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ABSTRACT

Personnel Records Management System (PRMS) is an online personnel application
package that meets the requirement of an organization. The development of the
PRMS was done using object-oriented and event-driven programming language
techniques that is Visual Basic.Net so as to profers solution to the problems
encountered when personnel records management is done manually. In this research
work, PRMS is used to provide good record keeping, ease retrieval and updating of
employee information, improve security, log and track employee attendance, monitor
the employee promotion and training exercises, generate report on demand for
decision making. In essence, the PRMS application is an improved replacement for

conventional methods.
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CHAPTER ONE
PRELIMINARIES

1.1 Introduction

Records management: Is the practice of identifying, classifying, archiving, preserving,

and destroying records The International Standard Organization (ISO)15489: 2001 standard
defines it as "The field of management responsible for the efficient and systematic control of
the creation, receipt, maintenance, use and disposition of records, including the processes for
capturing and maintaining evidence of an information about business activities and
transactions in the form of records.
Personnel Records: In many respects, personnel records are similar to other kinds of
administrative records and thus good personnel records are necessary to allow the best use of
available staff and promote efficiency in an organization. The records also help the institution
make good use of scarce resources and help provide an accurate source of data, which can be
used in other information systems throughout the organization.

The advent of personal computers has transferred the responsibility for records
management from central records management sections to individual employees. Computers
are electronic device which accepts, processes, stores and retrieves data. A computerized
record system is a system in which records are collected, organized, and categorized to
facilitate their preservation, retrieval, use, and disposed with the use of a computer. The main
reason for computerizing personnel records is to provide readily up-to-date information on
employees and establishments for manpower planning, purposes.

1.2  Statement of The Problem

Challenges facing a manager are varied and complicated. Specifically, the duties of a
personnel manager include the following: Planning, Recruitment, Training, Development,

Career management and so on. It is obvious that it is a very complicated task. All the functions

1




mentioned above can be carried out manually and typically as they are: this leads to many

problems, the most serious of which are:

L.

Inefficiency due to both human errors in record keeping and by the amount of time
required writing and filling employee data.

Inadequate security because of illegal access to files.

Difficulty in retrieving information.

Inaccurate and inconsistent information may be available on demand sometimes
because related data may be kept in different files.

There is difficulty in updating information as related data may be in different files, one

file may be updated while the other still contains outdated data.

In attempt to solve the stipulated problems above a system will be designed to:

1. Increase the efficiency and reliability of record keeping.

2. Provide a well defined guideline for actions as well as yardstick for precise
decision making.

3. Reduce job dissatisfaction.

4. Ease retrieving and updating of information.

5. Improve security and control illegal access to files.

6. Generate report on demand and so on.

1.3 Aims and Objectives

The aims and objectives of this project are to create a Personnel Records Management tool

that will enable the Personnel managers to:

1.

2,

Guide and inform decision making process

Provide effective and efficient means for storing and retrieving employees information

. monitor employees’ training, development and transfer

Provide information for recommending employee for promotion or re deployment




5. Assist the personnel manager in staff recruitment notifier of vacancies and promotes
staff discipline
6. Log and track general employee attendance

7. Generate report on demand and allow inquiry to be made

14 Benefits

1. Increasing the flexibility of the available information for instance, monitoring equal
opportunity issues becomes easier when personnel records can be sorted by age, sex,
job, grade, pay rates and so on, monitor the mix of the organization staff statistically
(e.g. age, gender, and ethnicity), covering recruitment, promotion, performance, length
of time in post; sickness absence; part-time: full-time ratio, vacancies; job
requirements; training.

2. Speeding up the provision of information

3. Producing cost benefits through administrative savings - staff time can be reduced on
routine tasks

4. Increasing efficiency, particularly with changes to records, routine forms and letters,
print-outs for checking and so on.

5. Legibility of record handwritten charts are notoriously difficult to read. On-screen or
printed text is often far more legible than handwriting.

6. Security of records.
1.5  Methodology

As the result of stated objectives above, the procedures aimed at achieving the success of

this project work are as:

1. Gathering of employee’s data by interviewing the personnel manager




2. Analysis of the data obtained and examination of the existing system
3. The use of database that will contain information

4. Choice of programming language that will be used is Visual Basic.Net

1.6  Significance of the Study

Organization using the Personnel Records Management System (PRMS) tool proposed
in this project will benefit from a wide range of merits that cannot be obtained when Personnel

Records Management (PRM) activities are undertaken manually.

