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NATIONAL PRIMARY HEALTH CARE DEVELOPMENT AGENCY 

(NPHCDA) 
REVISED STRUCTURE 

 
 

Incorporating 
 

NATIONAL PRIMARY HEALTH CARE DEVELOPMENT AGENCY (NPHCDA) 
and 

NATIONAL PROGRAMME ON IMMUNISATION (NPI) 

 
(DRAFT 2.1 – 30th MAY 2007) 

ANNEXURE D 
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ANNEX 2 
ANNEX 3 

GOVERNING BOARD 
OF THE AGENCY 

EXPERT REVIEW COMMITTEE ON PHC 

OFFICE OF THE EXECUTIVE 
DIRECTOR 

DEPARTMENT OF 
PLANNING, RESEARCH & 

STATISTICS 

DEPARTMENT OF FINANCE 
& HUMAN RESOURCE 

MANAGEMENT 

PURPOSE: To provide financial, 
human resource and administrative 
support 
 
FUNCTIONS: 
1. To prepare and manage the 

Agency’s operational budget 
2. To pay for goods and services 
3. To provide financial and 

management reports on the 
activities of the Agency 

4. To provide consolidated analysis 
of sources of funds inflow and 
outflow on PHC activities  

5. To provide general 
administrative support 

6. To provide transport and other 
logistics 

7. To manage the human 
resources (appointments, 
promotions, training and 
discipline) 

8. To attend to maintenance of the 
Agency premises 

9. To manage the National PHC 
Fund 

10. To provide secretarial 
services for Management and 
Board meetings 

 

ANNEX 6 

DEPARTMENT OF HEALTH SYSTEMS 
DEVELOPMENT 

PURPOSE: To ensure development of primary 
health care system through advocacy, social 
mobilization/BCC, resource mobilization, 
community ownership, capacity building & 
development of effective managerial processes 
 
FUNCTIONS: 
1. To mobilise resources for the development of 

PHC systems 
2. To develop, review and undertake advocacy, 

social mobilization/BCC  policies and 
interventions 

3. To coordinate PHC stakeholders nationally and 
internationally 

4. To develop and oversee an integrated PHC 
financing strategy 

5. To promote community based financing of 
PHC activities 

6. To develop BCC and health promotion and 
social mobilization strategies and materials 
(IMCI, EDL, safe water, nutrition, VPDs, minor 
ailments) 

7. To publish and distribute PHC news reports, 
Bulletin and other information materials from 
the Agency and communicate with PHC 
stakeholders and the public and manage public 
relations for the Agency 

8. To provide support for the training, and 
utilization of all PH human resources 

9. To develop operational guidelines, protocols, 
training manuals and other relevant tools for 
effective implementation of PHC  

10. To develop systems that promote the role of 
women in PHC 

PURPOSE: To provide policy guidance, 
planning, logistics and other technical support 
to immunisation service providers 
 
FUNCTIONS: 
1. To coordinate vaccines procurement and 

ensure vaccine security and logistics in 
collaboration with other relevant 
development Partner Agencies. 

2. To ensure the availability of the logistics for 
the provision of routine immunization 

3. To design and facilitate supplemental 
immunization activities including other child 
survival interventions 

4. To plan, implement and supervise agency 
participation in outbreak response activities 

5. To monitor surveillance and reporting of 
Vaccine Preventable diseases (VPDs) in 
close cooperation with FMOH  

6. To monitor performance coverage 
(completeness, timeliness, documentation) 
from State/Zonal office returns and 
coverage surveys 

7. To support low performing States and LGAs 
in the planning and implementation of 
accelerated strategies (LIDs /Child Health 
weeks) 

8. To liaise with other departments of the 
agency in the planning and implementation 
of all immunization activities 

9. To harmonize and coordinate Partner 
Agencies immunization plans and activities 
at all levels of the health system 

 

DEPARTMENT OF IMMUNISATION 

ANNEX 7 

ANNEX 8 

PURPOSE: To develop PHC 
implementation strategies and 
plans (in accordance with national 
policy and standards) and to 
monitor and evaluate 
implementation in the field 
 
FUNCTIONS: 
1. To develop integrated PHC 

implementation strategies for 
ward and village level (IMCI, 
EDL, safe water, nutrition, 
VPDs, minor ailments) 

2. To harmonize and coordinate 
stakeholders PHC plans and 
activities 

3. To promote PHC manpower 
development 

4. To foster technical collaboration 
on  the development of PHC 
systems and services 

5. To promote health systems 
research focused on PHC 

6. To monitor and evaluate the 
PHC implementation 

 

