maintaining discipline of personnel within the Operations Department. 

h) To liaise with the Revenue Protection Officers, conductors/conductress on the job. 

i) To liaise with the Office of the Secretariat on all accident cases. 

j) to liaise with the Technical Department on repairs of SLRTC vehicles and keep up to date 

progress report on such vehicles 

Any other duties and responsibilities that may be assigned to you by Management. 
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4.0 FUNCTIONS OF THE PROPOSED DIRECTORATES AND UNITS 
 

The main objective of the Corporation is to provide passenger road transportation services 

through buses across the country. In fulfillment of this objective, it is recommended for the 

establishment of three directorates within the Cooperation to be known as the: 

1. Directorate of Corporate Affairs 

2. Directorate of Operations 

3. Directorate of Finance and Account 

4. Directorate of Marketing and Planning 

 

4.1  DIRECTORATE OF CORPORATE AFFAIRS 

This directorate shall be headed by a Director designated as Director of Corporate Affairs and 

comprised of the following units: 

I. Administrative and Human Resource Management Units – Under the supervision 

of the Director, this Unit shall be headed by an Administrative Manager who shall be 

responsible for general administration; ensuring that the Corporation’s human 

resources capability (in terms of both staff numbers and skills) meet it needs and to 

ensure that those resources are deployed to best effect taking account of priorities. 

 

Key roles include: 

 Ensure the Corporation is an effective and responsive service provider to external 

and internal customers 

 Provide support to Directors and managers on personnel and establishment 

matters, Service details, pay control etc.  

 Implementation of the policy decisions 

 Maintain an overview of all aspects of the effectiveness of the HR functions in 

respect of various categories of the employees including: promotions and transfers, 

performance management and appraisals, training and development, labour welfare 

matters, recruitment etc.   
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 To develop and provide relevant, cost-effective training and development that will 

equip and enable staff to deliver to the highest possible standards the 

responsibilities of the Corporation to its customers, and to ensure that training 

strategy is fully aligned with the wider Human resource strategy 

 

II. Business Development Unit - Under the supervision of the Director, this Unit shall 

be headed by a Business Development Manager who shall be responsible: 

 To provide an appropriate and sustainable policy and funding framework for 

investment in public transport and to develop Public Transport Infrastructure to 

meet the long term strategic needs of the country 

 To ensure effective and timely implementation of the capital programme in line with 

available funding and the priorities set out under the Government’s Development 

Plan “The New Direction Agenda” 

 To ensure appropriate investment to progressively improve accessibility of public 

transport infrastructure and services in conjunction with the Ministry of Transport 

and Aviation and other stakeholders in the transport industry 

 Planning and overseeing new marketing initiatives, developing sales goals for the 

team and ensuring they are met  

 Write reports and provide feedback to management about what is and is not 

working 

 

III. Communications Unit 

Communications Unit shall be headed by a Communications Manager. The functions of 

this Unit shall include: 

 Projecting a favorable image of the corporation at all times; 

 Stakeholder engagement; 

 Proactive external, internal relations and Public Affairs. 

 Developing and ensuring the implementation of a Communications Strategy 

that takes into account internal and external communications needs of the 

Corporation 
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IV. Procurement Unit –  

Procurement Unit shall be headed by a Procurement Manager and the function is 

guided by the Public Procurement Act, 2004 and the National Public Procurement 

Regulations currently in force. 

The Unit handles: 

 Procurement of goods, works or services for the Corporation; 

 Inventory management; 

 Disposal of surplus/unserviceable items. 

 

V. Information and Communications Technology (ICT) Unit  

The role of the Information and Communications Technology (ICT) Unit shall be to 

provide information technology support to the Directorates and Units within the 

Corporation. Specific duties of this Unit shall include:   

 Providing all necessary ICT tools, processes and systems 

 Implementing and maintaining technology infrastructure in line with the 

Corporation’s goals and changing technologies 

 Developing, implementing and maintaining all policies related to ICT services 

including procurement, distribution and assets management  

 planning for the use of IT  

 Maintaining existing computer systems and other office equipment such as 

printers, photocopiers etc. 

