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Ne 199/ Order 25/ April /2017

On Approval of a Methodology for Implementation of Functional Analyses
and Guiding Principles for Organizational Arrangement of Public
Agencies

In compliance with Article 2 of Resolution 627, dated November 19 2014, of the
Government of Georgia, “On Approval of the Civil Service Reform Concept and Some
Related Measures” as well as sub-point “I” of point 2 of the Article 4, sub-points “a” and “d”
of point first of Article 3 of the Charter of the LEPL ‘Civil Service Bureau’ approved based on
Resolution #181 dated February 20, 2014 of the Government of Georgia, “On Approval of the
Charter of the Legal Entity of Public Law — Civil Service Bureau,”

1. To approve the “Methodology for Implementation of Functional Analyses and Guiding
Principles for Organizational Arrangement of Public Agencies” in compliance with the Annex
to this Order.

2. With the objective to ensure coordination as directed by Resolution #627 dated November
19, 2017 of the Government of Georgia, “On Approval of the Civil Service Reform Concept
and Some of its Related Measures,” the Civil Service Bureau shall provide methodological
guidance to public agencies regarding the functional analysis and organizational arrangement
process.

3. The “Methodology for Implementation of Functional Analyses and Guiding Principles for
Organizational Arrangement of Public Agencies” envisaged by the Annex to this Order, is a
recommendation, and its utilization by public agencies during implementation of the functional
analysis considered by Article 3 of the Resolution 627 dated November 19 2014 of the
Government of Georgia will contribute to establishment of the organizational structures
compliant to the mission and objectives of the public agencies as well as unified system of
ranking of positions of civil servants.

4. This Order can be appealed in the Civil Affairs Board of Tbilisi City Court (address: Tbilisi,
Davit Agmashenebeli lane, 120 kilometer, #6) during a one month period after its official
introduction, based on the procedure determined by Georgian Legislation.

5. This Order enters into force upon its signature.

Head of the Bureau / . Catherina Kardava
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Chapter I. General Provisions

1. Objective of the methodology for implementation of
functional analyses and guiding principles for organi-
zational arrangement of public agencies

1. The objective of the “Methodology for Implementation
of Functional Analyses and Guiding Principles of Orga-
nizational Arrangement of Public Agencies,” (hereinaf-
ter referred to as the Guide) is to provide methodologi-
cal guidance to public agencies (hereinafter referred to
as public agencies) defined by the Law of Georgia
dated October 27, 2015, “On Civil Service” during
implementation of functional analysis considered by
Article 3 of Resolution 627 dated November 19, 2014 of
the Government of Georgia, as well as during establish-
ment of organizational structures compliant with the
stated mission and objectives of public agencies. Orga-
nizational structures compliant with the mission and
objectives of public agencies will support effective and
rational use of organizational resources, improve the
quality of coordination and communication between
organizational structures, and increase effectiveness of
the activities of public agencies.

2. The Guide represents a recommendation document
and the suggested principles can be modified consider-
ing the specifics and the needs of each public agency.

3. Recommendations given in the Guide can be used by
all public agencies that fall under the Law of Georgia
dated October 27, 2015, “On Civil Service.”
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Chapter Il. Balance of Functions
2. Functions of Public Agencies

1. Functions to be implemented by public agencies are
related to the mandate of the public agency and are in
concurrence with the agency’s mission and objective.

2. Functions to be performed by public agencies are
divided in main, supporting and technical/assistance
functions.

3. To effectively and rationally use administrative
resources, supporting and technical/assistance func-
tions of several public agencies that are subordinated to
one public agency can be implemented by the corre-
sponding structural unit of the superior public agency.

3. Main functions

1. The main functions derive from the stated mission
and objectives of a public agency.

2. The main functions of a public agency is related to
sectoral policy development as well as coordination,
monitoring and execution of a developed policy and/or
the supporting functions that are related to policy devel-
opment, coordination, monitoring and execution, within
the competence of the public agency.

3. Policy development implies development of docu-
ments, including sectoral strategy and action plans that
define strategically significant tasks and priorities of the
public agency in the relevant sector or field.
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4. Policy execution means the implementation/realiza-
tion of developed policy documents, sectoral strategies
and activities identified in the relevant action plans.

5. Coordination and monitoring of policy implementation
process implies systematic monitoring and evaluation
of activities performed by subordinated structural units
and other public agencies, as well as job-related super-
vision, ensuring dialogue between the subordinated
structural units and agencies and other similar activi-
ties.

6. A public agency implements a developed policy
through subordinated, strictly-differentiated structural
units and other agencies within its administration.

7. A public agency shall identify strategically important
tasks that the agency intends to perform in the
long-term, as well as sharply-defined structural units
responsible for implementation of these tasks.

8. As a rule, the Ministries of Georgia elaborate sectoral
policy, while other subordinate agencies within the
Ministry execute this policy and their mandate is directly
linked to the Ministry.