ZONAL OFFICE 
NORTH WEST ZONE 

ZONAL OFFICE 
SOUTH WEST ZONE 

ZONAL OFFICE 
SOUTHSOUTH ZONE 

ZONAL OFFICE 
SOUTH EAST ZONE 

ZONAL OFFICE 
NORTH EAST ZONE 

ZONAL OFFICE 
NORTH CENTRAL 

ANNEX 1 

LEGAL UNIT

INTERNAL AUDIT

PUBLIC RELATIONS & PROTOCOL UNIT

SERVICOM UNIT
APPOINTMENTS/PROMOTIONS 

AND DISCIPLINARY COMMITTEE 

TENDER COMMITTEE 

FINANCE & GENERAL   
PURPOSE COMMITTEE 

ANNEX 4 ANNEX 5 
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GOVERNING BOARD OF THE AGENCY 

ANNEX 2 

PURPOSE: Overall responsibility for policy formulation, implementation and administration of the 
Agency to enable the Agency achieve its objectives and functions under the Act; to act in the name 
of the Agency 
 
FUNCTIONS of the BOARD: 
1. Recommend to the Minister guidelines for the maintenance of PHC quality assurance 

amongst PHC service providers 
2. Report to the Minister on the effectiveness of the internal controls of the Agency 
3. Monitor remuneration, benefits and other human resources issues and establish, and monitor 

appropriate human resource policies, in particular for senior appointments 
 
STATUTORY FUNCTIONS: 
Primary Health Care (from Decree No. 29 of 1992): 
1. Provide support to the National Health Policy, 
2. Provide technical support to the planning, management and implementation of primary health 

care, 
3. Mobilise resources, nationally and internationally, for the development of primary health care 

in support of the programmes of the Agency and to conduct or commission studies on 
resource mobilisation for health and on issues of cost and financing on equitable basis, 

4. Provide support to the monitoring and evaluation of the National Health Policy, 
5. Promote health manpower development, 
6. Provide support to the village health system, 
7. Promote health systems research, 
8. Promote technical collaboration, 
9. Promote primary health care, and 
10. Perform such other functions as may, from time to time, be assigned to it. 
 
Immunisation (from NPI Decree No. 12 of 1997): 
2. Support States and Local Governments in their Immunization programs by supplying them 

with vaccines, needles, syringes, cold chain equipment and such other things and logistics as 
may be required for those programs 

3. Monitor and evaluate the execution of immunization programs nationwide 
4. Provide training facilities to the States and Local Governments for persons involved in the 

immunization programs 
5. Mobilize support from the United Nations Organization, World Health Organization, United 

Nations Children’s Fund, non-governmental organizations and other concerned groups and 
individuals towards the realization of its objectives 

6. Advise Federal, States and Local Governments, the private sector and other interested 
bodies regarding the quality, safety and regulatory provisions on issues relating to 
immunization 

7. Compile and publish relevant data resulting from the performance of its functions under the 
decree or from other sources, and 

8. Perform such other functions and exercise such other powers not inconsistent with its 
objectives and functions under the act as the Minister may from time to time assign to it 

NB: WILL ALL BE REPLACED IN NEW NPHCDA ACT 

FINANCE & GENERAL PURPOSE COMMITTEE 

PURPOSE: To manage appointments, promotions and disciplinary matters 
 
FUNCTIONS: 
1. To facilitate the process of recruitment of incumbents to positions and make 

proposals to the Executive Director regarding appointments 
2. To review, assess and make recommendations to the Executive Director on 

personnel policy matters 
3. To review significant cases of employee misconduct and to manage discipline

APPOINTMENTS/PROMOTIONS AND DISCIPLINARY COMMITTEE 

TENDER COMMITTEE 

PURPOSE: To manage the procurement policy of the Agency 
 
FUNCTIONS: 
1. To formulate and review procurement policy 
2. To evaluate Tenders for large cost items 
 
[This is a Committee and NOT a permanently staffed structure, chaired by 
Director HR and Admin. Line experts must be involved in specifications and 
evaluations. The Procurement Branch will do the technical preparation of 
tenders.] 

