Medium-term Goals: 2015 - 2018

I. Mission 
The Secretariat, a first-level, central administrative office of the Tainan City Government, is made up of six divisions: Special Affairs, Documentation, General Affairs, Office Management, Procurement Management, and Archives. It oversees general-secretary duties, gift-exchange and commendation ceremonies, official receptions, manages the mayor's event calendar and media appearances, and supervises civil petitions. The Secretariat also processes official documents and records, manages general administrative matters, administers office upkeeps, organizes procurement management coaching, audits and corrects procurement misconducts, to ensure that all the organizational services are on track. 

II. Vision
In light of central government's managerial reconstruction programs and socio-cultural evolutions that constantly redefine the community, the Secretariat vows to provide a respectful, healthy, and empowering workplace for its administrative team in a spirit of "honorability, excellence, efficiency, and innovation." In so doing, the Secretariat meets its goal to upgrade Tainan City Government's competitiveness and service efficiency, and steadfastly fulfills Mayor Lai's vision - "the Future Right Now," while living up to Tainan citizens' expectations as a high-performing, citizen-centric government body.  

That said, the Secretariat commits to assisting other departments and divisions in performing its central administrative functions, offering a robust range of convenient services, keeping the channels of communication open to ensure timely help for the general public, while upgrading its public services quality and efficiency. A high-performing and rigorous digitization process for city government's document holdings enhances organization effectiveness. Amenities, appliances and services of the city hall are upgraded and augmented to facilitate "resource conservation in 4 areas" and minimize energy waste. Meanwhile, the city hall staff is given thorough coaching on smarter procurement management to champion governance integrity. In whole, the Secretariat works to elevate city government's service track record, reinvent its image as a vibrant, cultural destination, and fulfill mayor's administrative principles of "governance of integrity, and people's wellness first."   

III. Administrative Highlights
1. Strengthen Public Relations 
(1) Advocate and ensure quality public relations, pursue administrative innovations to adapt to the constant socio-cultural shifts.
(2) Improve public services quality and efficiency
2. Redefine city government's governance guidelines per professional consultation, and 
develop an open channel of communications and liaison 
(1) Organize city council meetings to align councilmen's motions with city government's 
   administrative guidelines, and support a corrective mechanism.
(2) Coordinate meetings among departments to strengthen interdepartmental 
communications and liaison. 
3. Expedite Document Processing

(1) Improve official document processing and increase the dispatch and exchange of e-documents. 

(2) Intensify promotional campaigns to encourage affiliated agencies and schools to adopt the online document approval system to boost e-document processing. 


4. Fortify document and files management
(1) Enact an efficient file holding management mechanism to support greater 
   document availability, retrieval and viewing. 
(2) Assist affiliated governmental agencies in fortifying their file management to enable 
greater document availability, retrieval and viewing. 
5. Upgrade amenities and facilities of the city hall to diversity space functionality

(1) Diversify and increase the city hall's space and venue use and create a quality 
workspace.

(2) Increase the use of city hall dormitories; perform housekeeping, cleanliness and regular repairs.    

6. Inaugurate a performance review system for security measures and energy conservation effectiveness
(1) Launch safety training and disaster-prevention workshops to heighten staff's risk 
   and security awareness. 

(2) Perform consultation and review workshops for energy conservation to facilitate "resource conservation in 4 areas" and minimize energy waste.

7. Assist departments in smarter employment of temps
(1) Advanced scrutiny of the city's temp employment program to better-manage temp 
   quotas.
(2) Set up performance reviews for temps to improve their professional competence. 

8. Enhance service quality and administrative efficiency
(1) Expedite online applications and approvals to improve administrative efficiency. 
(2) Upgrade online repairs notification systems to expedite maintenance. 

9. Enhance Procurement Representatives' Judgment and Discretion and Upgrade Audit Effectiveness
(1) Organize workshops and courses on procurement representative licensing to improve procurement reps' professional competence. 
(2) Fortify audit and supervisory mechanisms to bolster city hall's procurement procedure. 
10. Improve Procurement Effectiveness (administrative efficiency)

(1) Establish a transparent enquiry system for small procurements. Consult affiliated agencies to register and publicize pricing to provide up-to-date market quotes. 
(2) Set up a fair and transparent price enquiry system to ensure symmetric information availability for ethical business practice. 
IV. Strategic Goals and Common Goals
1. Strategic Goals
(1) Strengthen Public Relations (service performance)
A. Host gifts, souvenirs and publications featuring Tainan's finest will be included as a gift collection at public receptions, mayoral visits and international conferences to promote Tainan.

B. Inscribed plaques or congratulatory notes will be presented to commemorate special 
occasions or festivities to ensure constructive public relations. 

(2) Improve public services quality and efficiency (administrative efficiency)
A. Keep track of every petition, appeal or case being handled at the city hall with a 
  high-performing, real-time case report system. 
B. Assemble elegiac or congratulatory messages, or inscribed dedications for special 
  occasions the timeliest way possible for the people.  
(3) Enhance document holdings management (administrative efficiency)

A. Organize seminars on document and files holdings management to improve records archiving. 

B. Site visits are arranged to learn of better documents and records management at predetermined places. The visits aim at improving staff's records archiving efficiency. 

(4) Upgrade amenities and facilities of the city hall to diversity space functionality (service performance) 
A. Diversify and increase both civic centers' space and venue use to improve citizen  approval. 

B. Reinforce housekeeping, cleanliness and regular repairs of city hall dormitories to increase use, and upgrade living quality.    

(5) Inaugurate a performance review system for security measures and energy conservation effectiveness (service performance)

A. Launch safety training and disaster-prevention workshops to heighten staff's risk and security awareness. 

B.Enact consultation and review mechanisms of departments' energy stewardship programs, and convene meetings for energy conservation committees. 

(6) Assist departments in smarter employment of temps and improve temps' 
  professional competence (service performance)

A. Advanced scrutiny of the city's temp employment program to better-manage temp 
quotas.
B. Set up performance reviews for temps. 

(7) Enhance service quality and administrative efficiency (administrative efficiency)
A. Expedite online applications and approvals to streamline processing and cut down 
  paper consumption. 
B. Improve online repairs notification systems to expedite maintenance. 

(8) Enhance procurement representatives' professional competence (administrative
efficiency)
Organize introductory and advanced workshops on Government Procurement Act, and encourage procurement representatives to enroll to improve professional competence. 
(9) Elevate audit effectiveness (service performance)

A. Perform spot-check audits on affiliated agencies and schools. Misconduct and errors are statistically compiled for follow-up rectifications. 

B. More stringent audits and scrutiny are performed on high-profile auditing errors, and questionable practices identified by the public. 

(10) Improve procurement effectiveness (administrative efficiency)

A. Strengthen a transparent enquiry system for small procurements to support fair (price) competitions among vendors and improve business practice and service Economize on time and resources for price comparisons, and widen margins for negotiations with vendor. 

2. Common Goals
(1) Upgrade Personnel Performance and Support Lifelong Learning (organizational learning) 

Heighten awareness of lifelong learning among city hall staff and engage them to learn. An estimate of 40 hours (or longer) of on-job training - and 5 hours (or longer) of digital learning - would be scheduled for city hall staff. 

(2)  Improve Budget Execution (finance management)

Adopt smarter budgeting to improve expenditure, and cut back on unnecessary spending. Budget enforcement for current revenues is projected to reach 95%; budget enforcement for capital revenues is estimated to reach 90%. 



