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NOTFS ON THE GRADING SYSTEM FOil THE CENTRAL STATI STIC AL 

OFFI CE ' S PERSONNEL 

1. Following the order e s t abilishing thi s Offic e and tha t of 

the Cent r a l Fers onne l Agency , it was c onsidered neces sary 

for purpose s or uni formi ty and adjus t ement of salarie s of 

the personne l employed in the Office to prepare a grading 

system . Thi s syst em i s worked out t aking int o cons ide ra­

tion po s itions and gr ad e that are already in the Central 

St at istica l Office , and t he a tt ached g r adinp; sy s tem is 

based partly on the propo sa l and study of experts who are 

s e r ving in the Offic€4 

2 . The per s onnel of the Cent r a l Stati s tica l Office a re classi ­

fied int o: 

(i) Profession a l s , wh ich are sub- divided into 5 

~rades : namely supe rsc a l e P6 and gr ade PI to 

P
5 

(ii) Pre - profe s sionals , which consist of 6 gradings , 

namely '.vechn i c ians Vii t h gr ades I , ::r , II I land 

and Technica l Cle rks Vii th gr ade s J , 11 \ I IlI 

(iii) Genera l Services Personnel, consist of 11 grad­

ing s , namely GS
I 

to GSl1 , 

3. For conditions of recruitment of the Office ' s personnel and 

the functions of the different categories of the its employees 

see the a ttache d paper entitled "PRINCIPLES AND STANDARDS 

GOVERN I NG SERVICE COND I TI ONS OF THE CENTRAL STATI ST I CAL 

OFFICE. II 
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PRINCIPLES ~D ST~~DARDS GOVERNING SERVICE CONDITIONS OF 

PERSONNEL IN THE CENTRAL STATI tiTI CAL OFFI CE 

A. PRO.FESSIONAL AND PRE- PROFESSIONAL PERSONNEL 

I . FUNCTI ONS : It is assumed that precise funct ions of e ach in­

dividual employee in the departments of the Office will be 

defined by the appropriate officia l of the department . C on­

sistent vlith the eight fold cat f'gor isation of the profess­

ional personnel and their qual ification s an Edght l e vel 

classification of t he ir funct ions and responsibilities i s 

indicated be low . 

1. 'fC
l 

_. TC
3 

Technical Cle rk : This category of employee 

II .. T - T 
1 3 

may r ange from higher level (e . g . computers) 

to low ( e . g . copyists , rout ine registrars , 

duplicators , etc) He gene ra11y carries out 

work of a routine na ture and under the sup-

ervision of hi s superiors . 

Teehnician : Assi sts in collection , compil at ­

i on and interpreta tion of data and in re search , 

mor e gene rally , renders overall assistance to 

superi or officers . 

JWlior Statistician : As an i:ntroduction to 

his field of work , he follows the work of 

technician , and generally assi s ts the As s i s ­

tant St a tistic ian. 

Assistant Stat istician : in charge of sub-

unit ' s responsibilities , supervises the work 

of technician and junior St at i st ic ian , etc . 

unde r him . Ass ist~ in introducing st andards j 
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in analysis and interpretat ion of data ; and in 

co- ordination and re search work . 

St at i s tician : Supervisory duties as a unit ­

he ad . Plans execut es the work in d ifferent 

special fields ; depend ing upon hi s charge . In 

each field speciall attention being devoted to 

such matters as pl anning , foll ow up , co- ordina­

tion , evaluation, training , s tand ards , r esear ch , 

etc . 

Senior Statistician : Supervisory duties as a 

unite - head or in- charge of a number of related 

uni ts ; plans and executes the work in special 

fields with particular emphasis on planning , 

programming , co- ordinat ion , training , standards , 

research , etc . 

Head of Departments (Professional) Chief Co­

ordinator etc : Overall Co- ord ina t ion and execu­

tion of the work of his Department cons i stent 

with nat iona l r esources , in regard to planning , 

follow- up reports , resources a llocation and 

co- ordination , feasibility studies , deve lopment 

policy and project ion, collec t ion, compi l ation , 

interpretat ion, and publicat i on of sc i ent ific 

data . Advisery work on planning , development , 

policies and co- ord i nat ion as it relate s to his 

Department . 

, 
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Deputy He ad o f C. S . O: Advising the Minister 

on all mat ters of pol icy re l at ing to the 

efficient runnin~ of the agency in the fields 

of policy , ao.rninis t r ::l tion , finance , sta ffing , 

training , work programme and necessary regula­

tions for the a~ency . 

