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DATA MANAGEMENT FOR EFFECTIVE
MANPOWER PLANNING IN LOCAL GOVERNMENT

BY
OKEME, UKWUMONU PATRICK
DEPARTMENT OF PUBLIC ADMINISTRATION,
KOGI STATE UNIVERSITY, ANYIGBA.

Abstract:
This paper takes a look at the of Man Power Planning as a concept that involves

‘critical analysis of supply | demand, surplus, shortages, wasfage and the

utilization of human resources. The objective of this paper is, thersfore, to
address data management problems in the local government system and ta

“demonstrate how its management relates to effective manpower planning. The
overriding understanding of this paper is the fact that manpower planning has, as
{ its valus, the development of skills, concepts and abilities for the national
_economic objectives of public and private institutions (Ogunniyi, 1992).

Manpower planning has two phases-planning at the naticnal leve! fnacro) and
planning at the organizational level (micro).Both primary and secondary

methods of data gathering were used in gathering relevant information’s for this

anpower planning is a concept thatinvolves critical analysis of supply, demand,
urplus, shortages, wastage and the utilization of human resources. Its primary
qoal is the adoption of policy actions and strategies which will not be stressful
énd/or be a negation of endeavours to balance the equation of supply and
temand of manpower required for the socio-economic and political development
ofa nation. Manpower Planning is concerned also with the development of a
tion. Manpower Planning is concerned also with the development of critical
man competence, skills and attitudes, which match occupational,

Dibfessional, administrative, and technical demand for the national and sectoral

hmmm_ou:,_m:_ of all the socially desirably activities of a nation. Thie overriding
Nderstanding of this process is the fact that manpower pianning has, as its

lue, the development of skills, concepts and abilities for the national economic

e

Djectives of public and private institutions (Ogunniyi, 1992).

- Manpower Planning has two phases-planning at the national level (macro)

dplanning at the organizational leve! (micro). The two planning functions are.
urse, interrelated. The two phases of manpower planning also have one

rtant feature in common. Planning manpower at the organizational level

als with both the national appraisal of human resources in-flow and out-flows.
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Both are concerned with estimating demand and supply ugm:an:m. ._‘Em, isa
continuous process involving predictions about gross and zwﬁ m:w_wm_mm of
i ; i isting manpower SIOCK. , In

- having taken cognizance of exis nan :
Bm:%ﬂwﬁﬂm nw_,aamo: hasis between manpower planning atthe uca:oﬁwcm_ and at

te is the inevitable task of appraising human capital

the organizational jevel

formation, making forecasts about utilization, demands and developing strategy '

velopment and utilization. , .
% Bmﬂﬂwﬁwﬂm_m of :wmn_d planning of manpower at the national level is such that

attention is given to the mu@ﬁm@&m demand phenomenon z‘ﬂ; _m.m_wm: ta
manpower demand for private companies. gmojo-am:uoémmw“mzﬂ_jm ﬁ_:moﬁm.wwa
on either information given by the sector oris Boﬂ_cmﬁma by feedt mm Ema mma y
government officials who demand such information from priva e companies,

greater

. i lf-enlightened interest, a number Q.ﬂ .oq@mz_umco:m have
mﬂma.ﬁ:%wﬂm__wmé: m%ﬂmSm for manpower planning. This is m.Mc%%:MMwﬂﬂ%m
_.:m:m_@m:,,m::c:ozo:_E_J_o: is handled by top management, guided oy porate
Uo__o_mwomm%ﬂm‘_ﬂmﬂ,ﬁwwc (1998), records are means of preserving information for
future use. In :.Jm offices, officials are wc:,o::ama by files, Uowrmm mhmﬂw_wmﬂw:m”a
conftaining information to furnish them with adequate facts cm e sl ,6@.
But unfortunately, due 10 inefficient records .9ﬂ managemen me i am
officials do not avail themselves of mamacm.ﬁm._.rn._mE and monEm.ﬁ.m _:>m ity
nmo__mmo?amx__:mm:%qo_;_._mamfoﬁm,a moﬁ_cn_mmozjmwﬁmnﬁm ion. s Bma_“
need is felt to have a systematized way of collecting, storing a i

Manag

common to all organizations, the type of records, which would be maintained inan

: i f its operations. The form in which
ise, would be related to the nature of its
wMMM”mw have to be maintained will also vary with the systems of work of the |

izati [ ilable ata particular time.
ion and the nature of equipmentavai part , .
o&mzmﬂm tc the introduction of large-scale oﬁ.@m:_wmﬂ:os with the ?mqw%%
complexity of business operations, the need for mmﬁ._m:m zm:mwﬁwgﬂwmw%m_c
i fore. No organizationcanber tivell
robably greater today than ever be )
_Mouam:mh%m size, without a good records Bm:mwmamﬁﬂ muﬂﬂd. Aoanmwmﬁm%m
: ignifi ortions.