In any organization, time is of the essence, like the famous saying goes “Time is
money”. The execution of Personnel Records Management (PRM) activities manually can be
tedious and time consuming, especially if the organization in question is large. Therefore, the
introduction of a tool that automates these activities and requires a little human intervention as

possible is most desirable.

Also worth mentioning is the fact that the database concepts, which is the central to the
operation of  the proposed scheme, affords this software a number of features that are not
possible with manual methods. These include the ability to cross reference information and

patterns in the organization Personnel Records Information and so on

1.7 Scope and Limitation

Due to the fact that the Personnel Records Management System (PRMS) requirement
vary from organization to organization, this project will not be as extensive as it should be. It
will be restricted as possible to Raw Materials Research and Development Council, Minna, as

the case study.




The system to be designed will enhance the productivity of personnel manager. It will
provide a well defined guideline for actions as well as yardstick for precise decision making.
Rather than try to incorporate the users into its functions, the system is to be tailored to fit
human function. A lot of emphases and attention is to be paid to the ease of use, attractiveness
and familiarity of the interfaces, for example, the use of forms to keep record as it is done in
the manual system. The system will be designed for easy expandability and maintenance, so
that can to grow with the needs of its users.

Finally, we will attempt the make the system as comprehensive as possible, when the
system is fully implemented, it will increase the efficiency and reliability of record keeping
and matching applicants to vacancies in the organization. It will also reduce job dissatisfaction
in the form, build motivation, aid objective recruitment evaluation and performance appraisal

and provide means of planning and controlling workforce expenditure.




CHAPTER TWO
LITERATURE REVIEW

2.1 Concept of Personnel Record Management

As an organizational resource, records serve many functions in the operation of
an establishment. Records represent all documentary materials such as correspondence,
forms, reports, drawings, maps, photographs, and they appear in various physical
forms, e.g., paper, cards, microfilm, tape, CD-ROM, etc., which can be preserved for
short or long periods.

Similarly, what actually keeps the civil service going in any modern system of
government is recorded information called "records," which are used for planning,
decision making, and control. The need for a records management programme in all
organization cannot be overstressed in the digital age.

The purpose and essence of any record system is the right information in the
right place in the right order, at the right time for the right person at the lowest cost. For
this feat to be achieved, an integrated records management programme is needed (Baje,
1998).

Enwere (1992) argues that the un-integrated records management programme in
Nigerian public service has led to inefficiency in administration and to the loss or
unavailability of vital information needed for decision-making.

As records management developed, it has also incorporated principles integral
to information science as "the means of processing information for optimum
accessibility and usability, concerned with the origination, collection, organization,
storage, retrieval, interpretation, transmissions, transformation and utilization of
information" (Ehienberg T.E and Smith R.J, 1994). Such principles are adopted by

records managers in seeking to enhance the access and use of records.
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Stressing the use of technology in records management, opines that "in
developing record keeping solutions, it is necessary to understand the evolution that is
taking place in the use of technology." The application of Information and
Communication Technology (ICT) to the management of records therefore, will go a
long way in making such records accessible and usable.

Professional literature on archives and records management pays little or no
attention at all to the subject of managing personnel records even though these files are
substantial. In comparison to financial records, which have clear retention periods,
personnel records do not seem to have well developed retention period. Records are
now being managed electronically. Electronic records management is an aspect of the
computer revolution which tends to be under-appreciated by the general public, and
even by many librarians and information scientists (Ubeku A.K, 2002). Many corporate
and government records that were once kept on paper now exist only in electronic
form. The replacement of paper records by electronic records leads to ease of access by
those with the pertinent software and hardware tools. Database systems can be used to
handling records. He recommends a sophisticated database system; the rapid processing
power of the computer is needed for automatic storage and retrieval.

It should be noted that for records to be adequately cared for, separate building
and storage facilities have to be provided. There should be a secure room or a vault for
vital records. Creating records without proper plans for their maintenance leaves the

records in shambles, which causes chaos in an organization.

2.2  History of Computerization in Nigeria

It is on record that the electronic digital computer made its first appearance in
Nigeria in 1963, in connection with the analysis of the 1962/63 national census data. In
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the 10 years between 1963 and 1973, the total computer population in the country stood
at 20-25, with 6 or so of these being associated with the multinational companies. By
1977 the total number of installations had grown to around 70. It was by this time that
many universities, government departments, and parastatal, organizations, including the
West African Examinations Council (WAEC), the Joint Admissions and Matriculation
Board (JAMB), the National Electric Power Authority (NEPA), the Nigerian Ports
Authority (NPA), and the Federal Office of Statistics, as well as many banks and

commercial firms, began to show interest in computers.