PURPOSE: To appropriate funds for operational activities of the Agency and to report 
on the Board on the effectiveness of the internal controls of the Agency 
 
FUNCTIONS: 
1. To examine the interim and annual financial statements before submission to the 

Board and prior to any press announcements 
2. To investigate any activity which the Committee, in its sole discretion, considers to 

fall within the powers delegated to it; and 
3. To consider any other matter as may be referred to the Committee from time to 

time by the Board 



ORGANOGRAM FOR THE NEW NPHCDA AGENCY (NPHCDA & NPI MERGED) V 2.1 – Post Lokoja Workshop      30TH MAY 2007 
________________________________________________________________________________________________________________________________________________ 

Page 4 of 11 

PURPOSE: To lead and manage the Agency in proactive, multi 
sectoral planning and to coordinate implementation, monitoring and 
evaluation of all activities directed at PHC in Nigeria 
 
FUNCTIONS: 
1. To be the Executive Director of the Agency 
2. Responsible for execution of the policies of the Agency as 

formulated by the Board and directed by the Hon Minister 
3. Responsible for the day to day administration and coordination of 

all activities of the Agency, including assuming primary 
responsibility for organizing and coordinating the workflow, 
overseeing and managing the work programs of the Agency staff 
and ensuring quality and timeliness of plans, reports and other 
products 

4. To ensure that the Agency: 
• coordinates planned and identified PHC policies 
• facilitates the engagement of all tiers of government and the 

private health sector on issues of PHC 
• provides leadership in the formulation of policies and 

guidelines on PHC 
• establishes mechanisms to support research into PHC in 

the country 
• mobilizes resources (local and foreign) and coordinate its 

equitable application for PHC 
• develops its own capacity and facilitates the development of 

other stakeholders’ capacity 
• monitors and evaluates all PHC activities 

5. To ensure that the Agency is managed to the highest and most 
transparent financial standards 

6. To inspire and motivate the personnel of the Agency to work as 
a team in order to achieve the objectives of the Agency 

7. Ensure day to day administration of the Agency 
8. Ensure the general direction and control of all other employees 

of the Agency 
 

ANNEX 3 
 

OFFICE OF THE EXECUTIVE DIRECTOR 

INTERNAL AUDIT UNIT

PURPOSE:  To ensure adherence to government and management policies, rules and regulations in the 
management of operations, resources and records. 
 
FUNCTIONS: 
1. To constantly review the internal control systems in the organization to ensure that it is efficient and effective 

in design and operations at Head Office and zones 
2. To ensure compliance to regulations in funds utilization at H/O and zonal offices 
3. To design and operate the Internal Audit Programme for the Agency ensuring implementation according to 

plan 
4. To verify stock and assets 
5. To prepare and submit reports to the Management 
6. To carry out routine review of records, projects, activities of Departments and zonal offices. 

LEGAL UNIT

PURPOSE: To minimise the legal risks of the Agency 
 
FUNCTIONS: 
1. To advise management: 

• regarding agreements 
• on lease agreements on premises and equipment 
• on performance contracts with private immunisation service suppliers 
• on any other legal issues, especially relating to the Decree 

2. To prepare Contract Agreements 
3. To provide support to the Executive Director with the full range of executive assistance duties 
4. To make court appearances for  the Agency and liaise with other individuals/agencies on litigation matters 

PUBLIC RELATIONS UNIT 

PURPOSE: To communicate with PHC stakeholders and the public and manage public relations for the Agency 
 
FUNCTIONS: 
1. To establish a consultative mechanism with the media for routine and regular communication 
2. To prepare press releases for the Executive Director 
3. To prepare media articles 
4. To influence the content of local dramas and movies to include PHC messages 
5. To respond to any queries from the public, media or PHC role-players (help-desk) 
6. Manage internal communication with the staff 
7. Manage the corporate image of the organisation, attend to VIP and guest visits and arrange events 

SERVICOM UNIT

PURPOSE: To ensure Quality Service Delivery by the Agency 
 
FUNCTIONS: 
1. To create awareness amongst staff and all service receivers. 
2. To establish standards and guidelines 
3. To monitor adherence to the Standards and guidelines 
4. To evaluate attainment to standards/guidelines

PURPOSE: To recommend to the Board guidelines for the maintenance of PHC quality 
assurance amongst PHC service providers 

[Meets once or twice a year as a technical advisory body to the Board and 
could comprise representatives from FMOH, Standards Organisation 
Nigeria (SON), NAFDAC, and Academics. Helps to involve a broader 
spectrum of expertise (latest trends, current methodology/technology, etc) 
and creates a checks-and-balances mechanism on professional and 
technical matters.] 

EXPERT REVIEW COMMITTEE ON PHC 
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DEPARTMENT OF IMMUNISATION 

PURPOSE: To promote RI and ensure 
the provision of the logistics for the RI 
 
FUNCTIONS: 
1. To develop guidelines, standard 

protocols and models for vaccine 
services to be implemented at fixed 
posts and mobile outreach systems for 
immunization systems 

2. To conduct workshops and develop 
other training to promote routine 
service provision models in States and 
LGAs 

3. To develop content for IEC materials 
regarding routine immunization. 

4. To monitor and give supportive 
supervision to service providers of RI 
activities. 

5. To harness and coordinate 
Partnership support for routine 
immunization e.g GAVI, EU –Prime, 
PPRINN, Immunization Basics, etc at 
National and State levels. 