2 . RECRUITi.:ENT AND PROMOTION : Rec ruitment to all posts , whethe r 

by promotion or otherwise , would be made in accordance with 

the law through the Central Personnel Age ncy . 

TECHN I CAL CLERKS would norma lly be recruited direct , as a 

resul t of competitive tests given to t ho s e who have completed 

at least 8th grade , but be low the 12th grade . 

TECHNICIANS GRADE ! would normally be recrui ted , as a r esult 

of publ i c advertisement of av ailable vacancies and compet i t ive 

tests (including a vivavoce te s t) given to those who have at 

least completed 12th grade or who are hol der s of hi gher tech­

nica l di plomas or by promotion from among the technica l cl erks 

(Gr ade I l l) that have acquired the minimum ac ademi c require­

ment . 

TECHNICIANS GRADE 11 will be persons qualified by experi ence 

and t raining . Generally these shall be 5 year s i n the office 

from Grade 12 entrants with successful progress reports or 3 

years experience and c er t if icate in stat i st ics at the leve l 

establ i shed by t he Statistica l Training Center or the R. S . A. 

exam i nation of the Institute of St at isticians . 

TECHNICIANS GRADE 111 will be either filled from promotion 

among the Techn i cians Grade 11 wi t h 5 years expe r i ence or the 
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passing of the Intermediate Part 11 of A. I . S. of the Insti­

tute of Statisticians examination or Diploma in Statistics 

from the Statistical Training Center will be considered as 

grounds for promotion . 

JUNIOR STATISTICIANS vacanc i es in this post would normally 

be f i lled by public advertisement or by promotion from among 

Technician.s Grade Ill . University graduates with degress 

woul d be considered as Junior St atisticians upon r ec ruitement . 

Cr i teria for promotion from among the Techn i cians , would be 

efficiency- corn- seniority . Efficiency would be judged on the 

basis of annual (or more frequent) confident:tal reports on 

the work of each individual and add itional qualifi cations or 

training acquired after recruitment as techn:ic i an . Under DO 

circumstances woul d technicians who are graduates from high 

school s be considered for promotion to this grade unless they 

have put i.n at least 15 years of continuous service i n stati ­

stical work . 

ASSISTANT STATI STICIANS vacancies in this post woul d normally 

be filled by promotion from among the junior statistic i ans 

wi th degrees only, judged on the basis of efficiency reports 

or higher training acquired a fter recruitement as juni or 

statistici.an . University graduates with a t least 2 years ex­

perience would be considered as assi s t ant statist i cians upon 

apPointement . 

STA'rISTICIAN Vac ancies in this grade would normally be 

filled by promotion from among the Assistant stat i stic i ans . 

Among the criteria for promotion would be efficiency , sernior ­

ity , confidential r eports and additional qual i fication or 

1 
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tra ining acquired . Those Ass istant Statist icians , who may 

have put in at least four years continous service in a 

s imilar post would be e ligible to be cons idered for promotion . 

The vacancie s in this gr ade may a l s o be filled direct , by 

public adve rtisement . The minimum qualific ation Vlould be a 

first University degree with at leas t five ye ar s of experi­

ence . This period may be shor t ened by ac a dpmic or other d1s -

tinctions ach ieved , or acquired , or wa ived where the C. P . A. 

grading f alls within this ca tegory . 

SENIOIl STATIS1'ICIAN : To be filled by promition from among t he 

St atisticians , or by public ~dvertisement . The minimum qua l ­

ification would be Unj.versity Degree with at least 10 years of 

work experience i n a similar post . This period may be short­

ened by ac ademic or other (e .. re search or publication etc . ) 

distinct ion ac hieved . Stati s ticians who may have put i n at 

least 3 years continous service in the respective post would 

be eligible to be considered for promotion to this grade . 

HE AD OF DEPART~mNTS : Vacancies in this grade would normally 

be filled by promotion from among the senior statisticians who 

have put in at least 4 years continous service . Eff iciency , 

seniorit y and high academic qua lifications may form the cri -

teria for cons ideration . 

HEAD OF AGENC I ES : Vacanc i es in this post would be filled by 

appo intment or by promotion from among Department He ads . 

INITIAL CONSTITUTION: Exi s t in5 personnel would be distributed 

properly to one of those levels , by the department s of the 

Office . Based on the proposal of the departments and sections , 

the ' Promotion Committee ' would recommend adjus t ments in 

salary- increment and promotion . Criteria for fixing the 

individual at one of t he l evels among t hose grade s would be 

among others , the function to be pe rformed , educat ional 
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qual ific at i ons , l ength of service , present pay , tra ining , 

e fficiency and merit . 

