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Service Matters DePartment,
Office of the Head of Service,

Governor's Office,
Akure.

I I 
No""*ber,2ol4

lar to:

The Chief of Staff to Mr. Governor, ^
The Senior Special Assistant to the Deputy Governor'

State Commissioners,
The Secretary to the State Government,
Office of the Head of Senrice,

Chairmen of Commissions/ Corporations'
Permanent Secretaries/T\rtors-beneral/Administrative Secretaries'

The Clerk, Ond"o State House of Assembly'

The Ag. Accountant-Generalt
The State Auditor-General,
The Auditor-General for Local Governments'
The Ag. Statistician-Generaf 

_ -
General Managers/Heads of Non-Ministerial Departments'

Frr
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In view of the rePorts reaching this Office on conflict in the job schedules of

the Director of Finance and Administration IDFA and Director of Accounts IDAl, it

has become Pertinent to clearlY set out the details of the job schedule of the1

Departments as they currentlY exist in some Ministrie s, Departments ar:d Agen

[MDAs]. 
r

2. Below are the job specifications of the Director of Finance and

Administration [F&A] and. the nit."tot of Accounts in line with the Scheme of

Service and, extant official practices

tAI
interprete and. apply government rules and regt-llations'

participateintheformtrlation,executionandappraisalof
gorr"ttl*en.t Policie s.

write I proposals and rePorts on

contracts/Projects.

prepare memoranda for lrresentation at EXCO

t, distribution of materiaLs anC stores

handle all personn
transfers,

el functions i:r the MDAs; Rccrttii:ment,

poSting, training, discipli.ne, compi1a1-ion

D

superviserProcuremen
administr:ation.

implementation of Personnel esl.imate s, among ol.irers'
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B.

manage issues
properties. relating to insurance of government

*

serve as secre tariat for Departmental and Ministerial TendersBoard.
1tlserve as

meetings,
9

10.

11.

12.

initiate proposals for disbursement of running grant.serve as one of the main signatories to MDA,;countsproject and arlocate funds in conjunction ;;"",". 
",

Accounts' for consid";;;; 
"itu.r, Arocation committee.

TBI o

1. take charge of all receipts and pa5rments2 
['":L#ili",fIn."i,,x,l",#:0" ;;;';;;;" monies due and

3' supervise the accounts of the Ministry and its agencies.4. disburse funds as approved. 
- --J ..r

5' ensure budget complian"" 
""0 expenditure contror.6' 

::"Tlffiil;fil, j;[t;i,T""tr'rv'1t,,*"1,, .*o"nditures and
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of Serutce.