ANNEX 4 

PURPOSE: To plan, implement and 
supervise outbreak response activities of 
the agency in collaboration with FMOH 
and other partner agencies 
 
FUNCTIONS: 
1. To achieve high level commitment of 

all stakeholders of outbreak response 
(OR) through sensitization and 
advocacy 

2. To establish, document and 
disseminate technical guidelines in 
management of OR 

3. To establish, print and distribute 
training manuals for training of OR 
personnel 

4. To develop capacity for regular 
feedback of information on outbreak 
diseases at all levels 

5. To provide logistic support for  
implementing, monitoring and 
supervision of OR activities 

6. To develop and periodically review 
and disseminate IEC materials 
regarding OR 

7. To improve laboratory /case detection 
of diseases of public health 
importance 

PURPOSE: To design and facilitate supplemental immunisation 
activities (IPDs, SIPDs, Mop-Up, etc,) 
 
FUNCTIONS: 
1. To establish and periodically review criteria and guidelines, 

develop and maintain systems for mass campaigns for 
relevant antigens, notably: 

 Polio Eradication IPDs and SIPDs 
 Measles “Mop-Ups” 

2. To supervise and monitor field activities during Supplemental 
Immunization Activities (SIAs) e.g IPDs, SIPDs, etc 

3. To plan and execute Polio Eradication activities and other 
SIAs including measles mop ups in partnership with 
stakeholders. 

4. To work with stakeholders and others to plan and execute 
Polio Eradication IPDs and SIPDs and Measles “Mop-Ups” 

5. To establish and periodically review guidelines, develop and 
maintain systems for administering vitamins, micro-nutrients 
and any other child survival interventions, or supplement, with 
vaccines 

6. To develop content for IEC materials regarding supplemental 
immunisation, including feedback 

7. To provide timely report of post vaccination activities and 
periodic reports on SIAs 

8. To plan and facilitate post vaccination review meetings 
(Debriefing) 

9. To collect process and analyze SIAs data to inform 
management decisions 

10. To undertake any other functions or activities that may be 
assigned or approved for the division from time to time 

VACCINES SECURITY & LOGISTICS 
DIVISION 

ROUTINE IMMUNISATION 
DIVISION 

OUTBREAK RESPONSE 
BRANCH 

SUPPLEMENTAL IMMUNISATION DIVISION 

PURPOSE: To provide vaccine security and 
logistics 
 
FUNCTIONS: 
1. To provide forecasts of requirements for 

vaccines and other immunization supplies 
2. To support procurement process with technical 

specifications and quantities of vaccines and 
other immunization supplies to be ordered 

3. To provide guidelines, manage, maintain and 
monitor National and Zonal stores 

4. To distribute vaccines and other immunisation 
supplies (bundled vaccines) from the national 
store to the Zonal Stores 

5. To develop guidelines and conduct workshops  
and develop relevant training on vaccine 
storage and cold chain management in States 
and LGAs, including equipment standards, 
maintenance, etc 

6. To monitor and report regularly on vaccine 
utilization, wastage and quality 

7. To develop relevant content for IEC materials 
on vaccines and cold chain management 

8. To support injection safety guideline and waste 
management 

VACCINE SECURITY BRANCH NATIONAL VACCINE BRANCHZONAL & FIELD VACCINE STORE 
BRANCH 

ANNEX 4.1 
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ANNEX 4.1 

VACCINE SECURITY BRANCH 

VACCINE SECURITY & 
LOGISTICS DIVISION 

PURPOSE: To organize and coordinate the data 
flow, oversee and manage the calculations and study 
latest trends in vaccine utilisation 
 
FUNCTIONS: 
1. To provide forecasts of requirements  for 

vaccines and other immunisation supplies 
2. To assist Procurement Unit with technical 

specifications and quantities of vaccines and 
other immunisation supplies to be ordered  

3. To develop guidelines and conduct workshops  
and develop other training on vaccine storage 
and cold chain management in States and LGAs, 
including equipment standards, maintenance, etc  

4. To develop content for IEC materials regarding 
vaccines 

NATIONAL VACCINE BRANCH 

PURPOSE: To organize and coordinate the 
workflow, oversee and manage the work 
programs of the National Vaccine Store 
 
