Operational Action Plan 2015 for General Administration units: Protocol, Registry and Transport units
	IWP Result Area: Country Office  Operations Management Efficiency and Effectiveness Improved



	
	PRIORITIES
	Indicators
	Time Frame (quarter) 
	Responsible person/s
	Lead HR Person /s

	
	
	
	1
	2
	3
	4
	
	

	Registry/ Reception


	Activity 1 – Provision of reliable front desk  service and telephone communication services
	1. Reception area to always be clean
	X
	X
	X
	X
	Peter/ Mary /Anne
	Mary

	
	
	2. One day turnaround of transmitting messages to staff.
	X
	X
	X
	X
	Peter/ Mary
	Mary

	
	
	3. Daily and weekly visitors and calls report
	
	
	
	
	Peter/ Mary
	Mary

	
	
	4. One day turnaround reporting of fixture and fittings repairs
	
	
	
	
	Peter/ Mary/Anne
	Mary

	
	Activity 2 – Managing conference room bookings
	1. Daily cleaning of conference rooms
	X
	X
	X
	X
	Anne Romani
	Anne Romani

	
	
	2. Conference room to always remain closed when not in use
	
	
	
	
	Anne Romani
	Anne Romani

	
	
	
	
	
	
	
	
	

	
	Management of clients
	1. Make sure the client knows who they visiting
	X
	X
	X
	X
	Peter/ Mary/Anne
	Anne

	
	
	2. Management of registry unit and archives


	X
	X
	X
	X
	Peter/ Mary
	Mary

	Transport
	Activity 1 – Supervision, scheduling and management of Motor vehicles
	1. Insurance up to date
	X
	X
	X
	X
	Abdi
	Abdi

	
	
	2. Vehicles optimally scheduled
	X
	X
	X
	X
	Abdi
	Abdi

	
	
	3. Drivers have proper uniform, proper documentation and driver according to Country and UNDP stipulated rules
	
	
	
	
	Abdi
	Abdi

	
	
	Fuel is managed, log books filled out and signed for and monitored and reporting of red flags

	
	
	
	
	
	

	
	
	 
	
	
	
	
	
	

	
	Activity 2 – Supplies management
	1. Ensure availability of supplies at all times
	X
	X
	X
	X
	Abdi
	Abdi

	
	
	2. Disposal of unwanted/obsolete stock in strict conformity with the rules
	X
	X
	X
	X
	Abdi
	Abdi

	
	
	3. Tracking of usability
	X
	X
	X
	X
	Abdi
	Abdi

	
	
	
	
	
	
	
	
	

	Protocol/ Duty facilitation
	1. Management of duty, VAT and Protocol services in a timely and professional manner
	1. Entry permits and dependents passes concluded in time
	X
	X
	X
	X
	Janet
	Janet

	
	2. 
	2. Effective briefings and protocol facilitations carried out.
	X
	X
	X
	X
	Janet
	Janet

	
	3. 
	3. Quality and control measures put in place to reduce returns/rejections, tracking
	X
	X
	X
	X
	Janet
	Janet

	
	4. 
	4. Exemption Process – Processing of the VAT & DA1 for UNDP Country office, International staff and Administered Agencies.
	X
	X
	X
	X
	David
	David

	
	5. 
	5. Disposal/Valuation process – Processing of the PRO1C for UNDP Country office, International staff and Administered Agencies.
	X
	X
	X
	X
	David
	David

	
	6. 
	6. Shipping/Logistics – Processing of the PRO1B and DA1 and execution of Customs clearance processes and delivery of the consignment
	X
	X
	X
	X
	David
	David

	
	7. 
	
	
	
	
	
	
	


2

