Office Management & Administration ToT
Benadir Regional Administration, Mogadishu, Somalia, 22-25 April 2019
Summary Report

Introduction
The Local Government Office is the meeting place where citizens and local government officials come together. The office is often the first point of contact for the general public when seeking assistance from their local government, in relation to the wide range of services that the local government is responsible to deliver. 
As such, an important part of providing efficient service delivery is having organised and well-functioning office management and administration systems in place, to improve the day-to-day operations of the local government administration and Council, so that they can more effectively carry out their roles. For example, having organised filing systems so that information can be easily retrieved, preparing accurate meeting minutes for transparent decision-making, and implementing formal systems for staff travel and vehicle use can all contribute to the overall efficient running of the local government and in turn, better service delivery. In addition, having good visitor management systems in place at the office gives a message to the public that they are welcome, and also makes their visit to conduct their business a more positive and smooth experience. 
It is in this context that a package of training materials on Office Management & Administration was developed and tested with local governments in 2016-17 as part of JPLG II. The package was developed at the request of some district Mayors, who saw the value in having a training program with practical tools for staff and Councillors to improve the functioning of district local government offices. The package was based on a basic office administration training module prepared by JPLG I in 2010 for district local governments, which was then developed into a manual with tools, and expanded in scope. The final training package consists of four modules, each covering a different area of office management and administration, including written communication, effective meetings, office organisation and office assets, vehicles and travel.
The purpose of conducting the ToT in Office Management & Administration for Benadir Regional Administration (BRA) was to provide an opportunity for a group of employees to engage and familiarise themselves with the training package, in order to identify what elements would be useful for training in the BRA context, and then ideally take on a future training role to train others within the organisation. 


ToT Overview 
The ToT took place over four days, from 22-25 April 2019 at Local Government Headquarters in Mogadishu. Each day was devoted to a different module from the training package (see Annex 1 for the ToT program). Due to security restrictions, it was only possible to schedule three training hours each day, which meant the content delivered was reduced from the full training package. However, the main areas from each module were able to be covered. 
The ToT was opened by the Mayor of Mogadishu/Governor of Benadir Regional Administration, who spoke to participants about customer expectations of BRA employees and the need to be productive, and how the training they will receive will help them in achieving this, as well as emphasising the important role they will play in training others in the organisation. The Mayor also acknowledged the value added to BRA’s work from the Office Management & Administration training package. 
Participants were from different departments within the BRA headquarters, as well as representatives from the 17 districts of BRA. Notably, a large proportion of the participant were women from a range of departments, who made valuable contributions to the discussions, group work and suggestions for adapting the package for BRA. See Annex 2 for a Participant List.
Each day was devoted to a different module: 
· Day 1—Module 1: Written Communication 
· Day 2—Module 2: Effective Meetings 
· Day 3—Module 3: Office Organisation
· Day 4—Module 4: Office Assets, Travel, Vehicles
The ToT was delivered as a combination of presentation, discussions and group work exercises, in order to make it as interactive as possible, and provide varied opportunities for participants to engage with the material. The final session gave an opportunity for participants to work in groups and identify any areas that they felt needed to be added or changed to make the package more appropriate for the BRA context. Some useful input came out of this session, which will be incorporated into the final version of the modules. 
Participant Feedback 
The training content, exercises and discussion questions were well received by participants. While BRA is a well-developed organisation in many respects, there are some areas where processes are followed ‘informally’, and it is these areas where staff felt they could benefit from further skills development. Some examples include organising meetings, and visitor management. The concepts and information covered over the four days gave participants an opportunity to look at what to do and more importantly why do it. In this way, the ToT helped participants to see areas of their work in another way, as well as in some cases to reinforce their existing knowledge. 
The participant feedback from the evaluation questionnaire (see Annex 3 below) was very positive, with participants reporting they either ‘strongly agreed’ or ‘agreed’ with the statements. Most participants indicated on the form that they found the training to be ‘Motivating’. Comments included that the training was well structured and prepared, and that participants have benefitted a lot and hope to repeat in future. Some of the specific suggestions made by participants included the need to repeat the training, to train senior management, to improve the relationship between staff and management, and the need for materials to be translated into Somali. Some comments include:
“The training was good…it helped us and we are really glad to have this training course. Thank you for the knowledge.”
“I can say the way...training is doing is actually well, and I appreciate it.”
“Really it was [a] good training and I get more knowledge and it helps my work how to manage my office and the way I will welcome the visitors.”
Next Steps 
The next steps will be as follows: 
· To finalise the BRA Office Management & Administration training package, by making some additions and adaptions to the material based on feedback from the ToT. This task will be completed by the consultant. 
· To identify a small group of ToT participants who participated in the ToT and performed well, who can be targeted for further skills development so that they can go on as ToTs to deliver the Office Management & Administration training package to colleagues within the BRA. This skills development would include learning about the principles and methodology of what makes a good trainer. The consultant will provide some materials in order to assist with this next step. 
· To translate the Office Management & Administration training package into Somali before rolling out to a wider BRA audience. 
· It was suggested that the final training documents could benefit from being made available as an app to staff, so they could have an electronic version of the Participant Book available on their phones, rather than needing to rely on a printed copy. This would be a valuable addition if able to be put in place. 
Conclusion
The four day ToT represented a first step in the process of rolling out a comprehensive office management and administration training program across the BRA that can benefit all staff, and strengthen the office in its role as a place where citizens and local government officials can come together. 