i records has also assumed significant prop 5. :
e ay are, therefore, seriously concerned with devising ways al

managements tod ) :
Bmm:m of increasing efficiency of records maintenance simultaneously

jon in the costinvolved. . : |
qma:ﬂ%_ﬁnz stated, record is storage of information. It refers to all papers, baoks

; : 0

terials created or received by
s, photographs and other documentary ma : il

ﬂmm_mmm_ or w_.mwammmo: and retained for future use. When all sorts of inform

are kept in documents they become records.

with 1
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Part of the criteria for measuring the efficiency of any organization is the
relative ease with which ane can access information {data) in the organization.
These data include information on the organization itself, on trends and changes,
on the personnel, on external relations, and programmes. This information, which
is ‘'contained in different types of records kept in all departments of the
organization, relates to manpower planning. Records ensure easy continuity of
administration in management functions if the cardinal personnel principles of
need, equity, and democracy must be achieved.

Buta survey of several areas of the operation management weaknesses in
the lacal government system indicates that personnel data management. which
is a crucial activity in an organization's pursuit of excellence, in a priority problem
area. During some surveys, for instance, it was difficult for some profile. In
extreme cases, some Federal, State and Local governmentis do not have desk
information on the number of staff on the ground. Embarrassing enough, some

staff personal files contained no information on the staff except the appointment

letter and annual leave forms. The problem of records keeping assumes further
dimension if a look is taken at the Planning, Research and Statistics (PRS) unit.

‘None Governmenital Agencies do not have a Well-Staffed PRS unit too and not

‘the government alone. Without adequate recards, planning, including rmanpower
- planning is cumbersome.

The objective of this paper is, therefore, to address data management

_...nac_mam in the local government system and to demonstrate how its
{ -management relates to effective manpower planning.

; fiacti is sy is known as Records |
information available for the needed'action. This system

ement System. While the basic objectives of maintaining records may ke ”...”.._gE_uomm and Types of Records/data

" .._..: Purpose:

Records, according to Durham (1961), have three purposes, namely:

fan To store information about employees and event connected with them
and to give animmediate, reliable, and up-to-date picture of each employee. The

application form and staff personal data form, for instance, give a detailed history
ofthe employees before they join the organization and other events thereafter,
Provide statistical information which will form the basis of policy decisions.
Records are also useful as a measure of success of the organization's
personnel policies. Such statistics include employee strength, labour
turnover rate, absence rate, and sickness rate. The health of an organization
can be diagnosed where accurate data are kept.

Forms, which are also records, are used to request, authorize, or assist
actions for the standardization of routine administration.
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~ontribute to the growing need for Sm._:ﬁmﬂ:_.:u records in an
Wa:mmwu”mwﬁm:%u_mam_, an oﬁm:__wmzoj._ .Em aoﬁ_, azmﬂaom:o: and mﬁm:.wmm
over space and time will be its activities. Man's ability 1o ncmmﬂm_ﬁaw:.wo “

activities in person and to retain information in his memory is limited. .cﬁ_n _o_m 0

information has made it difficult for Jcam: memory Ho._.mwm_s_m__ the in ozjm ion

after a long period. We need information after along period cftime, as a aww ‘_mzm

can notrely on hurnan memory. With records, 8 manager can supervise w_o ,,H: _Mm

over a length of time and of a variety and volume that he may not be w mH., o do

completely from his memory. By mﬁo::@.x.:oé_ma@m. records make acts mﬂ:a
figures available when they are needed ._:amumsam:% of the capacity oﬁ.m
person's memory. They also make data available to people who are not presentin

the activity ata particular place or time. Others are: . o

B As the life of an enterprise usually extends beyond Em life mwn%n a< o)

anindividual, working in it, itis :mommmeﬁ preserve oum_qmﬁ_o: Qmw.m in _._,oun:”m_w_.ﬁ

of the memory of & person. The only way it can be done is by storing _mﬁ atain

the form of records. Itis said that officers (offices) come and go but ,_:m w: m.%ﬂ%m

remains. Its day to day activities continue. New offices are acquainted wi e

.wmmﬁ%m_mcmﬂm%m%wmgmam Law requires that certain records should be kept gﬂm:

| enterprise. We have to keep records because of legal qmnz_aam:a.: or
instance, law requires that a chemist should have true record of those whom

n expired drug.

r wmwmr__a:wmv._:% - >n8m§mg_:{ simply means that for ﬁrmﬁmqmq we do, we
have to account for it. In a demacracy, accountability forms the most
important features of public service. Public servants are mnmocamc_m ﬁm the
general public, legislature and judiciary. They must show that they have ._m%_._
impartial, honest and dedicated in discharging their duties. ; is
accountability is shown in record form aq,_:mﬁm:om._ afinancial account shows
his financial accountability by preparing his m.:m:o_m_ statements. .

