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General Staff Meeting held on June 22, 2026
Attendees
1. Jeffery N. Yates – Head of Secretariat
2. Zaza Y. Quaqua – Deputy Head of Secretariat
3. George Dennis – Finance Director
4. Saba Cephas – Admin Manager
5. McDonald S. Kerl Sr. – Technical Officer
6. Christine Humaru – Communications Officer
7. Emmanuel K. White – Admin Assistant
8. Francis Kettor – Procurement Officer
9. J. Elijah Kai – Industrial Analyst
10. Alphonso G. Garyeazon – Industrial Analyst
11. Kevin W. Benson – Communications Assistant
12. Cynthia G. Freeman – Procurement Intern
13. Catherine Leon – Admin Intern
14. A. Benedict S. Wokpeh – Dispatcher
15. Reuben F. Freeman – Head Driver
16. Matthew Tobay
1. Opening Remarks
The meeting was called to order by the Head of Secretariat (HOS), Mr. Jeffery N. Yates. He outlined key administrative and operational matters, including transportation arrangements, financial management, institutional reporting, communications, and the placement of incoming interns.
He emphasized the importance of accountability, effective coordination, and adherence to established procedures in the execution of institutional activities.
2. Transportation and Vehicle Rental Services
The HOS expressed concerns regarding recurring challenges with vehicle rental services, particularly the condition, reliability, and suitability of vehicles provided for official assignments.
He referenced recent transportation difficulties experienced by staff during field activities and emphasized the need to prioritize staff safety and ensure value for money.
He directed the Procurement Unit to develop a standardized checklist outlining vehicle specifications and service requirements. He further instructed that vehicles be inspected for operational readiness before scheduled departures and that outstanding concerns with the rental service provider be formally addressed.
The HOS emphasized that service providers must meet agreed standards and that appropriate measures should be taken against those who consistently fail to deliver satisfactory services.
3. Petty Cash Management
The HOS reviewed a proposal to acquire a dedicated safe for the secure management of petty cash at the Secretariat.
He emphasized the need for appropriate financial controls, clearly defined custodial responsibilities, and authorized access arrangements.
The Finance and Administration units were requested to review the proposal and submit recommendations for management consideration.
4. Institutional Reporting and Staff Conduct
The HOS expressed concerns regarding delays in the submission of reports following official retreats and field assignments.
He reiterated that staff participating in institutional activities must submit individual reports within established deadlines and that responsible officers should ensure timely coordination and completion of assigned deliverables.
He further encouraged staff to maintain professionalism, strengthen internal communication, and address workplace concerns through appropriate supervisory channels.
5. Communications and Institutional Visibility
The HOS discussed a proposal to produce periodic video summaries highlighting LEITI's programs, engagements, and institutional achievements.
He emphasized that all audiovisual materials intended for public dissemination must be coordinated through the Communications Department and reviewed by the Communications Officer before publication.
He further highlighted the need for improved coordination among communications personnel to ensure consistency and accuracy in institutional messaging.


6. Internship Placement and Office Accommodation
The HOS informed staff of a communication received from the Ministry of Youth and Sports concerning the placement of interns in various Government of Liberia (GOL) institutions for a period of six months.
He indicated that the Secretariat is expected to receive two interns and explained that their departmental assignments would be determined through an initial assessment of their skills, interests, and competencies.
He noted that placement would be considered within the Communications Department or the Technical/Data Center, depending on institutional needs.
The HOS also highlighted the need to address office space limitations and consider available accommodation, including the PWYP office when not in use.
7. Action Points
· Develop a standardized vehicle rental checklist, verify vehicle readiness before official travel, and follow up on concerns with the rental service provider. – Procurement Unit
· Review the proposed petty cash safe arrangement and submit recommendations for management consideration. – Finance/Administration
· Submit individual reports following official retreats and field assignments within established deadlines. – All Concerned Staff
· Coordinate the review and approval of audiovisual materials and assess the proposed periodic video bulletin initiative. – Communications Department
· Assess and assign incoming interns to appropriate departments and coordinate suitable office accommodation. – HOS/Administration
8. Closing
The HOS emphasized the importance of timely reporting, accountability, and effective coordination in carrying out institutional responsibilities.
He encouraged staff to remain committed to improving operational efficiency and supporting the Secretariat's objectives.
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