 Recommending specifications for purchasing new and replacement of 

equipment  

 providing education and training to IT Staff members  

 developing new computer systems  

 providing general IT support services such as Networking, mail, telephone and 

internet issues 
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4.1.1  DIRECTORATE OF OPERATIONS  

This wing shall be headed by the Director of Operations. This is the main hub of the 

Corporation as it deals with bus operations and maintenance. The Directorate has three main 

Units: These are:  

1. Fleet Management Unit 

2. Maintenance Unit 

3. Sales Unit 

 

I. The Fleet Management Unit: This unit shall be headed by a Fleet manager, and has 

responsibility for:  

 Operation of bus services 

 Routing and mapping of bus services 

 Fuel management  

 Station Management 

 Time schedule  

 Accident investigation 

 Attending to the grievances of the travelling public regarding operation of bus 

services as well as on the complaints against the crew’s behaviour,  

 Monitoring  of buses,  

 

II. Maintenance Unit – This Unit shall be headed by a Maintenance Manager and 

charged with the responsibility for ensuring that servicing and maintenance of vehicles 

is done well to meet the Corporation’s specifications. Key activities include the 

following: 

 Maintenance/servicing of buses  

 Running of Work Shops and other Technical Units  

 Safari checks  

 Breakdown Service 
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 Accident repairs and general body repairs together with the painting and branding 

of the buses, as the unit shop repairs engines, gear boxes, air valves, differentials 

and injector pump calibrations, equips 

 

III. Sales Unit: This Unit shall be headed by a Sales Manager and has responsibility for 

the management of ticket sales to customers. 

 
4.1.2   DIRECTORATE OF FINANCE AND ACCOUNT  

This Directorate shall be headed by a Director who has responsibility for planning, organizing, 

accounting for and controlling the cooperation’s finances. The specific functions of this unit shall 

include:  

 Ensuring sound accounting systems and financial management practices 

 Developing annual budget, periodic financial reporting and management practices 

 Carrying out various payments in respect of the Cooperation 

 Preparing monthly and annual financial statements to be sent to the appropriate bodies 

 Maintenance of an up-to-date Assets Register as part of the in Internal Financial 

Controls. 

 

4.1.3  INTERNAL AUDIT DIVISION 

 

The Internal Audit Division shall have responsibility to provide management with valuable 

assistance, by providing objective assurance on governance, risk management and control 

processes. The role of the Internal Audit Division within the Corporation shall be primarily to:  

 

 Develop annual audit plans outlining the Authority’s activities and report on audit 

findings 

 Ensure that the Cooperation’s activities are legally implemented 

 Monitor financial documents such as receipts, invoices, vouchers etc.  

 Ensure the safety and security of Authority owned and controlled funds, assets, 

properties, furniture, equipment etc.  

 Participate in the inspection of stores inventories.  
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 Conduct performance of audits (or reviews), and subsequent follow-up, within the 

Corporation in accordance with the Strategic Internal Audit Plan 

 

4.1.4   DIRECTORATE OF MARKETING AND PLANNING 

 

Marketing Directorate is responsible for developing marketing strategies for the Corporation. 

These strategies outline clearly how the Corporation will promote its services to its target 

market with the aim of increasing its revenue base and maintaining a competitive edge over its 

competitors. The specific functions of the unit shall include: 

 Defining and managing the brand and services of the Corporation.  

 Conducting campaign management for marketing initiatives for the Corporation 

 Producing marketing and promotional materials that services provided by the 

Corporation 

 Creating content providing search engine optimization for your website.   

 Monitoring and managing social media producing internal communications.  

  Conducting customer and market research.  

 Overseeing outside vendors and agencies 

5.0 ANALYSIS AND RECOMMENDATION 

5.1 STATUTORY FRAMEWORK OF THE SIERRA LEONE ROAD TRANSPORT  
       CORPORATION 

The Sierra Leone Road Transport Corporation draws its legal mandate from the Corporation’s 

Act No. 17 of 1964. This instrument and the mandate of the Corporation positions itself as a 

Government owned transport service institution, having the legal responsibility to provide 

effective and efficient transport services to the public.  

Due to the limited capacity, and consequently, the presence of the Corporation in other key 

provincial town of Sierra Leone, there is a need for the Corporation to be re-energized to serve 

its intended purpose and live up to its mandate.    

https://www.thehartford.com/business-playbook/in-depth/defining-business-brand
https://www.thehartford.com/business-playbook/in-depth/search-engine-marketing-optimization
https://www.thehartford.com/business-playbook/social-media-marketing
https://www.thehartford.com/business-playbook/business-market-research
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5.2 STRUCTURE AND MANAGEMENT OF THE CORPORATION 

The Sierra Leone Road Transport Corporation is one of five institutions of which the Ministry of 

Transport and Aviation has oversight responsibilities. According to officials of the Ministry, the 

oversight over the Corporation has been limited due to an outdated transport Act that is yet to 

be reviewed. The Act is dated as far back as the immediate post-independent period. The 

provisions of the Act, which are not applicable to the current trend, affect the expansion and 

growth of the Corporation. 

