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Support Services Division

8.1 Operational Structure

8.1.1 Structure

The Support Services Division (SSD) is responsible for facilitating the overall operations of the Commission and ensuring its smooth
functioning. It has been organized into the following departments:[

o0 Administration[]
o1 Finance

The Administration Department is further organized into Human Resource Wing, Administration Wing and IT Wing.

8.1.2 Management Team

Mr. Abdul Rehman Qureshi, Commissioner heads the SSD. There are three Directors heading each of the Wings within the Administration
Department and a Director heading the Finance Department.

8.2 Human Resource

The Human Resource Wing is entrusted with a variety of activities, particularly to assess the staffing needs of the Commission; undertake
recruitment and training of employees; process employees’ transfers, retirements and dismissals; develop and improve personnel
policies and procedures; coordinate with Divisions on matters of staff development; organize training programs; manage employees’
benefits and compensation; and maintain personal records of employees.

Officers of the Human Resource Wing in a meeting

8.2.1 Recruitment

The Human Resource Wing follows transparent and objective recruitment procedures. The process is aimed at inducting suitably
qualified and experienced professionals in line with the staffing needs of the Commission.

During the year under review, the Commission hired twenty-eight officers with expertise in different disciplines, like accountancy,
business administration, law and computer sciences. The Commission continued with its policy of being an ‘equal opportunity
employer’ so as to further improve gender balance among its employees.
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The details of professionals recruited during the year are illustrated below.

Chart 18 - Professionals Inducted during the FY 2004
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8.2.2 Junior Executives Induction Scheme

The Junior Executives Induction Scheme (JEIS) was advertised during the year for inducting a new batch of young professionals. The
scope of the scheme was broadened by inviting applications from partly qualified professional accountants. The scheme generated
considerable interest and in response to the advertisement, approximately 1,500 applications were received as compared to 1,000
received during the last year.

As many as 348 candidates appeared for written examination of JEIS. As in previous years, in order to maintain transparency and
impartiality in the selection process, the test was conducted by the Institute of Business Administration, Karachi. The Commission’s
Selection Committee interviewed fifty successful candidates of which ten were selected for appointment at the Commission. The
selected Junior Executives were placed in different Divisions of the Commission during the course of the year.

The Junior Executives inducted during the previous year completed their on-job training in various Divisions. Based on their performance
and internal staffing needs, they were promoted as Assistant Directors and appointed as such in relevant Divisions of the Commission.

8.2.3 Training Programs and Seminars
Every year, the Human Resource Wing arranges participation of the Commission’s officers in training programs, seminars and conferences
within and outside the country. These programs are aimed at enhancing employees’ skills, knowledge and understanding required

for efficient and effective performance.

During the year under review, officers of the Commission participated in the following foreign trainings, seminars and conferences:

i. study tour to the Companies Commission of Malaysia from 7 to 9 July 2003;
ii. ~ IOSCO’s Executive Committee, Technical Committee and EMC Advisory Board Meetings held in Athens, Greece from 23 to 26
September 2003;

iii.  Contractual Savings Conference on Regulatory and Supervisory Issues in Private Pension and Life Insurance organized by the
World Bank in Washington D.C., USA from 3 to 7 November 2003;

iv.  Conference on Private Pension in Asia and 2004 Asia-Pacific INPRS Meeting in Manila, Philippines from 30 March to 1 April 2004;

v.  joint workshop of Asian Institute of Management and ADB Institute on Development Perspective for Upgrading Accounting and
Auditing Competency held in Manila, Philippines from 12 to 16 April 2004;
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vi.  International Institute for Securities Market Development organized by the USA Securities and Exchange Commission from 19
to 29 April 2004;

vii.  IMF and World Bank meeting held in Washington D.C., USA from 24 to 25 April 2004;

vili. ~Annual Conference of IOSCO held in Amman, Jordon from 17 to 20 May 2004; and

ix.  expert meeting on Enhancing the Capacity of Financial Markets to Promote Intra-investment in Jeddah, Saudi Arabia from 26
to 27 June 2004.

The Commission also organized local trainings throughout the year for its employees. Some of the major local trainings undertaken
include:

i. special computer course at National Institute of Public Administration, Karachi from 16 to 23 July 2003;

ii.  visit to KSE to study stock exchange practices from 17 to 18 October 2003; and
iii.  Career Planning and Management workshop organized by LUMS from 30 March to 2 April 2004.