B. Am.iINISTRATIVE SERV I CE PFRSONNEL 

I . FUNCTIONS : It is assumed that precise functions of each in­

dividual employee i n the depar tments of the Office will be 

defined by the appropriate offic ial of the depa rtmen t . Con­

sistant with the e i ght fold c at ogo~isat ion of the administra­

tive pe rsonne l and the ir qualifications and e i ght l eve l class­

ificat i on of the ir functions and re sponsibilities is indicated 

below . 

I . 

II . 

Office Ordel i es and Guards: This cate~ory includes 

office cleanners , messengers , guards , chief of guards 

and messengers and postman . Their functions in­

clude proppr mAinten ance and cleanliness of the 

office , messenger service and security of the 

office . They ar e r espon s ible to the chi e f of Gen­

eral Services Section through the Main tenanc e 

Officer . 

Drivers : This categor y include s drivers and driver­

mechanics but excludes mechanics who may be class­

ified as technicians under pr offessional se rvices . 

They ar e responsible for pr oper care and ma inten­

ance of vehicles assigned to them . They carry out 

the ir driving duties as assigned by the Adminis t ­

r ator t hrough the Transport Off icer . 

Clerks: This cateror y includes ass istan t clerks , 

and junior clerks . Tbey Renerally c arry out work 

of routine nature ( e . g . copying , registrat ion , 

r ecord Keeping etc) under instructions and super­

vision of their immediate officers . 
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IV. GS
5

- GS
9 

Typist : This cateeory of employees may r ange from 

higher leve l (e . g . secretary- typist) to l ow l eve l 

(e . g . copy typists) . They c arry but typ in and/or 

routine secretarial work under ins turct i o1'\ and super­

vision of Experts or Administrati ve Officials to 

when they are ass i gned . 

V. GS§.- GS
S 

Officers : This includes sub- sect ion officers ( eg . 

VI . GS -
9 

transport , maintenance , purchasing etc . ) accountant , 

cashier , assistant officers and junior officers 

(e . g . archivists , r eg i strars , store- keepers etc . ) . 

They generally assist chiefs of sections and sup-

ervise the wor k of c l erks . 

Chief of Sections : In charge of sub- units respon­

s i bilities as defined in the Office ' s r egul ations , 

and supe rvi se the work of Officers and clerks under 

their r espect ive sec tions . 

VII . GSl O- GS
ll 

Secretarie s : (This includes Public Re l a tion 

Officers , Shorthand typist , St enogr apher): They 

perform sec r etari a l duties ( e . g . filing , correspon­

dence , public r elations etc .) and high l evel typing 

work to h~gher officials , heads of agencies or de-

partments , and senior experts . 

VIII . GSl O- GS
l l 

Administrator : The Senior Admini str ator is respon­

s i bl e for the overall s upervision and co- ordination 

, 

of all act ivi ties in the field of admin i str ation , 

including : budget and finance of the office , personne: 

recruitment and r ecords ; office supplies , st ores and 

equipment; re~istry and archives ; transport service 

, 

.ill 
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and office maintenance . The administrator 

assists the Senior Admin i strator in all as­

pects of administration , and in the absence 

of the Senior Adminintrator acts on his behalf 

on all matters af fecting the administration of 

the office . 

2 . Recruitment and Promotion : Recruitment to all posts , whether 

by pr omotion or otherwise , would be made , in accordance with 

t he l aw, through the Centra l Personnel Agency . 

a) Offi ce Qrd eJ i ps and Gllards : May be recruited as a result 

of pub l ic advertisements . Good Health and good character 

references are essential . Messengers and guards may be 

required to at least be abl e to read and wri t e Amharic . 

Vacancie s for postman and chief messengers and guards may 

be filled by promotion from among messengers end guards 

who have served the office for a long period of time and 

have shown good character and in i tia tive for the type of 

work . 

b) Drivers : Would be recruited as a r esult of public adver ­

tisements of avai l able vacancies and compet i tive tests 

given to those who hold at least }rd. grade driving licence . 

Good character r eferences and Amharic re ad ing and writ -

ing Vlould be essent ial . Additional knowl edge of loc a l or 

foreign language s and long expe rience in driving, and 

specia l training and experience a s mechanics would con­

stitute additional assets for selection . Vacancies for 

driver- mechanics may be fill ed by promotion from among 

drivers , or direct , a s a re s ult of public advertisements 

and competitive tests . 

