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FORWARD

In 2000, Schemes of Service for a total of 259 Cadres were published.
A second set of Schemes of Service for 52. 8 and 5 Cadres considered and approved by National
Council on Establishments (NCE) in 2000, 2001 and 2002 respectively and 4 others {Schemes

" of Service) amended, have been approved for publication.

2. The eflective date for the implementation of these sets of Schemes of Service are as

follows:-
(A) PART 1 - 28" September, 2000
(h Store Examiner Cadre
(2) Agricullural Assistant Cadre
(3) Agricultural Technician Cadre
(4) Agricullural Technologist Cadre
(5 Game Guard / Ranger Assistant Cadre
(6) Fisheries Technologist Cadre
(7) Forest Assistant Cadre
(&) Forest Technologist Cadre
) Produce/Pest Control Assistant Cadre

(1M Produce/Pest Control Technician Cadre
(1)  Produce/Pest Control Technologist Cadre
(12)  Veterinary Officer Cadre

{13)  Zoo Assistant Cadre

(14)  Zoo Technician Cadre

(15)  Radio/Telecommunication Superintendent Cadre
(16) Instructor (Technical) Cadre

(17)  Dental Therapist Cadre

(18) Dental Officer Cadre

{19) Environmental Health Officer Cadre

(20)  Environmental Health Officer Cadre

(21)  Community Health Assistant Cadre

(22)  Communily Health Technician Cadre
(23) Community Health Officer Cadre

(24) Staff Nurse/Staff Midwife Cadre

{25)  Nursing Officer Cadre

(20)  Assistant Nurse Tutor Cadre

27 Nurse Tulor Cadre

(28) Optometrist Cadre

(29)  Primary Health Care Tutor Cadre

(30} Physiotherapist Cadre

{31)  Radiographer Cadre

(32)  Moedical Imaging Scientist Cadre

(33)  Area Court Judge Cadre

(34)  State Counsel Cadre

(35) Art Production Attendant Cadre

(36)  Printing Assistant (Photo/Lithography) Cadre



(37)

Superintendent of Press (Photo/Lithography) Cadre

(38)  Printing Assistant Cadre
(39)  Superintendent of Press Cadre
(40)  Printing Officer Cadre
(41)  Film/Video Censorship Assistant Cadre
(42)  Executive Officer (Film/Video Censorship) Cadre
(43)  Film/Video Censorship Officer Cadre
(44)  Co-Operative Inspector Cadre
(45)  Youth Development Assistant Cadre
(46)  Youth Development Officer Cadre
(47)  Sports Assistant Cadre
(48)  Sports Officer Cadre
(49)  Assistant Coach Cadre
(50)  Trrigation Technologist Cadre
(51)  Irrigation Engineer Cadre
(B) PART II - 25" October, 2001
(D Assistant Education Officer Cadre
(2) Assistant Dental Technologist Cadre
(3) Dental Technologist Cadre
4) Registrar (Trade Mark and Patient) Cadre
(5 Community Development Inspector Cadre
(6) Assistant Social Welfare Officer Cadre
(7) Magistrate Cadre
(8) Inspector of Area Courts Cadre
(©) PART III - 24" October, 2002
(D Administrative Cadre
2) Labour Inspector Cadre
3 Pharmacist Cadre
(4) Alr Traffic Officer
(5) Air Traffic Safety Systems Officer
(D) PART 1V
(1) Executive Officer (Accounts) Cadre (10/10/97)
(2) Executive Officer (Audit) Cadre (10/10/97)
3 Executive Officer (Revenue) Cadre (10/10/97)
4) Inspector of Taxes Cadre (28/9/2000)

3. More Schemes of Service will be published when necessary.

OFFICE OF HEAD OF THE CIVIL SERVICE OF
THE FEDERATION.
2003
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COMMON SERVICES