FUNCTIONS: 
1. To manage and maintain the national vaccine 

store 
2. To provide guidelines for Zonal, State and 

other vaccine stores and monitor these stores 
3. To distribute vaccines and other immunisation 

supplies from the national store to the Zonal 
Stores 

4. To ensure the availability of ‘emergency’ stock 
of vaccines 

5. To report regularly on vaccine utilization, 
wastage and quality 

6. To develop content for IEC materials regarding 
cold chain 

 

ZONAL & FIELD VACCINE STORE 
BRANCH 

PURPOSE: To supervise the management of 
zonal vaccine stores and monitor State and LGA 
vaccine stores  
 
FUNCTIONS: 
1. To develop and maintain a system and 

procedures for monitoring vaccine distribution 
and storage in line with NPI policy 

2. To implement a periodic review of vaccine 
distribution and storage in the field (Zones, 
States, LGAs and facilities) 

3. To ensure that all vaccine stores in the field are 
maintained and working 

4. To ensure that vaccines and other 
immunisation supplies are distributed from the 
Zonal Store to State and other stores 
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DEPARTMENT OF HEALTH SYSTEMS 
DEVELOPMENT 

PHC ADVOCACY & SOCIAL MOBILISATION 
DIVISION 

HEALTH PROMOTION, TRAINING AND 
MANPOWER DEVELOPMENT DIVISION 

PURPOSE: To develop and periodically review advocacy and 
social mobilisation policies and interventions and to advocate 
for PHC services to be community owned and family focused  
 
FUNCTIONS: 
1. To provide support to the consultative mechanism for the 

development and review of policy, guidelines, rules and 
procedures for PHC services (women, village system, 
poverty alleviation, etc) 

2. To liaise with relevant Departments and Divisions in the 
Agency to obtain relevant information or support for 
advocacy and mobilisation activities 

3. To identify and classify stakeholders and advocate for the 
participation of key role-players in  mobilizing the 
authorities and public to participate in PHC services: 

• Federal Government health facilities 
• State Ministries of Health 
• Local Governments 
• Private sector 
• Religious Leaders 
• Traditional Leaders 
• Health Practitioners 
• Development Partners, etc. 

4. To provide any clarifications to role-players on details of 
PHC system and services 

5. To determine interaction opportunities, options and 
priorities 

6. To develop a national media awareness campaign with the 
major media players (radio, press, etc) 

  
 

PURPOSE: To provide PHC IEC materials (IMCI, EDL, 
safe water, nutrition, VPDs, minor ailments) and publish 
and distribute reports from the Agency 
 
FUNCTIONS: 
1. To establish a consultative mechanism for the 

development , field testing and publication of 
appropriate PHC IEC materials in consultation with 
FMOH and obtain and manage content for publications 

2. To obtain corporate support from private companies for 
publications and other IEC materials 

3. To contribute to, and test, training materials for PHC 
providers 

4. Manage the design and layout of presentations, 
publications, corporate image memorabilia, etc 

5. To prepare production specifications, source and 
manage production, publish and circulate reports, 
promotional materials and IEC materials 

6. To establish, maintain and update the contents of a 
web-site for the Agency (with assistance from 
Information Technology & Management Info System 
(MIS) Unit) 

7. To manage visuals for productions (photographs, 
videos and illustrations)  

8. To develop and manage appropriate social 
communication campaigns to publicize PHC activities 

9. To publish bi-annual Agency newsletter 

ANNEX 5 

RESOURCE MOBILISATION DIVISION 

PURPOSE: To mobilise resources outside existing 
channels (nationally and internationally) for all activities in 
the Agency 
 
FUNCTIONS: 
1. To develop and oversee an integrated PHC financing 

strategy 
2. To raise funds for LGA and States PHC projects and for 

PHC policy support 
3. To secure support for human resource development of 

LGA and State PHC personnel 
4. To secure technical assistance and support to enhance 

managerial capacity for the PHC system 
5. To secure logistics support for provision of PHC for 

LGAs and States 
6. To secure sponsors for IEC materials 
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DEPARTMENT OF PLANNING, 
RESEARCH & STATISTICS 

ANNEX 6 

MONITORING, EVALUATION & 
SURVEILLANCE DIVISION 

PURPOSE: To develop strategic plans 
for the Agency and ensure quality of 
service and research 
 
FUNCTIONS: 
1. To establish procedures for 

inspection, investigation and 
intervention in the management of 
PHC services by providers to 
ensure the quality of delivery of the 
defined PHC service 