During the analysis of the Corporation’s current organizational structure and Working 

arrangements, the Review Team having assessed the existing structure and working 

arrangements, recognized the need to introduce a new management structure of the 

Corporation. It was in view of these findings that, we recommend for the adoption of a 

directorate-led structure. The proposed management structure of the Corporation will be 

modified with a new nomenclature for the Head of the Corporation from ‘General 

Manager’ to ‘Executive Director’, with four (4) under-mentioned Directorates that will 

support the Executive Director: 

 Directorate of Corporate Affairs 

 Directorate of Operations 

 Directorate of Finance and Account 

 Directorate of Marketing and Planning 

The Review Team also affirmed, having reviewed the Corporation’s Act of 1964 that the 

Ministry of Transport and Aviation has oversight responsibility over the Corporation on matters 

related to policy making and implementation. Therefore, to strengthen the Ministry’s oversight 

and supervisory functions, we recommend that a technical officer of the Ministry be 

nominated to serve as liaison between the Corporation and the Ministry. This will enable 

the Ministry to have full knowledge of the operational function of SLRTC, and to also ensure an 

effective supervision, oversight, coordination and information sharing.  
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5.3 HUMAN RESOURCE MANAGEMENT 

5.3.1 STAFFING 

According to the information provided by the Corporation, the total staff strength of the 

Corporation is One Hundred and Ninety Six (196). This number is further categorised into 

permanent and contract staff. Most of the operational activities of the Corporation are done 

from the Headquarters, located in Freetown. 

We noted that the working arrangements are not up to the minimum standards required for a 

transport institution that has existed for over fifty four (54) years. Staffing arrangements are not 

aligned with the current management trend of a vibrant institution. We also observed that there 

are no schemes of service that will inform upward movement of staff, and the required skill mix 

for an effective transport Corporation. Also, the human capacity development is weak. 

The staff levels, based on the different categories are shown in the table below: 

Table 1 – Current Staff Levels of the Corporation  

No. Department Permanent Contract 

 General Admin 28 4 

 Human Resource 3  

 Training 2 1 

 Secretariat/Facilities 12  

 Finance 14 1 

 Technical 35 1 

 Sales Section 19 14 

 Operations 23 39 

 Total 136 60 

 

 

5.3.2 CATEGORIES OF STAFF APPOINTMENT CONTRACT 

The Review Team conducted an in-depth analysis of staff contract to assess the 

standardization of contract given. It was further discovered by the Team that three categories of 
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employees exist within the Corporation; namely: Permanent/Regular Staff, Contract staff and 

the category that is most appalling is the one without contract, which can be best described as 

Casual Staff. The chart below shows the percentage of staff that fall within the different 

categories: 

 
                     Source: Corporation’s Staff list 

    Figure 1 – Employment Category 

For further illustration of the different staff categories, the above chart explains that 136 staff 

represented by 63% are employed as permanent staff; whilst 60 are employed as contract staff 

represented by 28%; and on the other hand, 19 staff represented by 9% do not have contract. 

5.3.3 AGE PROFILE AND STAFF SUCCESSION STRATEGY 

A detailed review of the staff age and succession strategy has revealed that there is no proper 

tracking system of staff length of service, and succession plan after retirement. It also revealed 

that the Human Resource section does not have the appropriate tool and expertise to track and 

monitor staff progressive service within the Corporation. It also emerged that the lack of a 

centralized system with disaggregated staff data and years of service can created room for data 

manipulation.  The figure below gives a description of staff age categories and the remaining 

years of service: 

63%

28%

9%

Category of Employment - SLRTC

Permanent Staff

Contract Staff

Casual Staff
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                  Source: From the Corporation’s Staff list 

The figures on the chart above reveal that two (2) staff are due for retirement this year, 2018, 

while eleven (11) staff will be due for retirement within the next five (5) years. The statistical 

data analysis gives a picture of the progressive age categories, which will inform management 

on decision making relating to succession strategy. There is a need to track the age of staff 

without date of birth for proper monitoring of staff that will be due for retirement. 

5.3.4 STAFF TRAINING 

The Review Team observed that, the Corporation does not have a budget line for staff training 

and a comprehensive training strategy. The trainings offered by the Corporation are only meant 

to service public demand in order to generate revenue for the Corporation. Technical staff of 

the Corporation have little exposure to training that equip them to handle complex mechanical 

challenges relating to maintenance of the Corporation’s buses and other revenue generating 

equipment. 