- Record keeping is essential for the overall improvements of H:m.m_._.mmaz_wm.
We say that communication is the U_o.oa that flows in the organization. ILis
information and facls thatare communicated to all partofthe oqmm:mmgom ;

[ Inan enterprise a large number of person qux.‘ Facts are .ncw to records w
enable other person to make use of the information stored in the memary oﬁ
anindividual. No enterprise can be run mmmﬂ_c.m_&é;_._o& ,m_ooa_ managemen
information system. For proper n_ﬂnc_mﬁ_os Q.. _aoﬂ:,_mgo:_ _.:qujmzo:. is
stored in dacuments. It is all useless if an individual retains this information
without putting it across to others (Nwizu, 1998).

. ization keeps, Wil

Types The types of records and data, é:_n: an organization .
amum;aﬁs the nature of its functions over what information is really important in
achieving its goal and objectives. For example, 5.@ personinel um..um_.ﬁam:» Qﬂw
typical government concem would, among other things, keep detailed records 0
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the particulars of each member of staff; informatics an approved staff strength
(required establishment); nominal roll, seniority list, manpower inventory
(present job, qualification and skills, experience, age, salary, gender, etc);
conditions of service; pension or superannuating scheme; accommodation:
guidelines on personnel issues, etc. .

A technical unit would, in addition, keep records such as description of
equipment in use, their locations, conditions, and life span. Records are keptin
written form or through mechanical devices such as the computer and
microfilms. :

Personnel records and information management involve several
processes of which filling is one. Starage and retrieval of files cold prove difficult if
the wrang type of filling equipment is used.

Personnel Data and Manpower Planning News

Personnel records, according to Opeodu (1992), provide the basic information
for manpower policies, plans, and procedures. They enable management to
know mare about their workforce and the knowledge and skill available, in order
tomaintain and improve upon their level of performance. ,

Adequate information can, among other things, help keep career
officers to;

[ Base decisions on facts rather than guesswork

I Match production schedules with available manpower resources.

[ Assessindividual level of performance.

M . Detect and have better control over problems of recruitment, labour
turnover, lateness, sickness, accidents, absenteeism, promotion,
transfer and disciplinary procedures

! Provide essential data for manpower planning and forecasting,

education and career training pay administration, death safety, and

general organization health.

" Provide data for rendering returns to the headquarters, state and federal

government.

The present is often much more meaningful when we have_a better
understanding of the past. This can only be made possible with gued record
keeping containing reliable data.

Data management is the art of preserving essential records accurately in
an organization and subsequent speedy retrieval for decision-making. Data
management is as important as other resources such as manpower and finance.
ltis so important that on it depends the success of other management activities
such a human resources, finance, and policy-making.

Data Management Problems in the Local Government
15 The commonest system in the local government of maintaining, storing,
and retrieval of manpower recards and information is the use of files in the

4
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registries. Most of these ﬂm@_ﬂ_._,_mw are usually dingy places, ill equipped,
poorly staffed, and poorly ventilated. The records room is usually neglected
and therefore occupies a low position in maintenance priorities. Yet it is

supposed to be the nerve centre of the organization.
Local governments still employment antiquated methods of records

keeping. With the growing number of the workforce and the consequent

accumulation of papers, record keeping becomes tedious. Only modem
management technigues, including the provision of appropriate filing
equipment, classification, indexing and systematization, can adequately
address the increasing records problems. _

Inadequate accommodation: filing equipment is a serious data
management problem in the system. Most local government do not have

steel cabinets to shore up their records. Lack of equipment also hampers

the retrieval of records.

Most scheduled officers in charge of records are not properly trained-on |

their job. As a result, they perform their duties haphazardly to the detrimen

of the overall efficiency of the system.
Some officers indulge in hoarding needed files. Very often, they extrac!

information from files by removing some pages without leaving a note in.
such files to denote the action they have taken. If and when data are {
needed. the files become useless as the information needed has been

extracted elsewhere without any record to aid its speedy retrieval. Apar

from removing some parts of a file containing vital records, some senijor

officers lock up files in their inaccessible rooms for reasons related to fou
play. Attimes such files are not recorded in the file movement register.

Sometimes, head of department keep circulars pertaining to their work as
private reference documents. As a result, the officers serving under them
are not kept abreast of development in the system. Circulars are publc

documents and should be treated as such.