Rebecca Benson 
Adult Education Consultant
22 May 2019
[bookmark: _GoBack]Annex 1. Training Program

District Office Management & Administration ToT
BRA, Mogadishu, Somalia, 22-25 April 2019

	Day 1		Monday 22 April 2019                               10am-1pm

	Getting Started Session (30 mins) 
· Prayer 
· Welcome, Opening, Introductions 
· Purpose of the ToT and Program 
Module 1: Written Communication 
· Session 1.1: Letters, Memos, Emails 




	Day 2		Tuesday 23 April 2019                               9.30am-1pm

	· Prayer and Recap 
Module 2: Effective Meetings 
· Session 2.1: Organising and Running Effective Meetings 
· Session 2.2: Preparing effective meeting minutes




	Day 3		Wednesday 24 April 2019                        9.30am-1pm

	· Prayer and Recap 
Module 3: Office Organisation 
· Session 3.1: Filing and Record Keeping
· Session 3.2: Managing Visitors




	Day 4		Thursday 25 April 2019                             9.30am-1pm

	· Prayer and Recap 
Module 4: Office Assets, Travel, Vehicles
· Session 4.1: Office Assets, Travel

Conclusion 
· Summary, Recommendations, ToT Evaluation
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	Attendance List 

	
	Name
	Office
	Gender

	1
	Fatixya Maxamaed Cabdulaahi
	Office of Mayor
	F

	2
	Cadnan Maxamed Cumur
	Office of D/Mayor Admin & Finance
	M 

	3
	Nuur Cali Diiriye
	Office of D/Mayor Sec & Policy Affairs
	M

	4
	Aniso Cabdi Xasan
	Officer 
	M

	5
	Shiikha Cantar Saalim Cali
	Office of Sec. Gen. of Benadir Region
	F

	6
	Faarax Axmed Muuse
	Arts & Literature Department 
	M

	7
	Axmed Bashiir Ibraahim
	Finance Department 
	M

	8
	Farxiyo Axmed Orey
	Revenue Department?
	F?

	9
	Iqlaas Cabdullahi Yuusuf
	Services Department? 
	F?

	10
	Mowliid Maxamed Cabdi
	Accounts Department
	M

	11
	Cabadullaahi Maxamuud Cali
	Technology Department 
	M 

	12
	Yaasin Axmed Maxamed
	District Relationship Department
	M

	13
	Xaawo Cosoble Axmed 
	General Secretariat Department
	F

	14
	Maxamed Cail Xooshow
	Security Department 
	M

	15
	Libaan Xasan Cumar
	Office of the Director of Public Works
	M

	16
	Umul-Khayr Maxamed Cumar
	Public Relations Department 
	F

	17
	Faadumo Cali Xaayow
	Land Administration Department 
	F

	18
	Salaado Cabdullahi Cali 
	Women’s Office 
	F

	19
	Faadumo Aadan Cabullahi 
	Youth Office 
	F

	20
	Laylo Cabdiraxmaan Maxamed
	Sport Office 
	F

	21
	Cumar Cabdiraxmaan Macoow
	Transport Department 
	M

	22
	Ayaanle Xussen Cusmaan
	??
	M

	23
	Ceeydiid C/raxmaan Aadan
	Xamarwayne District
	M

	24
	Aadan Ibraahim Xusen