As a transport service entity, the Review Team noted that staff of the Corporation are expected 

to be au fait with technical trainings, and skill improvement to enhance effective and efficient 

service delivery. By the same token, administrative staff should be exposed to regular training 

on management practices. In view of the above findings, we recommend that the Sierra 

Leone Road Transport Corporation develop a comprehensive Training Policy and Plan to 

reflect the current and future needs of a relevant and effective transport service entity, 

and that this should be reflected in the Annual budget of the Corporation.  
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5.3.5 STAFF QUALIFICATION 

The Review Team further observed that, the management structure of the Corporation staff is 

classified into five levels, namely; Senior Management Staff, Middle Management, Senior Staff, 

Intermediate Staff and Junior Staff. Based on interview conducted, it was revealed that staff 

classifications were randomly done without due consideration of staff qualification. 

We also noted from the staff list that most of the upper level Senior Management staff are 

appropriately qualified. However, this is not so for the middle level staff and other levels. 

The Corporation has a huge number of Administrative and Technical staff (shown on table 1) 

with different type of qualifications. From the analysis of the Corporation’s staff list, the Review 

Team observed that staff placements are not based on merit. The review revealed a lot of 

misplaced personnel within the different job classification of the Corporation.  

Accordingly, further analysis of the Corporation’s staff list shows a good number of staff 

occupying positions without having the requisite qualification. Analysis of questionnaires, shows 

that a lot of graduate staff are classified as Junior Staff. The misplacement of staff has been 

one of the contributing factors for the institutional weakness of the Corporation. We 

recommend that the Corporation solicit the expertise of HRMO to conduct a thorough 

staff audit and assessment for a better placement within the Corporation. 

The staff classification should be reduced to three levels, instead of five (5), which was an 

observation from the staff list. Therefore, we recommend for the Corporation to have three 

(3) of staff (i.e. senior management, Middle management and junior/support staff). 

From the questionnaires submitted, the Team observed that office of the General Manager has 

an Office Manager at managerial level. This arrangement is duplication of the function of an 

HR/Admin Manager. The Secretary to the General-Manager should be the care-taker of the 

General-Manager’s Office, and therefore, we recommend for the position of Office Manager 

to be subsumed into the functions of the HR/Admin Manager. 
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5.3.6 RECORDS MANAGEMENT 

The Corporation does not have a records office or a professional records management officer. 

There is basically no central depository for records. The need for this specialty in the 

Corporation was immediately apparent to the review team, when members of the senior 

management found it difficult to lay claim to recent documentation relating to the last audit 

report of the Corporation. All the documents provided to the team do not have a proper records 

label. The Corporation lacks recorded institutional memory which becomes more significant 

considering the fact that both the General Manager and Deputy General Manager are new and 

the Review Team could only rely on the recollections of the Finance Manager and Human 

Resource Officer other long term service staff. 

The lack of proper records management undermines the institutional strength of the 

Corporation because the Corporation is expected to collect, collate, analyze and report on its 

day to day activities for public accountability, research and audit purposes. We therefore, 

recommend that the Corporation establish records management unit, in order to have a 

centralized records management system within the Corporation.  

5.3.7   REVENUE GENERATION OF THE CORPORATION 

The Sierra Leone Road Transport Corporation as State Owned Enterprise (SOE) is designed to 

generate its own revenue from sources stated in Part III, section 11 of the Corporation’s Act of 

1964. It states the following: 

 Takeover, operate and maintain the public transport services of the Government for the 

conveyance of passengers and goods at affordable cost; 

 Maintain, and where necessary develop any premises, workshops, depots and other 

installations; 

 Any other means deemed appropriate and related to Corporation’s activities. 

The chart below gives an illustration of the revenue stream, detailing the income and 

expenditure of the Sierra Leone transport Corporation for the fiscal years 2014 – 2017. 
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                  Source: From the Corporation’s financial statement 

The chart above gives a description of the performance of the Corporation in terms of 

generating revenue. From the illustration on the chart, the Review Team observed an 

inconsistent stream of revenue flow from 2014 – 2017 fiscal years. 

The Corporation has experienced an unsteady flow of revenue throughout the four (4) stated 

years. Instead of actualizing a stream of increase revenue flow, the Corporation for past years 

has experienced a decline in its revenue generation. From the analysis of the chart, there is a 

sharp drop of revenue in 2017. This decline in revenue threatens the Corporation’s ability to 

sustain and service its daily operational demands.  

6.0 LEGAL FRAMEWORK  

The Roads Transport Corporation operates under the provision of Act No. 17 of 1964. The 

Corporation is governed by a Non-Executive Board of Directors consisting of a Chairman; (4) 

institutional representations from the Ministries of Transport and Aviation, representative 

appointed by the Ministry of Finance; the Manager of Sierra Leone Airways; the and the 

Establishment Secretary as it was called. 