2. To ensure that monitoring and 
surveillance returns are completed, 
acted upon and forwarded to Head 
Office 

3. To collect and analyse routine data 
4. To monitor PHC service trends and 

performance of providers 
5. To plan and execute immunisation 

coverage and PHC service surveys 
6. To alert the Agency to threats from 

VPDs and other conditions in 
general 

7. To alert the Agency to threats from 
VPDs and other conditions in 
general  

8. To develop, implement and 
maintain a PHC management 
information system (MIS), including 
geographical information system 
(GIS) 

9. To develop, implement and 
maintain an immunisation national 
computer network 

10. To operate a computer and MIS 
network for managing the vaccine 
and logistics financing system of 
the country 

11. Monitor system use to control fraud 
 
 

PURPOSE: To collect and analyse 
routine data, monitor immunisation 
service trends and performance of 
providers, to alert the Agency to 
threats from VPDs and other 
conditions in general and to 
conduct immunisation coverage 
and PHC service surveys 
 
FUNCTIONS: 
1. To research available 

information on antigens, 
participate in forum (ICC) to 
discuss antigens and advise 
FMOH on introduction of new 
antigens and any amendments 
to existing schedule (antigen 
frequency and timing) 

2. Maintain a library of relevant 
books and journals on PHC for 
the Agency 

3. To liaise with NHMIS, National 
Planning Commission National 
Population Commission and 
other key agencies 

4. To report on national and sub-
national surveys of PHC, VPDs 
and immunisation coverage 

5. To develop content for IEC 
materials regarding surveys 

RESEARCH & STATISTICS 
BRANCH 

PROCUREMENT DIVISION 

PURPOSE: To provide an efficient and effective 
procurement system for the Agency 
 
FUNCTIONS: 
1. To draft and manage guidelines and 

procedures on acquisition and procurement 
2. To ensure that all procurement activities are 

in line with due process 
3. To control and manage all agreements 

relating to commodities, equipment and 
services 

4. To manage the national tenders for the 
organization of commodities, equipment and 
services through the Tender committee 

5. To liaise with UNICEF regarding 
procurement of vaccines and commodities 
(FMOH) 

6. To monitor use of tenders by departments 
and zones 

7. To monitor vaccine stores inventory 
8. To manage delegations for procurement 
9. To manage accreditation programme (ISO) 
10. To carry out regular market surveys and 

manage price agreement 
11. To represent the department and Agency at 

meetings relating to procurement of 
commodities and equipment 

12. To collaborate with others in the department 
on the supervisions of distribution of 
commodities and equipment 

13. To take direct responsibility for the 
development, production, dissemination of 
relevant reports related to the distribution of 
commodities and equipment 

14. To develop and maintain all necessary 
documents for the initiation of tenders on 
procurement as may be required 

15. To undertake periodic field visits to verify 
status of Procurement / reports 

16. To serve as secretariat to technical 
committee meetings and Tenders 
Committee 

 

PURPOSE: To develop strategic plans for the PHC Agency and ensure 
quality of service and research 
 
FUNCTIONS: 
1. To establish and maintain a register of all PHC service delivery 

sites (fixed and mobile) at all levels of the health system 
2. To integrate the service delivery plans from the Zones and other 

Departments into a comprehensive PHC operational plan  
3. To take overall responsibility for the development of all Plans 

(operational, strategic, developmental) and the budget for the entire 
Agency 

4. To plan annual / biannual review meetings 
5. To develop necessary memos for the National Council on Health on 

behalf of the Agency 
6. To coordinate monthly departmental seminars 
7. To maintain a secretariat for planning meeting 
8. To draft short-, medium- and long-term strategic plans for the 

organizational goals 
a. Annual Plans 
b. 5 Years strategic plan 
c. Annual P.O.A. 
d. Review of annual P.O.A of State 

9. To review and evaluate major decisions of partner Agencies 
against or in favour of the NPHCDA 

10. To prepare policy papers on significant issues of national and 
international interest with respect to NPHCDA activities in line with 
organizational objectives 

11. To prepare a developmental plan for the Agency (harmonizing 
partner Agency areas of interest / interventions to be in line with the 
goals / activities of NPHCDA) 

12. To prepare the annual report (collation of reports from departments 
and zones) 

13. To advise the Agency on policy issues relating to planning and 
development of draft plans 

14. To monitor and evaluate implementation of the plans 
15. To monitor performance and efficiency targets for various divisions 

and staff of the Agency 
16. To prepare progress reports (bi-annually and annual) on 

departmental activities 
17. To evaluate programmes activities, research proposals and study 

reports 
(SUGGEST EDITING TO NO MORE THAN 10 
FUNCTIONS) 
 
 