Up to 1977 there were only three computer vendors in Nigeria. They were JCL,
IBM, and NCR, and all three were the local subsidiaries of overseas computer
manufacturers dealing almost entirely with mainframes and minicomputers. In 1977,
the government promulgated the indigenization decree, which set apart some categories
of industrial activity exclusively for participation by Nigerian nationals, while
stipulating a minimum of Nigerian interest in others. One of the three original vendors,
IBM, did not want to comply with the decree, choosing instead to pull out of the

country.

The decree produced two other important effects. First, there was an influx of
indigenous vendors in the computer business. Secondly, the keener competition in the
industry led to more aggressive marketing policies. As a result, the number of computer
installations in the country rose sharply. Whereas 39 computers were installed in 1975-
1977, 1978-1980 witnessed the addition of 197 new installations. There were 149 new
installations in 1981-1983, and a further 99 in 1984-1986. Already by the end of 1982,
the price of crude oil was beginning to drop sharply in the spot market; and this marked

the beginning of the foreign exchange debacle and the attendant import restrictions.




Computerization has been most widespread in the area of financial
management, including payroll, accounts, general ledger, sales, and invoicing. In fact
the accounting task is frequently the motivation for installing the computer in the first
place. More than 80 per cent of computer installations are used in this way. There are
also many instances of companies that have not installed computers but have their
accounts and payroll batch-processed on a bureau computer owned by a vendor or an
agency. A reasonable estimate is that more than 50 per cent of all Nigerian industry is
using computers for accounting, either in-house by their own DP staff, or with the help
of external computer agencies. The software used for this purpose is usually a
commercial software product. The companies often do not have expert systems

analysts; there may be one or two programmers to maintain the software.

Some firms are reluctant to use a computerized invoicing and billing system.
The usual reason given for this is the fear of fraud. In this regard, the public perception
of the NEPA and NITEL computerized billing systems as being fraught with absurd
errors as well as being often hopelessly inaccurate has not helped to win public

confidence.

Table 1

Use of programming languages in a survey of 60 firms (1988)

L;ngdage 'Percentage
COBOL  68%
BASIC 6%
FORTRAN 17%

RPG 11 1%

Source: Ezechukwu, J (1988).Ref 17.




Table 2

Use of computers in industry in a survey of 60 firms (1988)

Q‘Com'pliteri'zedﬂfunctien o Percentage
~ Accountng 100
~ Administration o 57
 Production management 49 -
 Word processing 26 "
Processcontrol 15 ’ ‘

Corﬁputer—aided desigh/engiﬁecring 6

Source: Ezechukwu. J (1988) Ref 17.

2.2.1 Computer Diffusion

The Federal Office of Statistics (FOS) has conducted periodic but unpublished
censuses of computer installations in Nigeria; the latest of these gives the position at
the end of 1984. Published computer statistics began to appear in 1983 when the first
edition of the Nigerian Computer Users' Directory (NCUD) was published. The second
edition of the NCUD appeared in 1985 and the third edition in 1988. The availability of
this directory permits more accurate statements to be made regarding computer
diffusion in the various sectors of the economy. The data contained in the directory

must, however, be treated with caution. Michael A. N (1989)
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Table 3

Milestones in IT usage in Nigeria

' Year ~ Event

1948 Visible record computer sold to Nigerian Ports Authority by ICL

{
t
{
i
|
|

| 1949 NCR incorporated

{
i

‘ 1961 IBM incorporated
l i

- 1963

f |
| - expatriates)

Computer hired to assist in the processing of the national census data (operated by

1963 IBM African Education Centre set up at University College, Ibadan (renamed Ul

Computing Centre, 1966)

1972 Computer science courses instituted at University of Lagos, University of Ife, and

University of Ibadan

1973 Computers used in 1973 national census

1975  Computer science courses instituted at more universities, including the University of
- Nigeria, Nsukka |

i

1977 Indigenization decree promulgated

1978 Computer Association of Nigeria (CAN) inaugurated

1978 Computer vendors Data Science, JKK, Datamatics, and Debis established

!

1981 Many more computer vendors established

¢ Banks begin to computerize

] 1982 Import licensing started
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1983 - First microcomputer exhibition at Lagos by Ogis & Ododo- 33 vendors exhibited

1984  Anambra State Government Ministry of Finance places order for locally

- manufactured microcomputers
1985  Committee of Directors of Nigerian Universities Computing Centres (CDNUCC)
: inaugurated

- 1987 NNPC optical fibre computer communication network

* Source: Federal Office of Statistics (1988).