After a review of the provisions of the Act, the Review Team observed that the Act and its 

provisions are obsolete, as lot has changed over the years, which should be reflective of a 

modern transport entity. The Act and its provisions are not aligned with the current national 
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trend of development. Therefore, the Team strongly recommend a thorough review of the 

Corporation’s Act of 1964 as the Corporation is trying to transform itself into a well-

functioning public transport entity in Sierra Leone. 

Since the Sierra Leone Airways is no longer in existence, we recommend that an official 

from the Airport Authority serves as a replacement for the defunct Sierra Leone Airways. 

6.1   HUMAN RESOURCE MANAGEMENT 

Institutional development in the Sierra Leone Road Transport Corporation is essential and 

therefore capacity building should be prioritized. If the Corporation is to be transformed into an 

effective and efficient public transport entity, it should embark on an effective Capacity building 

effort and a robust transformational drive. We accordingly recommend for the consideration 

of the Board and Management to engage the expertise of HRMO to develop a human 

resource management plan for the Corporation.  This will include the following steps; - 

1. Staff rationalization following a Job evaluation. 

2. Development of Schemes of Service for all Posts 

3. Development of Training Plans  

4. Periodic training of all staff at all levels. 

We believe that the new (proposed) structure will bring professionalism into the Corporation 

and facilitate efficient division of labour and specialization. It must be emphasized that merely 

putting in place a functional structure is not the answer to chaos and poor performance. It 

should be informed by good policies, management and technical systems. Should this new 

structure is accepted by the Corporation, We recommend for an engagement with HRMO to 

design new job descriptions for the new positions created on the proposed organogram 

(as shown in annex 1). 

We also noted that the Corporation is involved in contractual arrangements with different 

companies, donors and service providers, but does not have a staff with legal background to 

provide legal advice and interpretations of the numerous agreements signed. We have taken 

care of this in the new structure by recommending that the position of the Corporate 

Secretary be occupied by someone with legal background (at least an LLB) who will 
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collaborate closely with the Law Officer’s Department/Attorney General’s Office on 

matters related to matters on behalf of the Corporation. 

6.2   CORPORATION’S BUS MAINTENANCE AND REPAIRS 

We observed that there are serious problems with vehicle maintenance that the Corporation 

needs to address immediately. One such problem is the large number of sub-standard spare-

parts imported into the country.  In most cases, these spare-parts serve for only a short period 

of time.  Another problem is the high volume of non-tropical vehicles purchased for public 

transportation purposes for which our local mechanics are not trained to maintenance.  

It was reported that another related problem is the sub-standard level of vehicle maintenance 

and repairs. The technical staff of the Corporation only have experience working on older 

models of vehicles, and do not have the relevant equipment and access to modern working 

tools to diagnose and fix some types of vehicles. We therefore recommend that the 

Corporation import public transport vehicle that are environmentally friendly, and are 

staff skills upgraded to service latest models of vehicles. 

6.3 BUS SERVICES AND FACILITIES PROVIDED BY SLRTC 

This section covers the level of public bus services and facilities provided by SLRTC before the 

introduction of the new fleet and the arrangements for introducing the 100 new buses, acquired 

by the Corporation in July 2015. The Size of the bus fleet from our analysis of data provided by 

the Corporation on the number of buses in its fleet shows that the number of buses has varied 

from year to year, but fell significantly in 2015 to a total of just 39. The figures include 64 new 

buses acquired by the Corporation between 2011 and 2013 and reflect the fact that a significant 

number of buses had to be withdrawn from service over the five year period. 

Table 2 

Summary of buses in the Workshop Summary of maintenance buses to Operations 

LCK6108T. Buses  -   08 LCK6108T. Buses    -  20 

LCK6780D.Buses   -   09                             LCK6702D. Buses   -  18                                                                                                                                                                                                                                                                                                                                   

LCK6780D .Buses   -   06                              44 buses (Road Worthy 
buses)                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     
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LCK6702D.Buses   -   26  

                                    43 Buses  

 Source: From the Corporation’s asset register 

 

Considering the total number of buses at the disposal of the Corporation (both road worthy 

buses and those under maintenance) against the total number of drivers, which is translated 

into a ratio of 3:1 (i.e 3 drivers to 1 bus), it is apparent that the current arrangement is not 

economically viable for the Corporation. We therefore, recommend for the Corporation to 

collaborate with the Human Resource Management Office (HRMO) to undertake right-

sizing measures. 

6.4   OFFICE SPACE 

The present location of the Authority is adequate but there is need for improved working 

condition. From the review, it was observed that most of the administrative staff do not have a 

conducive working environment. You cannot find a fan in most of the offices, let alone to talk 

about air-conditions. The absence of these basic office luxuries affect staff performance and 

productivity.  