	Xamar Jaajb District 
	M 

	25
	Maxamuud Cabdi Axmed
	Waaberi District 
	M 

	26
	Cali Xasan Bilaal
	Shangaani District 
	M

	27
	Cayni Maxamed Faarax
	Boondheere District
	M 

	28
	Cali Aadan Warsame
	Warta Nabada District 
	M

	29
	Muno Cabdiraxmaan Maxamed
	Karaan District 
	??

	30
	Xuseen Saalax Axmed
	Shibis District 
	M

	31
	Maxamed Cabdulaahi Axmed
	Hodan District
	M

	32
	Maxamed Cabdi Maalin
	Howladaag
	M

	33
	Mahad Maxamed Shiraawe
	Dayniile District 
	M

	34
	Cabdiraxmaan Xuseen Hiraabe  
	Hiliwaa District
	M

	35
	Maxamed Suudi Maxamuud
	Dharkaynlay District
	M

	36
	Xaawo Nuur Maxamed
	Kaxda District
	F

	37
	Shukri Cali Hiraabe 
	Wadajir District
	F

	38
	Istar Maxamud Maxamed
	Labour & Employment Department
	F?

	39
	Nuur Cali Axmed
	Labour & Employment Department
	M

	40
	Canab Sabriye
	M&E Department
	F

	41
	Ayaan Saciid
	M&E Department
	F

	42
	Qaali Ibraahim
	M&E Department
	F

	43
	Farxiyo Maxamed Shiikhow
	Labour & Employment Department
	F?

	44
	Ahmed Ali Omar
	Labour & Employment Department
	M

	45
	Xamdi Yuusuf Xasan
	Labour & Employment Department
	F

	46
	Casay Axmed Shiikh
	Labour & Employment Department
	












Annex 3. Evaluation Questionnaire

Evaluation Questionnaire	OM&A ToT Workshop	Apr 19	             BRA Mogadishu
1. Please read the statements below about the Office Management & Administration ToT and indicate with a which statement most closely represents your opinion: 
	
	Strongly Agree

	Agree
	Half/ Half

	Disagree
	Strongly Disagree


	1. The ToT has given me a better understanding of the Office Management & Administration training package. 
	
	
	
	
	

	2. The training materials were clear and easy to understand.  
	
	
	
	
	

	3. I feel confident that I can explain some Office Management & Administration concepts to other colleagues, as a result of this ToT. 
	
	
	
	
	

	4. I feel confident that I can apply what I have learned in this ToT back in my workplace. 
	
	
	
	
	

	5. I can see how this training package can be adapted to suit the BRA context. 
	
	
	
	
	



2. Which of the following words would you use to describe this ToT? Please circle your choices (you can choose more than one).

Exciting                Interactive           Motivating

Boring           Ineffective         Confusing



Please turn over 

3. What was the most important thing that you learned from this ToT?












4. If you could change something about this ToT, what would it be? 











Thank you
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