The introduction of information technology to developing countries inevitably

has major consequences for public administration, yet there has been little research on

the issues involved. In the area of personnel management, there is a requirement for
computerized personnel information systems which are workflow-based and text-based.
Such systems have been developed in a number of African countries and some work
has been done on paper-based personnel records. To date these initiatives have been
carried out largely in isolation from one another, and there has there been little attempt
to link the paper and automated approaches despite the fact that the same resource is
being managed. These linkages are fundamental to the effective management of
personnel information Piers Cain and Anne Thurston (1997).

During the 1980s and 1990s most of the countries in sub-Saharan Africa have
experienced economic hardship and have participated in structural adjustment
programmes, often as part of conditionality for loans from the Breton Woods
institutions. Structural adjustment typically includes a civil service reform programme

as a key element. Since the 1980s, Countries like Ghana, Uganda and Zimbabwe have
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all implemented structural adjustment programmes with varying degrees of success. By

Piers Cain and Anne Thurston (1997).

2.2.2 Emergence of I.C.T in Nigeria

Information Communication Technology came into existence in most of the
African countries through research institutions, educational institutions, or international
organizations like the World Bank, UNDP, USAID, WHO, etc. In 1993 most
provinces, Aimaks in Mongolia were provided with personal computers funded by the
WHO with the goal to support the health services in the country (Braa et al., 1995).

The first Information Communication Technology initiative in Nigeria started in
the 1950s with focus on print and electronic media. No major policy or other outcome
was achieved because of strict government control. The full awareness of the
importance of ICTs was absent. Only the private sector demonstrated ICT initiatives
(Emadoye, 2002). The Obasanjo administration in 2001 established the National
Information Technology Development Agency (NITDA) to serve as a bureau for the
implementation of National Policy on Information Technology. NITDA is trying to
increase the Internet penetration levels in Nigeria but the agency’s focus is not on

health care delivery systems (Idowu, et al 2003).

2.3 Record Maintenance and Use

One important aspect of records management is the need for the created records
to be adequately maintained for use (Uwaifo, 2004). There is the need for proper
storage medium, filing procedures, so as to facilitate quick and easy access to the
record when required. For example office storage facilities for records include wooden

shelves/rack, steel cabinets, drawers, catalogue cabinets, files, cardboard boxes etc.
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The emphasis in filing systems today is on fast and accurate retrieval of stored
information. Most business organizations in developed economies and developing
countries have invested seriously in appropriate automated Systems. The use of a good
index guarantees retrieval of information but computerized system guarantees fast and

accurate retrieval of information.

2.4 Challenges in Computerization
Computerization, especially in the developing countries, is fraught with
challenges. This is also the case with Nigerian organizations. Some of these factors

include the following:-
2.4.1 Computer Literacy / Education

Many members of the staff of an organization are not computer literate. This is
a great setback in computerization. Many of them are reluctant to jettison their old
mindset which resists change. Many are conservative and traditional, and suffer
computer phobia. Research results show that, although the uses of electronic
information increases job satisfaction, confidence, and the effectiveness of employees,
librarians for example lack technical expertise and this can be very frustrating.

There is also a lack of technical support. Only one member of staff is formally
trained to initiate, develop, implement, and maintain computerized applications in the
entire human resources department. Those who had been trained gain only limited, or
no access, to the packages in which they had been trained this also extents other staff in

the organization.
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2.4.2 Poor State of Power Generation

Regular power generation remains a problem in Nigeria. Frequent power outages
constitute a serious bottleneck to automation. The cost of running generating plants is

prohibitive.

2.5 Essence of Management

Management is an attempt to improve managerial performance by imparting
knowledge, changing attitude or increasing skills. The ultimate aim of this is to enhance
the future performance of the organization itself. For this reason, the management
process includes:

= Assessing the organization’s needs (for instance to fill future executive

openings or to make the firm more responsive)

* Appraising the managers’ performance and

* Developing the mangers themselves

Management is important for several reasons. For one thing, promotion from
within is a major source of management talents. Also

* Management facilities organizational continuity by preparing employees

and current managers to smoothly assume higher-level positions.

* It also helps to socialize management trainees by developing in them the

right values and attributes for working in the firm and

* It can foster organizational responsiveness by developing the skills that

managers need to respond faster to change.