PLANNING DIVISION 
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ANNEX 7 

ANNEX 7.1 
ANNEX 7.3 

ANNEX 7.2 

FINANCE AND 
ADMINISTRATION 

DEPARTMENT

FINANCIAL SYSTEM & ACCOUNTING 
DIVISION 

PURPOSE: To design and supervise the 
implementation of the financial procedures, 
maintain records of transactions in the 
computerized accounting system and provide 
accurate and timely financial reports to all 
stakeholders 
 
FUNCTIONS: 
1. To ensure that financial transactions are 

genuine, reasonable and properly 
authorized 

2. To record all financial transactions in the 
accounting system 

3. To prepare external financial reports 
4. To manage expenditure and cash flow 
5. To prepare payroll and pay slips 
6. To compute relevant tax and deductions 

(Social Insurance, pension contribution and 
loans) 

7. To ensure remittance to relevant authorities 
8. To maintain a fixed assets register 
9. To manage write-off of redundant assets 
 
 

PERSONNEL MANAGEMENT 
DIVISION 

PURPOSE: To provide efficient and effective 
personnel management for the Agency 
 
FUNCTIONS: 
1. Manage the “Staff Establishment” (Post 

structure) 
2. To implement: 

a. Employment guidelines and 
procedures (including performance 
management) 

b. Remuneration and benefits 
guidelines 

c. Staff welfare programme 
3. To manage appointments, promotions 

and discipline 
4. To manage personnel records 
5. Prepare Personnel reports for Executive 

and Board 
6. Assist the Zonal Offices with personnel 

appraisal 
7. Design a skills development strategy 
8. Draft and manage policies and 

procedures on training and staff 
development 

9. Advise personnel on career paths 
10. Secure and manage training courses for 

Agency personnel and immunisation staff 
of Federal, State & Local government 
facilities and private service providers 

 

GENERAL SERVICES DIVISION

PURPOSE: To provide efficient and effective 
office management systems for the Agency 
 
FUNCTIONS: 
1. To develop and manage general 

administrative support policies and 
procedures for safety and security, 
transport, registry, reception  and 
switchboard, etc 

2. To develop and manage radio and 
telecommunications for the Agency 

3. To provide and manage stationery and 
office supplies 

4. To attend to cleaning of the Agency 
premises 

5. To provide a registry service in the head 
office 

6. To manage the general records in the 
zonal office 

7. To provide security for the zonal office 
8. To provide transport for the zonal office 
9. To ensure adequate insurance cover 
10. To establish re-order levels and 

maximum/minimum quantities 
11. To maintain record of stores receipts and 

issues 

MAINTENANCE & PROJECT BRANCH 

PURPOSE: To manage the maintenance and 
construction of PHC facilities 
FUNCTIONS: 
1. To maintain buildings, equipment (eg 

PABX, computers, vehicles and different 
kinds of machine, photocopying machine, 
fax machine, telephones and generator) 

2. To supervise the security and cleaning 
agents 

3. To visit the sites for building and advise 
the management of the suitability e.g. 
provision of road, light, water etc 

4. To visit and supervise the construction 
site to check on the contractors and the 
consultant and to inform the 
management of the deficits 

5. To advise management on the rules and 
regulations for tendering for contracts by 
various contractors 

6. To settle bills (e.g. telephone, PHCN, 
water, environment) 

7. To assist with tender schedules (e.g. 
advertisement for tender) 

8. To collate tender documentation 
9. To short-list and check the correctness of 

documents submitted by the contractors 
10. To arrange for the opening of Tenders 

and pass them on to the Quantity 
Surveyor to check the amount quoted 

11. To verify consultant’s certificate of 
payment 
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PURPOSE: To facilitate the coordination of all activities relating to PHC services in the Zone, including Federal, State & Local government facilities, private service providers and other 
Partner Agencies 
 
FUNCTIONS: 
1. To maintain a single point of contact in the Agency for all PHC service role-players and providers 
2. To facilitate establishment of committees and partners fora in the zone  
3. To support the states / LGAs develop and implement their quarterly and annual plans 
4. To facilitate and support training and other build capacity for PHC role-players 
5. To facilitate surveillance, monitoring, supervision and evaluation of PHC Activities in the zone 
6. To keep the Executive Director informed, in an integrated manner, on relations with Federal, State & Local government facilities and private service providers and other role-players 
7. To ensure that all agreed reports are submitted by the Zone on time 
8. To manage and maintain the Zonal Vaccine Store, distribution, transport, supplies and records 
9. To provide effective management of human and other resources in the zone 
 