1 
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c ) Cl e rks : Junior c l erks woul d be recrui ted dire c t , as a 

r esul t of public announcemen ts of availabl e vacanc i es and 

c ompe t i t i ve t est s given t o t hose who ha ve compl e ted a t 

l east 8th gr ade , but be l ow 12 th grade . Vacancie s fo r 

cle rk s may be fill ed by promot ion from among junior c l e rk 

or direct as a r esul t of public adve r tisement and compe­

titive te s ts g iven t o those who have compl eted a t l ea t 8 t h 

gr ade and have had at l east 3 year s work experience in a 

sim i l ar post . 

d ) Typist s : 

Copy- t ypi s t : Vacancies i n this pos t may be fill ed as a 

r esul t of public ad~e rt i sement s and compet lt i ge tests 

g ive n to those who have c ompleted a t least 8th gr ade and 

have training in typing . Amharic typing at speed of 40 

words per minute and English 50 w. p . m. is esseot i a l . 

Typ ist clerk : Vacancies in t hi s field may be f illed by 

promot i on from among copy- typi s t s or direct as a r esult 

of publ ic advertisement s gi ven t o those who have completed 

at least 10th gr ade and have had at l east 4 year s expe r ­

i ence or hold certificat es fr om t yping i ns ti tutions . Typ_ 

i ng speeds of 50 w. p . m. in Amharic and 60 in Englis h a r r. 

es sentia l . 

Ass i s t ant t ypi s t : Vacanc i e s in th i s pos t may be fil led 

by promotion from among Typi st - Cl er ks or di r ec t a s a 

r e sult of public adve r t i sements g iven to those who have 

completed 12th gr ade and have a t l eas t 4 ye ar s exper i ence 

i n typing or hold certifica t es f r om the Commer c i a l Schoo l . 

Typist: Vac anci~ s in thi s pos t may be f illed as a result 

of publ i c adver ti sement and competitiv t ests g i ven t o 
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those who hold certificat e s from the Comme r~ia l School and 

have at l east 5 years experience , or by prolDotion from among 

As s istant Typists . 

Secretary Typist : Vacancies in this pos t may be filled by 

promotion from among the typi s t or by competit i ve t es ts given 

to those who hold Commercial School cl;.rtifica t e s a nd highe r 

secretar:ial training , have had at l east 5 y4~ ars experience in 

a similar post . 

d) Officers :: Vacancie s for junior office rs may be fill e d by 

promotion from among clerks , or direct as a r esult of com­

petitive tests given to those VJho have completed a t l east 

12th grade . Vacancies for the post of Assi s t ant Officers 

would normally be filled by promotion from among Junior Offi ­

cers , Judged on the basis of annual (or more frequent) con­

f i dential reports on the work of each ind i vidua l written by 

his supt rvisin~ officer . Vacancies for the post of Officers 

may be filled by promotion from among As s i s tant Officers . 

Among the cr i teria fo r promotion would be e fficiency and 

seniority. 

f) Chief of Sections : To be fill ed by promotion from among sub­

section officers or by public advertisements . The minimum 

qualification would be a certificate or diploma from the 

Commerica l School , Institute of Public Admini s tra tion or 

Similar :i.nstitutions , or at l ea st 10 years work expe rience in 

similar post . 

g) Secretaries Vacancie s in the po s ts of s ecre t ar y may be 

filled by promotion form among Secretary- Typist . Among 

criteria for promotion would be seniority , e ffici ency, and 

additionHl ac ademic qualificat ions , or dir ec t as a r esult of 

, 
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public adverti sement and c ompet i tive tests given to those 

who a re graduates of Commeric a l School or similar institu­

tions , have had a t l east 5 years experience as shorthand 

typists and can t ake shorthand dication at speeds of 80 

w. p . m. or hold a degree in this f ield . 

h) Senior Secre t a r y: This post Vlould norma lly be filled by 

promo"tion from amongst the secretaries . The criteria for 

promotion would be seniority , effici ency ; or direct as a 

r esul t of public adve rtiseme nt given to those who h ave a 

University degr ee in Commerce , Business or secretarial course 

and with a minimum of five years experi ence in a similar post . 

i) Administrator (s) : Vacanicies in t his post woul d be fill ed by 

appointment from outside or by promotion from among sub­

section Heads and secr etar i es • 

• 
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