It was further observed that staff do not have good working desks and chairs. This in itself is 

also a factor responsible for poor performance of staff. We therefore recommend that the 

Corporation create the enabling and conducive working environment to enhance staff 

performance.  

6.5 COMMUNICATION WITH STAKEHOLDERS 

During the review, it was observed that the Corporation does not have communications and 

marketing strategy. The absences of Marketing and Communication units have seriously 

affected the visibility of the Corporation. The establishment of a communications strategy, will 

significantly help to step up the Corporation‘s profile and visibility. Sensitization of the public is 

key and marketing of the Corporation’s services should be conducted periodically. We 

recommend that the Corporation develop communications and marketing units to 

establish relationship with the public.  
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6.6 REVENUE GENERATION AND FINANCIAL PROCEDURES 

In terms of revenue generation and financial procedures, the Sierra Leone Road Transport 

Corporation generate revenue through the sale of bus ticket and rental, rents from warehouses, 

fees from providing technical training to the public etc.  

From the analysis of the questionnaires, the Review Team observed that too much cash 

exchange hands on a daily basis. This method of ticket sale and face to face cash transaction 

pose a lot of risk to proper financial control and management of the Corporation. 

Whether the insufficiency of funds is a result of poor revenue generation or lack of proper 

financial planning in the Corporation, lack of funds is one of the serious challenges facing the 

Corporation, and it has impacted negatively on it overall performance in term service delivery 

and institutional strengthening.  

The Corporation without recourse to loan finds it difficult to procure technical equipment and 

provide professional training opportunities for its personnel to ensure that they are abreast with 

the latest and most efficient technologies and methodologies for their work. We therefore, 

recommend that Corporation adopt robust financial control measures, by introducing 

automated financial software that track all revenue generated by the Corporation on real 

time basis. 

We recommend that the SLRTC develop a comprehensive plan for operating its 

expanded fleet of buses as soon as possible. This should include realistic schedules for 

provincial and city routes, detailed arrangements for ticket sales and revenue management, 

and detailed financial and management reporting arrangements. The reporting framework 

should include specific targets for the frequency and timeliness of bus operations and revenue 

generation. 
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6.6.1 INTERNAL AUDIT  

The Corporation has an Internal Auditor. The Review observed that the authority of the Internal 

Auditor in enforcing financial control measure is weak. The review exercise noted that the 

Corporation has not been audited since 2015. This explains the reason for the inconsistent flow 

of revenue, which could be attributed to the lack of an audit exercise for the last three (3) years. 

We therefore, recommend for immediate audit of the Corporation by the Audit Service Sierra 

Leone. 

                                                           
iGovernment of the Republic of Sierra Leone Transitional Team Report 2018, p, 28 
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ANNEXES 

MANAGEMENT AND FUNCTIONAL REVIEW (MFR) 

QUESTIONNAIRE FOR HEADS OF INSTITUTIONS, DIVISIONS & UNITS 

The purpose of this questionnaire is to determine the nature of the overall strategy and structure of 

the MDA/Institution to enable the team identify key issues and proffer appropriate 

recommendations.  

Please answer the following questions as comprehensively as possible. Use additional sheets 

where necessary.   

For further inquiry relating to the process please call 080-610090or email awilliams@psru.gov.sl. 

NAME OF ORGANISATION:………………………………………………………………………………… 

DEPT/ UNIT: ………………………………………………………………………………………………….. 

JOB TITLE:……………………………………………………….……………………………………………. 

LOCATION:……………………………………………………………………………………………………. 

DATE INTERVIEWED……………………………………………………………………………… ……….. 

TEL(MOB/LAND): ………………………………………………...................................................... …… 

EMAIL…………………………………………………………………………………………………………… 

1. SECTION A : LEGAL FRAMEWORK, MANDATE, MISSION AND VISION (Questions 1&2 
to be answered by the Head of the Institution only) 

 

2. Is there any legal framework/Act for the establishment of this institution? If yes, please 

provide a copy of the legal instrument(s) or any document(s) relevant to the formation and 

work of the institution.  