ZONAL OFFICE NORTH 
WEST ZONE 

ZONAL OFFICE SOUTH 
WEST ZONE 

ZONAL OFFICE SOUTH 
SOUTH ZONE 

ZONAL OFFICE SOUTH 
EAST ZONE 

ZONAL OFFICE NORTH 
EAST ZONE 

ZONAL OFFICE NORTH 
CENTRAL ZONE 

ANNEX 8 
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ANNEX 8.1 - (x6) ZONAL OFFICE (DIVISION) - OFFICE OF THE COORDINATOR

PURPOSE: To manage (collation, analysis, interpretation and 
feedback) the data returns from the PHC service points and 
vaccines stores, and prepare reports 
 
FUNCTIONS: 
1. To ensure that guidelines, standards and operational 

procedures provided for data recording and collection is 
implemented as trained 

2. To conduct orientation / training on completion of forms 
for PHC service providers 

3. To ensure that reports are compiled and submitted as 
required to Head Office and provide feedback. 

4. To collect, collate, analyse and report on all cold chain 
and other PHC logistics data 

5. To check and compile PHC data returns, conduct 
analysis and draft reports 

6. To maintain the maps of all PHC service delivery sites 
7. To ensure regular training on data  management, etc is 

provided to staff of Zones, States and LGAs 
8. To ensure the provision and maintenance of computers 

for data storage and processing. 
9. To supervise, monitor and evaluate PHC services and 

ensure the delivery of quality PHC services in the zone 
10. To maintain and regularly update the maps of all PHC 

service delivery sites in the zone 
11. To complete monitoring  and disease surveillance  

return and act upon them and forward to head  office 
12. To develop annual plans for the Zone 
13. To conduct regular review meetings with all 

stakeholders 

PURPOSE: To manage the zonal 
vaccine store and monitor State 
and LGA vaccine stores  
 
FUNCTIONS: 
1. To manage the system and 

procedures for monitoring 
vaccine distribution and 
storage in the Zone 

2. To implement a periodic 
review of vaccine distribution 
and storage in the field 
(States, LGAs and facilities) 

3. To ensure functionality of the 
cold rooms/ cold chain 
equipment/ vehicle at all times 

4. Ensure proper maintenance of 
all items at the cold store. 

5. To ensure that regular training 
on vaccine management is 
provided to staff of Zone, State 
and LGA vaccine stores. 

6. Ensure regular inventory of 
cold chain equipment and 
other supplies 

 

PURPOSE: To facilitate the development of PHC services in the 
field and ensure the quality of delivery of the defined service 
 
FUNCTIONS: 
1. To establish and maintain a register of all PHC service 

delivery sites (fixed and mobile) at all levels of the health 
system in the Zone 

2. To ensure established procedures for inspection, 
investigation and intervention in the management of PHC 
services by providers to ensure the quality of delivery of 
the defined PHC service in the Zone are followed 

3. To complete monitoring and surveillance returns, act upon 
them and forwarded to Head Office and provide feedback. 

4. To provide IEC materials to service providers in the Zone 
5. To advocate for PHC services and manage consumer 

relations – complaints from public 
6. To facilitate public enlightenment on PHC 
7. To mobilize resources and develop and maintain working 

relationships with Development Partners in the field 
8. To provide training for State, LGA and private provider 

staff on all PHC, especially routine immunisation and use 
of IEC materials 

9. Mobilise for support and resources for PHC activities 
10. Ensure proper development of all wastes 
11. To advocate for PHC services and manage consumer 

relations and complaints from the public 
12. To monitor and supervise construction of on-going   model 

health centres. 
  
 

PURPOSE: To provide efficient 
and effective financial and human 
resource management in the Zonal 
Office 
 
FUNCTIONS: 
1. To ensure that personnel attend 

training and staff development 
programmes 

2. To manage personnel records, 
staff welfare and discipline 

3. To manage general 
administrative support for safety 
and security, transport, utilities 
registry, reception  and 
switchboard, etc 

4. To provide and manage 
stationery and office supplies 
/equipment 

5. To attend to cleaning and 
maintenance of the Office 
premises 

6. To ensure efficient and effective 
financial management and 
reporting in the Zonal Office 

7. To maintain zonal assets 
8. To prepare budgets 

 

DATA MANAGEMENT, MONITORING & 
EVALUATION UNIT 

ZONAL VACCINE STORE 
(BRANCH) 

PHC SERVICES DEVELOPMENT & ADVOCACY 
BRANCH 

FINANCE & 
ADMINISTRATION BRANCH 

AUDIT 

STATE 1 Zonal 
Technical Officers 

STATE 2 Zonal 
Technical Officers 

STATE 3 Zonal 
Technical Officers 

STATE 4 Zonal 
Technical Officers 

STATE 5 Zonal 
Technical Officers 

STATE 6 Zonal 
Technical Officers 