8.2.4 Human Resource Manual

During the year under review, the Human Resource Wing prepared a Manual to set out procedures aligned with the policies laid down
in the Service Manual of the Commission. The Manual delineates workflows and competent authorities as appropriate and
includes existing practices with necessary improvements as well as lays down certain new procedures.

8.2.5 Enhancement in Employees’ Benefits

During the year under review, the rest and recreation policy of the Commission was revised. Under the new policy, employees would
be entitled to fifteen days of annual rest and recreation leave with allowance equal to a half month’s gross salary.

Furthermore, approval of the Policy Board was sought to allowing a special allowance at 20 percent of basic salary to employees of

the Commission to cope with inflation and to make the salary structure more competitive. The special allowance became effective
from 1 July 2004.

8.3 Administration
The Administration Wing provides various support services relating to transport, equipment, office supplies, furniture and fixture;

hiring and maintenance of office premises; and other related matters. It has been actively working to enable efficient discharge of
duties by CROs and the Divisions at the head office of the Commission.

Officers of the Administration Wing in a meeting
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8.3.1 Hiring and Maintenance of Offices

During the year under review, an additional floor was acquired at the Commission’s head office to house the PSPD. State-of-the-art
offices were set up with Local Area Network (LAN)/Wide Area Network (WAN) connectivity, computer equipment and telephony
services. Certain refurbishment was also undertaken at the CRO, Karachi.

8.3.2 Children Day Care Centre

During the vear, a day care facility was established at the Commission’s head office to facilitate officers to shoulder their parenting
responsibilities while performing their duties at the Commission. The day care centre is fully equipped to cater to the health care as
well as entertainment needs of children. Its establishment particularly seeks to facilitate young parents working at the Commission.

8.3.3 Medical Consultant

The Commission also engaged the services of a Medical Officer at its premises to provide medical consultancy and first aid to the
employees of the Commission.

8.4 IT

The IT Wing provides a range of services for various management support functions, specialized applications, MIS applications and
managed workstations. Major areas of its operations include software systems and database maintenance/development; website/intranet
re-engineering and maintenance; LAN/WAN connectivity and central services; managed workstation services; hardware maintenance
services; and training in IT products and services.

Officers of the IT Wing at work

8.4.1 Information Technology Strategy Plan

The IT Wing is working towards automation of systems and procedures within the Commission. To achieve its objective, the IT Wing
prepared an Information Technology Strategy Plan (ITSP), which was also presented before the Policy Board during the year. Automation
of the Commission’s internal and external communication and processes, including online submission of r sum s, bids, quotations,
general enquiries and complaints to the Commission would be possible after successful implementation of ITSP.
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The ITSP has been divided into the following parts:

i. Business Development and Regulations Process, which covers electronic incorporation of companies, submission of returns
and monitoring and surveillance.

ii.  Business Process Management and Content Management, which will help set out the technical approach to automation of
the Commission’s offices with incorporation of workflow automation and content management.

iii.  Applications Development for Divisions of the Commission, which will help to automate the routine regulatory actions and
will also provide for improved organization and analysis of data. A number of applications in this regard have already been
developed.

iv.  Creation of a comprehensive Data Warehouse based on data being captured by existing as well as future applications.

v.  Information Gateway for exchange and dissemination of information among international and national organizations, companies
and the general public.

vi.  IT Consolidation for enhancement in existing hardware, improving network connectivity between head office and CROs, etc.

The Commission submitted a proposal to the Electronic Government Directorate for the funding of Business Process Management
and Content Management solution. The proposal was approved subsequent to the close of the year and necessary processes were
accordingly initiated.

8.4.2 Development of New Systems and Applications

During the year under review, the IT Wing developed its capacity for in-house software development and maintenance by creating a
core software expert team through induction of suitable professionals.

Besides the systems developed in previous years, the IT Wing initiated and, in some cases, completed work on a number of software
systems to automate various functions at the Commission. In this regard, the major systems and applications on which work was
undertaken during the year were as follows.

i Electronic Profile System

The system allows employees to create their electronic profile with details of qualifications, experience, employment history and
training.

ii. Online Query Management System

A number of online forms have been linked to the Commission’s website for submission of online queries and registering complaints,
etc. While previously the responses to these queries were processed offline, the new system provides a completely automated
environment.

iii. Document Tracking System

This system keeps track of the actions taken on documents received at the Commission along with time taken to respond to them.

iv. Corporate Track Record System
It allows recording of information regarding each of the corporate members of a company as well as its auditors, lawyers, brokers,
etc.