ADMINISTRATIVE OFFICER CADRE

POSTS AND SALARILES

I Administrative Oficer Grade II -
1.2 Administrative Officer Grade [ -
1.3.  Senior Administrative Officer -
1.4, Principal Administrative Qfficer -
1.5. Assistant Chiel Administrative Officer -
1.60. Chief Administrative Officer -
1.7. Assistant Director -
1.8. Deputy Director (Federai} Direclor (State) -
1.9. Director =
DUTIES
2.1 Administrative Officer Grade II, Grade Level 08
2.1.1  Performing the following duties under supervision:
2011, Collecting and interpreting data for use by senior ofticers
2.1.1.2.  Making submissions and preparing draft letters on s
2.1.1.3.  Preparing minutes of meetings
2.2 Administrative Officer Grade I, Grade Level 09
2.2.1  Performing specialized functions in the fields of Trade, Investment,
Economic planuing, Personnel Management eteetera.
222 Collating and assisting in analyzing data
2.2.3  Muaking submissions and preparing draft letters on specific matters.
23 Senior Administrative Officer, Grade Level 10
2.3.1 Initiating the preparation of draft memoranda and speeches
2.3.2  Supervising the work of a number of subordinate officers
2.3.3  Analyzing and applying data
234 Assisting in making reports
24 Principal Administrative Officer, Grade Level I2
2.4.1  Preparing annual estimates of revenue and cxpenditure
24.2  Performing personnel, financial and general adminisirative duties,
2.4.3 Preparing statutory and periodic reports
244 Co-ordinating the activities of a number of junior officers
2.5 Assistant Chief Administrative Officer, Grade Level 13
2.5.1  Taking responsibility for such duties as:
2.5.1.1 Personnel Management
2.5.1.2 Project Analysis
2.5.1.3 Investment Management
2.5.1.4 Financial Management
2.5.1.5 Management Services
2,52 Assisting in the administration of a Section
2.5.3  Assisting in the formulation, execution and review of policies
254  Assisting in training junior staff.
2.0 Chief Administrative Officer, Grade Level 14

2.6.1 Taking charge of a Section:

i

Grade level O8
Grade level OV
Grade level O
Grade level 12
Grade level 13
Grade level 14
Grade level 15
Grade level 16
Grade level 17

pecific matters.

3.0.

NI

3.1



2.6.2 " Taking charge a specific subject/subjects

2.6.3  Assisting in the formulation execution and review of policies.

2.6.4 Supervising the training programmes of Stdﬁ’
2.7 Assistant Director, Grade Level 15

2.7.1 Taking charge of a Branch

2.7.2  Taking charge / co-ordinating activities in specific subject/subjects

2.7.3  Co-ordinating the training programme of staff

2.74  Assisting in the formulation, execution review of policies

2.7.5 Assisting in the general administration of the Department (States)
2.8 Deputy Director (Federal) / Director (State), Grade Level 16

2.8.1  Taking charge of Division / Department (State)

2.8.2  Advising on general administrative matters (State)

2.8.3  Assisting in the general administration of the Department

2.8.4 Taking responsibility for administrative development planning
2.9 Director, Grade Level 17

2.9.1 Taking charge of the general administration of a Department

2.9.2 Advising on general administrative matters

METHODS OF ENTRY AND ADVANCEMENT WITHIN THE CADRE
NOTE: All promotion and transfers are subject to vacancy and satisfactory service record.

3.1 Administrative Officer Grade I, Grade Level 08

3.1.1 By direct appointment of a.candidate possessing a degree in any of the

disciplines of Social Science or Humanities.
v, %o/ Administrative Officer 1, Grade Level 09

3.2.1 By advancement of a suitable Administrative Officer Grade II who has
passed the Compulsory Examination for Administrative Officers and
Professionals.

3.2.2 By direct appointment of a candidate possessing any of the qualifications
specified in sub-paragraph 3.1.1. above plus at least three year’s post
qualification cognate experience.

3.2.3 By direct appointment of a candidate possessing a Masters’ degree in any of
the disciplines specified in sub-paragraph 3.1.1. above plus at least one year
post-qualification cognate experience.

3.2 Senior Administrative Officer I, Grade Level 10

3.3.1 By promotion of a confirmed and suitable Administrative Officer Grade I
who has spent at least three years on the grade.

3.3.2 By direct appointment of a candidate possessing any of the qualifications
specified in sub-paragraph 3.1.1. above plus at least six year’s post-
qualification cognate experience.

3.3.3 By direct appointment of a candidate possessing a Masters’ degree in any of
the disciplincs specified in sub- paragraph 3.1.1. above plus at least four
year’s post-qualification cognate experience.

3.3.4 By direct appointment of a candidate possessing a Doctorate degree in any of
the disciplines specified in sub-paragraph 3.1.1. above, plus at least one year
post-qualification cognate experience.