Information in personal files should be complete and wholesome. The
situation now is that the information in not only scanty but also inaccurate. |
Besidas the need for full information for the headquarters, in this case, the
Local Government Service Commission (LGSC) or the State Primay-

education Board (SPEB), as the case may be, is compromised. Since f
Commission takes decisions on staff also makes policies, it is importan.
that all matters and events concerning a member of staff must be reflecte
in his or her records with the LGSC. Gl
Data in the files are to be consumed by people who need them. They shoult
be given to people on a "need to know basis". At times, we find stafl

personal files in the hands of their owners. This unbecoming situafiel

creates problems for record keeping. :
Some of the files, especially general files, are old and the enclosed
documents are unnumbered. Officers avoid these hazardous files only!?
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u_nr_ convenient but partial information. This does :om. make for an _.:.Qm__qm
analysis of events that would facilitate planning and decision-making

_ The ,.Do._m_” %__“M__Mcg._m: FMEE:E in effective data management
wing package serves as a guide and recommendati
pe . ation for
..mmmﬂ_mm am._.ﬂm Bmsmmm_.:m:_ in the local government system. It is to be looked at
: wmﬁm a_mﬁ and "don'ts” of data management. -
. ocation of files Files should be located |
N o 'S S in central places-the cent
] ﬂhﬂm%mwﬂmmmhm:_m an organization. The range of records _Amwﬂ and the “._mmmmm_oq
ords are put also determine the convenient locati
. C : ion of th
.. mm_ﬂ_moaﬂm_ information Eoc.am office. These factors would result in Bmx__ac:m
mmﬁwﬂo A_:Mm. and energy in use of the central personnel information office.
.ch_as_w d”ov n__mmnﬁnm would be made with ease, and cross-checking records
.ﬂo.am e di _,“M_E:. The central _,mo.oam office would, therefore, be able to keep
"uo % mﬁqumoo s, thereby enhancing efficiency. A 'morning list' of files should
so be taken daily by staff of the records unit to make easy location of files

4 Mozﬂmam thefile room.

2. MM& wnwmmm torecords The personnel records system must, to a certain
o mﬂ“_“ e accorded a degree of confidentiality. This implies that no
authorized person(s) would have access to the records. The non-

mmn“.:qma rooms and cabinets. As a further safeguard of the confidentiality
of information, the staff in the records registry must be thoroughly
mﬂmm:ma and trained to be honest and responsible workers. A situation
Mﬂ ere nearly everybody has access to the records must not be allowed. In
. %:MMM._% way oo::m.ﬂoa must not have access to. official records.
e Mﬂqﬂﬂmmﬂ%:o.% is allowed to make any extract from the records
.Zmommmm.Q procedures for gatnering, retrieving, and disseminating
Sﬁoqamzc:.._.?.m procedures for gathering, recording, retrieving, updating

and disseminating information should be laid down at the Qmmﬁ_: stage mm
that everyone knows what to do and when and how to.do what. However,

not should be taken that action on information is generated by mnjma:am
oﬁnma when .z._mm pass aﬂsﬁ information to the records séction or.the
rﬂﬂwwﬂw.ma_.a.m_gmﬂ. recording or updating existing information or for
s ry _mmma_:m“_.o:. cUamH_:@ information, for example, is either
. ﬁ:m .o£ on a notification basis or at fixed internals. Retrieving
information may arise é.:m: such information is required to supplement a

matter under consideration or when information is required for the sake of
adequate knowledge. This is especially the case during aqc:aﬁa_,

selection, training and promoati [ |
_ ion exercises, or other exerci
manpower planning. : (i ﬁm”_m“mn 5

access is usually maintained by the keeping of records in physical
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We feel that the “ideal” situation discussed above is definitely practicable
and should be adopted by all local government in their record management and
information storage and retrieval systems. There could be local variations owing
to differences in the environment, but local government should urgently review . ..
their record keeping system to make for efficiency. [tis a neglected area, which |08uniYi, ©. (1992), Man Power Planning: Issues and Problems in Nigeria

. in Yahaya, A.D and Akinyele,C.| (eds.) New Trends in Personnel

could embarrass the system. - - M : A
We are hesitant to recommend the mechanical Management Information | oﬁmﬁf__.“mwmwnma. A book of Readings. Lagos: Administrative Staff College

System (MIS) and complete computerization of record keeping for local
governments now because of the associated disadvantages of costs, inflexibility,
lack of adequate manpower, etc. Besides, most local governments do not have
electricity supply to sustain such appliances and the necessary networking,
However, as time goes on, the local government system should think about
computerizing the system for more efficient data management and output,
Meanwhile, local governments that can afford microcomputers should acquire
and install them in relevant units, especially in the PRS unit to facilitate the mﬂoqmmm
and retrieval of information.
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