V. Legal Opinions Management System

The system maintains record of legal opinions and replies to legal queries sent by all Divisions to outside parties. This helps in tracking
opinions given by the Commission on different occasions and in ensuring consistency of opinions on an issue. The Legal Opinions
Management System incorporates a search facility and features like record management, auto-generated email alerts, system security,
data validation and masking, etc.
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Vi. Brokers and Agents Registration System
It is an automated system for close vigilance of activities of brokers and agents and seeks to facilitate enforcement of the Commission’s
regulatory functions.

Vii. Purchase Management System
The system has been developed for Administration and Finance Departments to automate the purchase function.

viii. Inventory Management System

It is one of the key systems of the Enterprise Resource Plan and addresses the difficulties previously encountered in manually handling
the data and maintenance of inventory records.

ix. Help Desk Management and Facilitation System

The system provides for online submission of problems by users, which are forwarded through an automatic distribution and
management component to the relevant coordinator within the IT Wing.

X. Court Cases Database

The database keeps track of all cases filed by or against the Commission in various courts of law and maintains an up-to-date status
of each of these.

Xi. Intranet of the IT Wing

The intranet site, referred to as "IntralT", holds key organization wide information for the employees of the Commission. It also acts
as a portal for an automated, paperless environment and disseminates information and knowledge on valuable uses of IT. A quarterly
electronic newsletter “Communiqu ” is also placed on IntralT to provide relevant information about IT issues.

xii. Intranet of the Human Resource Wing

This is an initiative to share information relating to human resource matters with the employees of the Commission. The portal
contains links for editing personnel profile, claiming reimbursements as well as viewing notable events. There is an integrated module
for leave quota management to facilitate online leave application processing.

8.4.3 Training in IT Products and Services

During the course of the year, the IT Wing continued to provide formal and informal training to officials of the Commission in IT
systems. It also developed an orientation package for new entrants in the Commission to brief them about IT systems and applications
within the Commission.

8.5 Finance

The Finance Department is responsible for directing and controlling the areas of accounting, treasury management and budgeting.
It administers the Commission’s revenue and maintains relevant records, while ensuring that all revenues are properly recorded in
light of the provisions of the SECP Act and are duly reported in an appropriate manner. The Finance Department is also responsible
for preparation of periodic financial reports for use of the Commission. In this regard, a multi-user accounting software is used for
the maintenance of books of account and a sound accounting system is in place. A transparent and effective internal control system
is also followed in recording and monitoring of financial transactions. Policies and procedures are well documented and the Finance
Department ensures adherence to the same.
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8.5.1 Budgetary Reports

The Finance Department formulates budget and authorization requests and monitors utilization of the Commission’s resources. As
such, it is also responsible for budget justification and execution.

The Finance Department developed, implemented and monitored the Commission’s budget for the FY 2004. It also prepared the
budget for the FY 2005, which was approved by the Commission and the Policy Board in May 2004 as per requirement of Section 24
of the SECP Act.

8.5.2 Financial Statements

Financial statements of the Commission for the year ended 30 June 2004 were prepared by the Finance Department and were audited
by Taseer Hadi Khalid and Co., CAs. These were submitted to the Federal Government within the timeframe provided in the SECP
Act.

8.5.3 MIS

Monthly MIS reports, providing an overview of financial performance and financial position of the Commission, were introduced in
January 2002. These reports give details of revenues generated and expenditures incurred by each Division at the head office and
CROs. The MIS reports include the following:

i Balance Sheet;

ii.  Income and Expenditure Account;

iii.  Cash Flow Statement;

iv.  Capital Budget Variance Report;

v.  Revenue Budget Variance Report; and

vi.  Division-wise Income and Expenditure Statement.

During the course of the year, MIS reports were placed before the Commission every month to apprise it of the revenue and expenditure
position and formed an essential basis for the Commission’s decision making.

8.6 Annual Plan

The SSD plans to carry out the following activities during the coming year in addition to its routine functions:

i. undertake a comprehensive training and development program for capacity building of the Commission;
ii.  introduction of IT-based systems to support the monitoring and supervisory functions of the Commission; and
iii.  review and implementation of the Accounting Policies and Procedures Manual.
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