 

3. Please state the following clearly (in writing) in relation to the institution 

 

 Mandate: 

 

 Mission: 

 

Vision: 
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SECTION B: FUNCTIONS 

4. As head of a department, division or unit within the MDA, state your specific 

mandate/purpose/objectives as it relates to the achievement of the institution’s overall 

mandate (Add additional sheets if necessary) 

 ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

5. Please list the main functions of your department, division or unit within the MDA/Institution.  

These are the key activities that are undertaken which deliver the mandate. (Add additional 

sheets if necessary).  

  
a. __________________________________________________________________ 

b. __________________________________________________________________ 

c. __________________________________________________________________ 

d. __________________________________________________________________ 

 

6. To improve efficiency and effectiveness, is there any of the function(s) recorded above 

 could be: 

 Expanded________________________________________________________________ 

 Outsourced_______________________________________________________________ 

 Privatized________________________________________________________________ 

Commercialized___________________________________________________________ 

Stopped__________________________________________________________________ 

 

7. Please state any  challenge(s) encountered in carrying out the functions of your department, 

division or unit within the MDA. 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 
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8. How could these challenges highlighted above be overcome 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

9. What are some of the key challenges experienced in terms of procedures, processes and 

systems? 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

10. What do you think should be done to address the challenges highlighted above? 

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________ 

 

SECTION C: COLLABORATION AND COORDINATION  

 
INTERNAL 

11. Which other departments/divisions/units within the institution do you collaborate with? 

 ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

12. How do you collaborate with the above stated departments/divisions/units? 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

13. What, if any, can be done to improve areas of collaboration with other 

departments/divisions/agencies/units: 

 ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

14. What are the difficulties do you experience (including overlaps or duplications of effort etc.). 
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 ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

 

EXTERNAL  

15. Does your institution have oversight function? If  Yes list the institutions under your 

supervision. 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

16. Explain the nature of your oversight functions 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

17. What difficulties do you experience (including overlaps or duplications of  oversight 

functions)? 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

18. Which are the other institutions/Govt MDAs/ outside of yours with which you collaborate in 

the performance of functions?   

 ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

19. What can be done to improve areas of collaboration with these institutions/agencies: 

 ________________________________________________________________________

________________________________________________________________________ 

What programmes or projects are you responsible for? (Use additional sheets if necessary) 

Funding 

Agency 

Programme/Project  Objectives Institution’s 

Role 

Budget Status 
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20. State successes and challenges of such a project (s). 

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________ 

 
SECTION D: ORGANISATION/ OPERATIONAL STRUCTURE 

21. Please provide us with an organizational structure (diagram that presents lines of authority 

and reporting) for your unit/dept. 

22. In terms of supervision, who do you report to? 

23. Who report to you? If any?  

24. Do you/or your department/agency/unit operate from more than one office?  Yes /No 

If yes, where are they located? 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

 
SECTION E: HUMAN RESOURCE MANAGEMENT, RECORDS MANAGEMENT, STAFFING,  

 
TRAINING AND CAPACITY BUILDING 

 

25. Please provide information on the staff strength under your supervision, including name, 

sex, post, date of 1st appointment, and qualifications  
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Table 1.  Please complete for staff under your supervision *(by grade if applicable) 

NAME  Position Sex STATUS 

(permanent, 

temporary, 

contract, 

casual) 

 

DOB 

Date 

Of 

Appt 

Qualifications End of 

Appointme

nt for 

Contract 

Officers 

 

26. Please explain the recruitment process. 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 

27. Do you have a Job Description that defines your role and responsibilities at this Institution/ 

MDA? If yes, please outline your key roles and responsibilities. (Use additional sheet if 

necessary) 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 

28. Please state any challenges you currently face with the staffing situation in your dept/unit 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 

29. Do you have a training and capacity building policy? If yes,  please provide a copy. 

30. Do you conduct training needs assessment? If yes, when last was it conducted? 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 

31. Please provide a list of training(s) undertaken by staff for the past 3 years. (Use additional 

sheet if necessary) 
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____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 

32. How do you appraise the performance of your staff? 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 

 

SECTION F: ICT 

Current IT Equipment Capacity in your unit/dept 

 Essential Equipment Current Condition   

Number 

Needed 

Type Available Good Needs Repair Obsolete Not Available 

 

 

      

 

 

      

 

 

      

33. What IT facilities do you require for your work that are lacking? 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

34. Please provide a justification for your additional IT requirements. (e.g. How will service 

delivery be affected or improved?) 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 

 

SECTION G: COMMUNICATIONS AND STAKEHOLDER ENGAGEMENT 

35. Do you have a Communications Strategy? If yes, provide a copy. 

36. What are the modes of communication internally/externally 
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37. How does the public communicate their interest and/or concerns to your MDA? 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

38. Please state any challenges in your interaction with any of your 

stakeholders/partners/clients/general public. 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

39. How can communication be improved to enhance coordination and collaboration? 

a. Internally 

_____________________________________________________________________ 

b. With other MDAs  

_____________________________________________________________________ 

c. With your key clients/ primary beneficiaries 

_____________________________________________________________________ 

d. With the general public  

_____________________________________________________________________ 

 

SECTION G: FINANCE, BUDGETING AND PROCUREMENT 

40. Please state any sources of revenue generation in your unit/dept 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 

