
Administration 

Since th e Secretaria t wa s restructure d i n mid-1993 , i t ha s delivere d 
expanded an d more sharply focused programmes and services to membe r 
governments i n accordanc e wit h th e principle s se t ou t i n th e 199 1 
Harare Commonwealt h Declaratio n an d th e priorit y concern s whic h 
governments hav e identified . Administratio n suppor t i s provided espe -
cially i n th e area s o f personne l management , financial  management , 
accommodation, an d conference, printing , informatio n technolog y an d 
library services . 

Staff 

The total Secretariat staff strength by mid-1997 was 348, reflecting a  con-
tinued reductio n sinc e mid-199 3 whe n th e numbe r o f position s wa s 
reduced fro m 43 1 t o 360 . The Secretaria t ha s als o continued t o recrui t 
staff fro m a s wid e a  Commonwealt h geographica l bas e a s possible . 
Whereas i n 199 5 staff came from 3 3 countries, by early 199 7 that sprea d 
had increased to 37 countries. In late 1995 , at the request of governments, 
a study was commissioned t o review the grading of posts and establish th e 
competitiveness o f remuneratio n packages . Th e exercise , undertake n 
with th e hel p o f consultants , ende d i n earl y 1997 . Government s hav e 
approved th e consultants ' recommende d change s i n gradin g an d pa y 
levels a s well as in staf f performanc e appraisa l processes . These change s 
are being implemente d wit h a n expectatio n tha t staf f performanc e wil l 
be enhanced an d highe r level s of productivity achieved . 

Measures t o enhanc e staf f productivit y includ e greate r us e o f com -
puters i n th e Secretariat . Interna l an d externa l communicatio n b y 
electronic mai l has been introduced . Th e developmen t an d implemen -
tation o f informatio n technolog y i s being oversee n b y a n Informatio n 
Technology Steerin g Grou p chaire d b y a  Deputy Secretary-General . 

Activities aimed a t increasing the skil l levels of staff were undertake n 
through tailored-mad e seminar s an d workshop s organise d in-hous e a s 
well a s by havin g staf f atten d shor t externa l trainin g programmes . A n 
internal Staf f Developmen t Advisor y Committe e give s guidanc e o n 
training priorities an d implementation . 

A lis t o f Secretariat senio r staf f i s given a t Appendix V . 

Finance 

The problems which were encountered whe n the Financial Managemen t 
Information Syste m (FMIS ) wa s initiall y installe d an d implemente d 
have now been resolved and the system is widely used by Secretariat staff . 
The FMI S generall y meet s th e curren t financia l an d managemen t 
accounting an d reportin g need s o f th e Secretariat . A  Projec t Activit y 
Monitoring an d Managemen t syste m (PAMM ) i s bein g continuousl y 
developed. Th e curren t operatio n o f FMI S an d PAM M facilitate s th e 
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preparation of financial and management reports , which enables more 
effective financial  monitoring and control. 

The Secretariat's Assessed Budget and budgets for other funds are at 
Appendix VI , wit h programm e budge t allocation s fo r 1995/9 6 an d 
1996/97. 

Facilities and Support Services 

In 1996 , new arrangement s wer e mad e fo r th e Secretariat' s printing , 
library and archives, and sale publications services , which enabled th e 
Secretariat t o withdraw fro m th e offic e buildin g a t 1 0 Carlton Hous e 
Terrace in London SWl. The Secretariat's offices ar e now in two main 
locations, Marlborough House and Quadrant House, both in Pall Mall, 
London, though one division, the Economic and Legal Advisory Services 
Division, an d the Secretariat' s archiva l storage continue t o be housed 
elsewhere. During the period under review, member countries agreed on 
a Policy for Shared Commonwealth Record s which allowe d for docu-
ments to be released to the public after 30 years, subject to the approval 
of Commonwealth governments. Records for 1965 and 1966 released in 
early 199 7 included th e 1965/6 6 papers of the first Secretary-General, 
Arnold Smith, and this practice will be followed yearly . 
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