9. Main functions, considering their significance, are
performed by professional civil servants.
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4. Supporting functions

1. Supporting functions permanently ensure proper
functioning of the public agency as of an organization,
and facilitate implementation of the agency’s main func-
tions.

2. Supporting functions, as a rule, are related to dispos-
al of administrative resources required for implementa-
tion of the public agency’s main functions, as well as
legal support, public finance, planning, state procure-
ment, record keeping and human resource manage-
ment. Supporting functions, considering their signif-
icance, are performed by a professional civil servant.

5. Technical/assistance functions

1. Technical functions are related to temporary or
permanent technical service delivery, such as expertise
in a sector, delivery, translation, IT, logistics and other
technical field and related activities.

2. Technical functions can be fulfilled by a contracted
person in civil service.

6. Quantitative distribution of employees in public
agencies by functions

1. The number of human resources distributed in those
structural units that are responsible for implementation
of a public agency’s main functions shall not exceed
70% of the total number of the positions envisaged by
the staff in the public agency.
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2. The number of employees in those structural units
that are responsible for implementation of a public
agency’s supporting functions shall not exceed 30% of
the total number of the positions envisaged by the staff
in this public agency.

Chapter Il
ment

Organizational Arrange-

7. Management levels

1. A public agency fulfills its functions through two levels
of political management — Head of Public Agency and
his/her Deputy, and two levels of Administrative Man-
agement — through the primary structural unit (high
management level) and secondary structural unit
(mid-management level).

2. If four or more secondary structural units are subordi-
nated to the primary structural unit, there is a possibility
to create an additional position of Deputy Head of the
primary structural unit.

3. If three or more independent supporting functions are
incorporated in the secondary structural unit, it is possi-
ble to create an additional position of the Deputy Head
of the secondary structural unit.

8. Distribution of competencies

1. Each structural unit within the public agency shall
have a sharply defined objective that is determined by
the relevant legislative act and reflected in the name of
this structural unit.

2. Portfolios shall be equally distributed among the
Deputy Heads of the public agencies. Thus, the Deputy
Head of a public agency or his/her subordinated struc-
tural unit will be defined as the one responsible for each
priority task of public agency.
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3. Those structural units among which coordination is
critically important shall be sharply defined in the struc-
ture of the public agency and incorporated into the
portfolios of one Deputy Head of this agency.

4. It is not desirable to incorporate a priority task of
public agency in one structural unit along with other
priority and/or non priority tasks.

9. Political management level of public agency

1. The two levels of political management of a public
agency include the Head of the Agency and his/her
Deputy. The number of deputies shall be proportionate
to the priority tasks of public agency.

2. The portfolio of the Head of Public Agency shall
include the apparatus under his/her direct subordina-
tion, internal audit, and possibly the human resources
management structural units.

3. Supporting functions of a public agency can possibly
be incorporated into the portfolio of one of the Deputy
Heads of public agency.

4. If required, one of the Deputy Heads of public
agency, except for the one supervising the supporting
functions, may be assigned to perform the function of
Parliamentary Secretary.

5. Each Deputy shall carry out supervision on at least
two primary structural units of the public agency.
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10. Head of Public Agency

1. The following structural units (if they exist) can be
directly subordinate to the Head of the Public Agency:

a) With the composition of the Apparatus staff, Assis-
tants, Advisors and Public Relations;

b) Policy Coordination Unit;

c¢) Internal Audit and Inspection Unit;

d) Human Resources Management Unit.

2. Supervision of all other structural units are regulated
by the Head of Public Agency through delegation of
authority to the deputies.

11. Deputy Head of Public Agency

1. A Deputy Head of Public Agency coordinates main
and/or supporting functions of the public agency and
supervises at least one primary structural units.

2. A Deputy Head of Public Agency conducts supervi-
sion and coordination over the main or supporting func-
tions of public agency based on officially delegated
authority.

12. Administrative Management Levels (Structural
Units)

1. Primary and Secondary structural units can be creat-
ed in the public agency.
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2. Primary structural units are:

a) Department — primary level structural unit of adminis-
trative management performing main functions that is
oriented on mid-term priorities. Within its composition
are: Head of Department, Deputy Head (if such exists),
and two or more divisions;

b) Service — primary level structural unit of administra-
tive management performing supporting functions that
is oriented on organizational and strategic support of
public agency and its functions. Within its composition
are Head of the Service, Deputy Head of Service (if
such exists) and two or more sections.

3. Secondary structural units are:

a) Division — secondary level structural unit of adminis-
trative management performing main functions. Within
its composition, as a rule, are Head of Unit and
minimum three staff members. If staff performs similar
and/or mostly automated tasks, upper threshold of the
number of employees can be increased.

b) Section — Secondary level structural unit of adminis-
trative management performing supporting functions.
Within its composition, as a rule, are Head of Unit and
minimum two employees. If staff performs similar
and/or mostly automated tasks, upper threshold of the
number of employees can be increased.
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