15




2.6  Definition of Management

Management has been given different definitions by different people. Some
people see it as the act of managing some thing; the people who administer a company,
create policies and provide the support necessary to implement the owner’s business
objectives. Frederick Taylor defined management as the act of directing and controlling
the affairs of the business. Peter F. Ducker who is widely acknowledged as the “father
of management” defines management as getting things done through others.
Management of a place involves making conscious choices about what happens to the
place and taking action to make those things happen. management includes the widest
possible range of actions and decision, such as planning and decision making,
organizing, leading and controlling directed at an organization resources (human,
physical information and financial), the act of directing and controlling the affairs of
the business, the act of controlling production processes and ensuring that they operate
efficiently and effectively and so on. The last phase of the definition above is very
important because it highlight the basic purpose of management. Efficiency entails
using resources wisely and in a cost-effective manner, which effectiveness involves
making the right decision and correctly implementing them. Simply put successful
businesses are both effective and efficient.

Each of the definitions of management has its virtues. However, none of them is
all encompassing in scope, to truly grasp the meaning of management, it is necessary to

break the concept down into its essential processes.

2.7 The Management Process

Management process refers to the basic activities that management and

managers carry out. There are five basic functions that managers perform, namely:
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2.7.1 Planning

This involves establishing goals and standards, developing rules and
procedures, developing plans and forecasting, predicting or projecting some future
occurrence. planning is deciding in advance what to do, when to do it and who is to do
it, it bridges the gap between present position and desired position in the future.

Planning is that part of management process, which attempts to define an
organization’s future (Riemann, 1997). The major’s benefits of good planning are:

* Planning forces management to think ahead

* Planning leads to the development of performance standard, which enable

more effective management control

* Planning forces management t articulate clear objectives

* Planning enables an organization to be better prepared for sudden

* Development and expected changes
2.7.2 Organizing

This involves giving each subordinate a specific task, establishing departments,
delegating authority to subordinate, establishing channels of authority, communication
and coordinating the work of subordinates.

Organizing is the part of management that involves establishing intentional
structures of roles for people in an enterprise to fill. Not only are tasks assigned to the
individuals, but care must be taken to ensure that the people are given certain tasks that
are suited to them. In other words, it requires developing the best organizational
structure, acquiring and training personnel determining tasks are to be done, who is to
do them, how the task are to be grouped, who reports to whom and at what levels

decisions are made.
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2.7.3 Leading

This is the predominant aspect of managing. It involves getting subordinates to
get the job done, maintaining morals amongst staff and motivating employees.
Different managers have different leadership styles, but they all aim at getting people at
work together to advance the interests of the organization in the course of leading,
managers directs activities of others, select the most effective communication channels

and resolve conflicts among others,
2.7.4 Controlling

Controlling is the measuring and correcting the activities of subordinates to
ensure that events conform to plans. It deals with setting standards such as sales quota,
qualities standards all production levels, checking to see how actual performance
compares with these standards and taking corrective action if and when needed.
Compelling the events of conform to plans requires locating the person or people
responsible for negative deviation‘from planned actions and taking steps to improve
their performances. Therefore, things are controlled by controlling what people do.

2.7.5 Staffing

Staffing is the core of human resources management. It involves when deciding
what type of people should be hired, recruiting prospective employees, selecting
employees, setting performance standards, compensating employees, evaluating
performance, counseling employees, training and developing employees. The staff of
an organization is usually divided into different sections or departments with each

section given responsibility of a set of goals.
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CHAPTER THREE
SYSTEM ANALYSIS AND DESIGN

3.1 Analysis of the Existing System
According to the personnel manager interviewed, the process is being carried
out manually on paper and stored in filing cabinets within the company’s premises.

3.1.1 Merits of the Existing System

It is relatively easy to set up as no technical expertise is required.

3.1.2 Demerits of the Existing System
1. Too often, personnel files are not well kept. Storage rooms are often overcrowded
and security inadequate.
2. Many registries have no means of finding who has a file at any particular time, and
files cannot be retrieved without a major search being launched. The result is large

amounts of staff time being wasted.

3. Indexing procedures are not always in place and file tracking systems are

often lacking.

4. There is a tendency for duplicate files to proliferate.

5. Poor report generating techniques abound.

3.2 The Proposed System

Upon the examination of the problems of the existing system used by the
organization, a system to solve these problems and introduce extra functionality to the
Personnel Records Management unit of the company was proposed. The proposed

system has the following characteristics and merits:
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