41. Do you set annual revenue target? Yes/no 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 

42. If yes, how much have you been able to generate for the past three (3) years? 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 
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43. How do you normally account for the revenue generated? 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 

44. Is the MDA part of the Annual Budgetary process organized by Ministry of Finance? Yes/no 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 

45. If no, explain the budget formulation process including any challenges for your unit/dept 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Please state, if any, challenges encountered with revenue generation. 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 

46. Explain the processes used for procuring goods, equipment, and services in your unit/dept   

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 

 

PLEASE PROVIDE ANY ADDITIONAL INFORMATION THAT COULD HELP THE REVIEW 

TEAM IN UNDERSTANDING YOUR WORKING ENVIRONMENT  

 

Thank you very much for your cooperation 
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Job Analysis Questionnaire 

 

JOB DETAILS 
 

Name of Interviewee(s)/Jobholder: 
 

Date: 

Job Title: 
 

Supervisor/Manager Title: 

Agency: 
 

Department: 

Unit: 
 

Salary Scale: 

Job Summary: Describe the purpose of your job in 2-3 sentences (what do you do and why do you so it? 

 
 
 
 

Key Duties: Briefly describe the duties/responsibilities of your job.  Please list these duties in order of 
importance and include the estimated percentage of time spent or required for each activity. 

Duty/responsibility 
 
 

Estimated 
Percentage of 
time (%) 
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Occasional duties:  In bullet form, list any additional duties that the job holder would be required to 
carry out in the position on an infrequent/occasional basis. 

 
 
 
 
 
 
 
 
 
 
 
 

Staff responsibility:  Draw a simple organogram to show your position, the job-titles of whom you 
report to, and those that report directly to you.  Indicate the number of staff in each of these positions. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
No. of direct reports: 

Responsibility: Identify quantitative factors for your job, such as equipment, finances (budget 
responsibility), consumable stocks and other major factors that indicate the scope and complexity of 
your job.  Also indicate your specific level of responsibility with regards to those quantitative factors. 
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Equipment 
 
 
 
 
Finances (Budget Responsibility) 
 
 
 
 
 
Consumable stocks 
 
 
 
 
 

Judgement and Decision-Making:  Describe the level of decision-making authority for your job.  
Distinguish between decisions/recommendations referred to someone else and those where you have 
the final authority. 

 
 
 
 
 
 

Educational Requirements:  Indicate the minimum education level required to perform this job.  Please 
do not describe your own education levels, rather it should be the minimum required to successfully 
perform the job. 

 
 
 
 
 
 

Related Job Experience/Qualifications:  List the number of years or previous work experience required 
to successfully perform your job.  Please do not describe your own skills and experience, rather it should 
be the minimum amount required to perform the job. 

 
 
 
 
 
Additional skills:  In bullet form, please list any additional skills needed in addition to the experience 
and educational requirements listed above.  Please elaborate. 
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Mental skills:  this section considers the degree to which the job requires problem solving, extent of 
planning and the level of creativity required to do their job 

 
 
 
 
 
 
 
 
 
 
 

Contacts:  Indicate the nature and frequency of contact the job has with colleagues within the 
organization (internally) and with external parties (externally). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Work environment:  What is the nature of your work environment (exposure to heat, cold, noise, 
fumes, etc.)?  Does the job require frequent travel:  If so, describe nature and frequency of travel.  Are 
you exposed to any hazard as a direct result of your job?  Is your job physically demanding?  Indicate the 
nature and frequency of leisure disruption in your job (working unplanned overtime or weekends, 
travelling/working away from home, vacation disruptions) if any. 
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Additional Information:  Please provide any additional information that you did not include in any of the 
above sections that would aid in ensuring that this job description represents an accurate and complete 
picture of the job. 
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LIST OF PEOPLE CONTACTED: 

 

Isaac Ken-Green - General Manager   079-988800 

Emmanuel A. Tarawalie- Deputy General Manager 078-582590 

Abibatu M. Dumbuya - Corporate Secretary  078-316244 

Mohamed Tejan-Kella - Finance Manager  078-316241 

Osman Kanu  - Procurement Manager  078-316239 

Alhaji S. Rashid - Chief Storekeeper  078-988820 

Mariama Fofana - Senior Bus Hire Officer  078-524060 

Mohamed Bangura - Human Resource Officer 078-121868 

Abu Bakarr Mansaray - Assistant Depot Supervisor 078-988822 

Patrick Nelson  - Works Supervisor  078-988787 

Isaac Conteh  - Internal Auditor   078-316247 

Mahmoud Kamara - Finance Co-ordinator  079-998446 

Chernor M. Barrie - Chief Driver   078-524037 

 

 


